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SharePoint sites have a search feature that allows you to search the
whole site or a particular list. These searches find results within

Office documents and .PDFs.
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Site Actions -

Searching
“This Site” Searching 1. This Site
1. From your Home page make sure the search drop down 2. This List
is on This Site (Fig 1, 1). Recycle Bin
i . Editing Your Site
2. Type in the word you want to search on (Fig 1, 2).
3. Click the Magnifying Glass icon ( Fig 1, 3).
4. The total amount of results will be -
. Figure 1
recorded at the top (Fig 2, 1).
5. To view by date click on the View by Modified Date [This site =] [R25
link (Fig 2, 2).
6. The word you searched on will be highlighted in your results.
7. The path to where your search result is found will be displayed (Fig 2, 3).
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“This List” Searching

To narrow down your search results navigate to the part of the site you want to search
and select This List from the drop down arrow next to the Search box (Fig 3). You also

have the option to choose All Sites from the drop down arrow. This is the broadest search ) £
which will bring up the most results.
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When you delete items on your SharePoint site they go to the Recycle Bin and can be restored
for up to 30 days.

Note: They will be restored back to their original location.
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2] Recycle Bin

1. Click on the Recycle Bin icon (Fig 4, 1).

2. Check the item or items you want to restore (Fig 5, 1).

3. Select Restore Selection (Fig 5, 2).

4. If you would like to delete items from the Recycle Bin click on Delete Selection (Fig 5, 3).
Figure 5

Mancy's Test Site = Recy

Recycle Bin

we deleted from thi deleted items. Ikems that were deleted more than 30 dayis) ago will be automatically emptied, To manage deleted items for the entire Site

Lse this page to restors
y lection Recycle Bin,

Callection ga to the

4 Restore Selection | x Delete Selection
[ Tvpe Name Crriginal Location Created By Deletedd Size

~ @ SharePaint Phase II {Non-scaled ftest/nguinn/Shared Documents Quinn, Mancy C, 4/16/2007 10112 AM 1302 KB
Production) Project Flan.doc

O @] SharePaint Tracking Lists, pub ftest/nguinn/shared Documents Quinn, Mancy C, 4/16/2007 10:12 AM 3.4 MB

e Site owners also have the ability to view the Recycle Bins of other users.

It is highly recommended that you do not use SharePoint Designer to edit your SharePoint site and
subsites. There is a high risk that you could accidentally cause irreversible damage to your site. You
should do all of your editing offline and then upload the completed files to your site.

If for some reason your site is damaged or deleted files are not in the recycle bin, backups are made
by the Office of Technology Services, and you should contact them to see if your information can be
recovered.




