Teaching & Technology Technology Tips

I cannot find that file!

Introduction

Have you ever ‘lost’ a file or folder on your computer? I have! Many times!
You create a document, save it, print it and then forget where you saved it to!

Well, here are some ideas you can try out to find those elusive documents.

Recent Items
If you have recently used the file or document in the last few days or even week it may still be listed in your ‘Recent
Items’ menu. How to locate that?

Select Recent Items from the Apple menu on the left hand side of your Apple computer’s display. See the example
below.

ﬁ Preview File Edit View Go Tools Bookmarks Window Hel

About This Mac
Software Update...
Mac OS X Software...

System Preferences...
Dock [ 2 |
Location > E

Recent Items >

Force Quit Preview AOEED

¢ 04_comic_life_bw.pdf
¢ ancient_history_2001_report.pdf

Sleep " ancient_history_stg6_04.doc
Restart... | Image_Resize.doc
Shut Down... " staff_infotech.doc

Log Out John Larkin... {&Q Clear Menu

As you can see in the example above there are five documents available in the Recent Items menu. Is the document
that you are looking for listed in that menu? If so select that item and it should open.

If the document or file is not listed there then you may like to try the other methods outlined later in this document.
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Fine tuning the Recent Items

Technology Tips

You can fine tune the Recent Items menu by making changes in the System Preferences application on your Apple
computer. How can you achieve that?

Select the System Preferences menu item from the Apple menu. See the illustration below.

B8 word File Edit View |
About This Mac
Software Update...
Mac 05 X Software. ..
System Preferences...
Dock >
Location [
Recent Items >
Force Quit Word AAED
Sleep
Restart...
Shut Down...
Log Out John Larkin... {3Q
The application will open and the following window will appear.
eean System Preferences
| « » || ShowAll | Q
Personal
-_=||c i & ) @ e
| & = Q
Appearance Dashboard & Desktop & Dock International Security Spotlight
Exposé Screen Saver
Hardware
O © =@ Y =m 4\
Bluetooth CDs & DVDs Displays Energy Keyboard & Print & Fax Sound
Saver Mouse
Internet & Network
® & Q @
Mac Network QuickTime Sharing
System
) : =
n 5 @& § H @
Accounts Date & Time Software Speech Startup Disk Universal
Update Access
Other
-
=
DivX FlipdMac
WMV

Click on the Appearance button situated on the upper left hand corner of the application window. The following
window will appear.
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@eeo Appearance
|« » || ShowAll Q

Appearance: ( =1 Blue |+J

For the overall look of buttons, menus and windows

Highlight Color: | Blue M9

For selected text

Place scroll arrows: ) At top and bottom
) Together

Click in the scroll bar to: @ Jump to the next page
() Jump to here

[ Use smooth scrolling

@ Minimize when double clicking a window title bar

Number of Recent Items: 5 B: Applications
10 B: Documents
None B: Servers

Font smoothing style: " Automatic - best for main display }+]

Turn off text smoothing for font sizes 8 B: and smaller. @

Towards the bottom of the window you will see the section listed “Number of Recent Items”. You can choose how
many Applications, Documents and Servers are appear in the Recent Items menu. In the example above I have
changed the desired listings to 5 applications, 10 documents and no servers. The results can be seen in the screen
shot below.

You will observe that five applications are listed in addition to the ten documents.

ICH Finder File Edit View Go Window Help
About This Mac i 3
Software Update...

Mac OS X Software...

System Preferences...

Dock >

Location >
>

Applications
2 Microsoft PowerPoint

Recent Items

Force Quit... S W Microsoft Word
Sleep % Preview

Restart... (3 QuickTime Player
Shut Down... « System Preferences

Log Out John_Larkin... Documents
# 001
[7 01_marking_guide.doc
[7) 01_Sparta_Essay_Source_051205
= 03_Pharaohs.ppt
[71 AH_11_05_Oral_Notification.doc
[7) AH_11_06_Yearly_Exam_Study_Guide 01.doc
[7) AH_11_06_Yearly_Examination_alternate.doc
71 akhenaten_001.psd
723 akhenaten002.psd
[7) exam_plan.doc

Servers

Clear Menu
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Find Files

What else can you try to locate a file or folder on your computer. You can select the Find... menu item from the File
menu. See the example below.

-8 Edit View Go Wind
New Finder Window 3N
MNew Folder {+38N
New Smart Folder 3N
MNew Burn Folder

Open #¥0
Open With [
Print

Close Window HBW

Cet Summary Info  ~38I

Duplicate ®D
Make Alias L
Show Original %R

Add to Favorites {+38T
Create Archive

Move to Trash g8 <
Eject #RE
Burn Disc...
Find... %F
Color Label:
E.1 - ¢y v e

The following window will appear.

4 New Search

{l2& " Computer
e ————————

| ( Kind +) (_Any x)
u Desktop | | Last Opened 4 Any Date +)

Q Microsoft Entourage
ul Microsoft Ward |

’ Adobe Photoshop C5 |

Ej School

Select an item to see its path.

0 items
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Type the name of the file or even part of the name and documents and folders will begin appearing in the window
below. You can even type a word that appears in the document itself it should appear in the window below.

- Searching “Computer”

(Q sparta

‘1[ Microsoft Word

| [_; School

ﬂ Adobe Photoshop CS

= Computer Home

-
L

| Kind
| Last Opened

[ Any

N

4+ [ Any Date

#

2/06/05 10:53 PM
2/06/05 10:53 PM
2/06/05 10:53 PM
L/0&/05 11:56 PM
1/06/05 11:36 PM

001 _sparta_geography.htmil
001 _sparta_geography.htmil
001_sparta_geography.html
01_Sparta_lge.htm
01_Sparta_lge.htm

54 more...

[T 1 - Environment.doc 22/03/07 4:54 PM
Iﬁ' 1 - Environment.doc 16/10/05 6:45 PM
[T 01_marking_guide.doc 18/06/05 8:57 AM
[T 01_Sparta_Essay_Source_051205 1/12/05 1:09 PM

001_sparta_geography.doc 2/06/05 12:18 AM

257 more...

744 items

You will note that there are four buttons located at the top of the window. You can use these to fine tune your search
even further. Have a look at the screen shot below to get an idea or two about the capability of this tool.

A search for a doucment that contains the word assessment in the file name and was modified or changed in the last
two weeks has been made using the buttons to fine tune the search. This can be a powerful tool.

— Searching “Computer”

Computer

i
b

| Name
| Last Modified

¥ Documents

Iq" AH HSC Assessment 2007.doc Today at 6:46 AM |

» Other

| | Contains v assessment

1 Within Last 2 weeks

X/

John L Larkin
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Spotlight

Yet another tool that you can use is Spotlight. You can access Spotlight by selecting the small magnifying glass icon
located in the top right hand corner of the Apple computer screen.

A search field will appear and all you need to do is type in the name of the file that you are seeking. You will see
from th eexample below that a variety of files will be listed including email messages in Entourage and bookmarks
in Safari, for example.

m® = 4)) &8 (<! Mon 9:11 PM fQ]

spotlight

| Show All (17€)

Top Hit £ Persian Wars

Documents || ancient_history_stge_04.doc
| AH HSC Assessment 2007.doc
0308_year_eight.html

0308 _vyear_eight.html
Sparta_02.doc

3 [a) [a)

Folders | 04 Greece - Persian Wars
| 04 Greece - Persian Wars
~ Persian Wars
Mail Messages M= Re: [Fwd: CGoogle earth on a ...

Re: [Fwd: Google earth on a ...
Images =+ Persian Wars

POF Documents % ancient_history_2001_report...
¥ ancient_history_2001_exam.pdf
» ancient_history_2002_exam.pdf
¥ ancient_history_2003_exam.pdf
¥ ancient_history_2 004_exam.pdf

The Persian Wars: Greece's F...
Dr. J's lustrated Persian Wars
Persian Wars (Herodotus on ...

Bookmarks

L8] [ [

Spotlight preferences. ..

Typing Command & ~ Space Bar will bring up the Spotlight menu as well.
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Open Dialogue Box in applications

Another way to find files... you can type in a search for a document within an open dialogue box. If you select the
“Open...” menu from the File menu in Microsoft Word you will see a window like the one below.

OO0 Open: Microsoft Ward
Enable: " All Office Documents T]
[ ' f=m! .;__." 08 History T] Q, search
= John Larkin's Co... Mame & Date Modified
=4 Macintosh HD 001_Egypt.doc 18/02/05 1
| 08 History Revision 02.doc 15/11/04
[@s Desktop ™| 08 History Revision 03.doc 18/11/04
AN -
: f“”l_ _ 8.1 History Results.doc 6/12,/04
Mpp,'m“ans ™ aboriginal wo 5/03/04
ovies o e
‘._ Documents - ] Ac.leonidas.jpg 15/11/05
él Music p |- american indian links 23/06/06
Pictures [7 By Adam Calleja.doc 14/11/05
Microsoft Entour. .. | Cemetery Study 2/04/04
Microsoft Ward | Colonialism_resistance.doc 4/11/05
Adobe Photosho... ) Egypt 4/0304
“ schoal Frwvnt Artivities 29/MN4 N4
v
Open: -Original ﬂ
(" New Folder '; (" Cancel ',I Open
P
If you enter the name of the file in the search field your document will be located quickly. Look at the example
below.
DO Open: Microsoft Word
Enable: " All Office Documents =
(<« » ! [&(m! 7 items O, sea athens
= John Larkin's Co... Home Folder "11 AH Preliminary”
= Macintosh HD | Name 4| Date Modified
Desktop |7 athens on sea 2 23/09%/05
?. 9269.vRgeMessage 5/03/07
% Jjohn o - -
A Applications 1082 1.vRgeMessage 5/03/07
“ Movias | athens on the sea 0l.doc 231/09/05
| Documents - : athens_on_sea.doc 14/03/06
'3 Music athens_on_sea.doc 14/03/08
Pictures || athensonthe sea.doc 22/09/05
Microsoft Entour...
Microsoft Word
Adobe Photosho...
[ school
Open: | Original =
MNew Folder (" Cancel ',I Open =
|

Select your document from the list and proceed with your work. This technique applies to all applications.
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Organisation

Technology Tips

When you have the time it is not a bad idea to organise your files. The window below is an example of what is
possible. Naming and numbering conventions can be applied to your files and folders.

186086 [~ School =
[ - (aEo] s a )
= _ Name 4| Date Modified Size Kind Labe
|| L} Macintosh HD » | 00 Administration 31 March 2007, 10:04 AM 1.16 GB Falder -
[ 3 00 Programming Today, 9:43 PM 244.6 MB Folder -
| E Desktop > DB Histary & May 2007, 10:16 PM 39.8 MB Folder -
> 09 Histary 24 February 2007, 7:28 PM 126.1 MB Folder -
I al john > 10 Histary 24 February 2007, 7:28 PM 47.7 MB Folder -
I [ 3 11 AH Preliminary 6 March 2007, 3:54 PM 572.4 MB Folder -
| ;'7% Applications > 12 AH HSC 24 February 2007, 7:28 PM 59.3 ME Folder -
| — > AH HSC 2007 2 May 2007, 5:56 PM 7.4 MB Folder -
% Movies > History 2004 16 Movember 2005, 8:59 AM 1.9 ME Folder -]
[ > Histery 2005 8 January 20086, 11:45 AM 3.EMEB Folder -
i Documents > History 2006 24 February 2007, 6:48 PM 2.7 MB Folder -
[ [ 3 . Histery 2007 24 February 2007, 6:48 PM 2.7 MB Folder -
(| Music -
i @J Pictures
@ Microsoft Entourage
I “| Microsoft Word
I ﬁ’ Adaobe Photoshop CS
E School
(| < F ] e
| 12 items, 17.75 GB available i

You can also colour code your documents and folders using the Color Label feature in the File menu.

| “j Microsoft Word

i

=1
~ School
_,_,.'.é

i

@ Microsoft Entourage
| |

ﬁ’ Adobe Photoshop C5

W=y

:

[ 11 Preliminary 2006 -
Name 4| Date Modified
[™) AH_11 01 cover.doc 17 March 2006 |
[7) AH_11_01_notification.doc 1 March 2006, ||
[ AH_11_01_task.doc 17 March 2006 ||
|7 AH_11_02_netification.doc 12 April 2008,
D AH_11 02 _P1 _marking_guide.doc 22 May 2006,
D AH_11 02 _Part_1_task_cover.dac S May 20046, 8:
[7] AH_11.02_Part_1_task.doc 9 May 2008, &:
D AH_11_02_Part_2_task_cover.doc 10 May 2006, 1 |
7]

AH_11_02_Part_2_task.doc
AH_11_03_Half_Yearly_Exam_alternate.doc
AH_11_04_Half_Yearly_marking_guide copy.doc

|

10 May 2006, 0 ||
11 December 2 ||
5 June 2008, 7

_ AH_11_06_Year 11 Half Yearly

AH_11_06_Yearly_Exam_Study_Cuide 01.doc
AH_11_06_Yearly_Examination_alternate.doc
AH_11_06_Yearly Examination_cover.dac
AH_11_06_Yearly_Examination_Study_Guide.doc
AH_11_06_Yearly Examination.doc
AH_11_2006_Yearly_Examination.doc

[ yr11 exam 2006 Final

|

B June 2008, 5
13 September .
19 September .
19 September .
9 September 21
19 September ;| |
15 September; ||
18 September ;

e

(il

25 items, 17.75 GB available
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