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1. Click the link “Manage Files” in the “Course Tools” listing on the left hand side
of your screen

Course Tools
Hormmepage
Announcernents
Mews

Photos

Message Board
Calendar
E-rnail

Chat

Mermbers

2. Type the name (or keyword) of the file you would like to search for in the open
text filed shown below

Select where you would
like the search engine to
look for your keywords by
clicking the appropriate
checkbox(s)

File and Folder Search

Search for: File Marmes Folder Mames File Content

that contain:

3. Click the “Search” button to initiate the process.



4. A list of search results (with the keywords you listed in bold) will be
generated for your perusal

Search Results

Demo_Brain Surgery Handout 1.doc
Demo_Brain Surgery Hangout 2.doc
Demo_Brain Surgery Hagidout 3.doc

5. Click on the link corresponding to the file you wish to download or view

6. Select the radio button for the action you wish to take

Cpening Demo_Brain Surgery Handout 1. doc

The file "Demo_Brain Surgery Handout 1.doc” is of type application)mswaord
(Microsoft Word Document), and Netscape does nok know how b handle this
file bype. This file is located at:

http: flumiere, edison.edu/cp/grouptoals filesharef 1017/ 1015)
YWhat should Metscape do with this File?

() Save it to disk

[] Always perform this action when handling files of this type

K ] [ Cancel

7. Press the “OK” button



