Search for Files Using File Content as Search Criteria

When searching for a file, you can use the file contents as search criteria. You can search directly words in files.
Example:

You are looking for a file in which you listed the traveling costs of the Jyvéaskyla trip. However, you don't remember the name of the file or the file's exact
location.

The problem can be solved by first changing the way Windows searches for files. You must make Windows look for search terms within files and you must
tell Windows what the type of the file is.

1. In the Start menu, type in the Search field "folder options" and in the search results, click on "Folder Options".

2. In the Folder Options window, select the Search tab and select the radio button in front of Always search file names and contents ...
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Folder Options @
General Search

What to search

(7 Inindexed locations, search file names and contents.
In non-indexed locations, seanch file names only.

i@ Always search file names and contents {this might take
several minutes)

How to search

Include subfolders in search results when searching in file
folders

Find partial matches

[ Use natural language search

[] Don't use the index when searching in file folders for system
files (searches might take longer)

When searching non-indexed locations
Include system directories
[] Include compressed files (ZIF, CAB...)

[ Restore Defaults
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3. Click on OK.
4. In the Start menu, type in the Search field "search”. In the results, you will see "Search how Windows searches". Click on it.

5. When the Indexing Options windows opens, click on the Advanced button.



= Indexing Options ==

& items indexed
E& Indexing speed is reduced due to user activity.

Index these locations:

Incuded Locations Exclude

alnternet Explorer History
,ﬂ Microsoft Outlook
@ Microsoft SharePoint Workspace
ﬁ Offline Files
J Start Menu
) Users AppData; Graphisoft; AppData
| Visio Content

Modify ] | @nt_ivanced | [ I@]'Eaus:e ]

How does indexing affect searches?

Troubleshoot search and indexing

[ Close

6. When the Advanced Options window opens, select the File Types tab and select the Index Properties and File Contents radio button. In the field
toward the bottom of the window, type the file extension and click on OK.
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If, for example, you are looking for an excel file, type "xIs" in the field and click on OK. You can add other file extensions also one by one (e.g. docx, doc,
ppt, pptx), if you are not quite sure what exactly the file type was.

You now get a message about rebuilding of the index. Accept the message by clicking on OK.



Rebuild Index ==

Rebuilding the index might take a long time to complete. Some views
and search results might be incomplete until rebuilding is finished.

oK ] ’ Cancel

Close the Indexing Options window by clicking on the Close button.

7. Open the folder that you think the file you are looking for might be in and type the search term (in our example, "Jyvaskyla") in the search field in the
upper right corner of the window.
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You can also open an upper level folder. All lower level folders are included in the search, recursively. You could open your home folder (the Z drive) and
start a search that covers all of your home folder.
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