
EasyFind	Tutorial	

This	guide	will	show	step-by-
step	instruc8ons	for	installing	
and	using	EasyFind.	EasyFind	is	

an	app	that	allows	you	to	
search	for	folders	and	files	

stored	on	the	server.	
	



Go	to	h>p://www.macupdate.com/app/mac/11076/easyfind		

Select	Download,	Stable	Version	



Open	with	Archive	U8lity.	If	it	is	not	automa8cally	selected	it	can	
be	found	in	the	drop	down	menu.	Click	“OK”	when	ready.		



Find	the	EasyFind	App	in	your	Downloads	folder.	Right	click	and	copy.	
Go	to	your	Applica8ons	Folder,	paste	into	your	Applica8ons.		



You	must	be	connected	to	your	server	before	EasyFind	
can	search	it.	



Double	click	to	open	the	EasyFind	App	from	your	
applica8ons	list	when	you	are	ready.		



Enter	the	file	or	folder	name,	or	key	word	you	are	looking	for	
into	the	search	bar.	Specify	search	criteria	on	the	leT.		



Select	SeUngs	on	the	top	leT	to	refine	search	criteria	based	
on	file	format.	Click	the	magnifying	glass	icon	on	the	right	of	

the	search	bar	when	ready	to	search.	



You	will	see	a	spinning	wheel	to	the	leT	of	the	search	bar	indica8ng	the	search	is	in	
progress.	Below	the	search	bar	you	will	see	a	count	of	the	number	of	files	found	to	the	
number	of	files	searched.	When	the	spinning	wheel	disappears	the	search	is	complete.		

	



Sor3ng	Search	Results	
There	are	three	ways	to	sort	your	search	results.		

1.	Click	on	the	8tle	of	any	column	to	sort	by	that	category	



2.	Go	to	Sort	on	the	menu	bar	at	the	top	of	your	screen	and	
select	the	category	to	sort	by.		



3.	Right	click	or	press	Ctrl+Click	on	the	search	results	and	choose	
your	sort	op8ons	from	there.	



Once	you	have	found	the	file	you	are	looking	for	you	can	open	it	
and/or	find	its	loca8on	on	the	server.	Double	click	on	the	file	you	
want	to	open,	or	press	the	Open	icon	on	the	top	of	the	window.	



There	are	three	ways	to	find	the	file	loca3on.	
1.	The	file	path	is	shown	at	the	bo>om	of	the	window.	



2.	Click	the	Reveal	in	Finder	icon	at	the	top	of	the	
window.	A	finder	window	will	pop	up	showing	the	file	

in	its	loca8on.		



3.	Right	click	or	press	Ctrl+Click	on	the	file	and	select	
reveal	in	Finder	from	the	menu	that	pops	up.	



A	preview	of	the	selected	file	or	folder	can	be	seen	by	clicking	the	
Quick	Look	Icon.	A	window	will	pop	up	showing	contents	of	the	file.	

This	allows	you	to	preview	a	file	without	having	to	open	it.	



Get	info	about	the	file	by	clicking	the	Info	icon	at	the	top	right	of	the	
window.	Another	window	will	pop	up	with	informa8on	about	the	

selected	item.	



If	you	find	you	are	using	EasyFind	frequently,	you	can	keep	it	
in	the	Dock	for	easy	access.	Right	click	or	Ctrl+click	on	the	

icon,	go	to	op8ons,	select	Keep	in	Dock.	

Contact	the	IT	Department	if	you	have	further	ques8ons	or	need	assistance.	


