
SPOTLIGHT 
Find Any File Fast 

 
 

1. Locate the magnifying glass icon in the upper right hand corner of your screen. 
 
 

2. Type in any word or part 
of a word that is in the 
title of the document you 
are looking for. 

 
 

3. If you don’t know the 
title, that is okay, spotlight 
will also locate any file 
with that word or word 
part within a file or 
document. 

 
 


