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File Search Instructions 
 

To search for specific reports or for key terms within reports, follow the example below. 
This same process can be used to search within any folder.  
 
 
Example for Regionwide 28 Folder  

●​ You must be logged into Google Drive to utilize the search within folder function. 

●​ Once logged in, click the three dots on the right 
side of the folder name. 

●​ Clicking the three dots will bring up a pop-up 
menu. Within the pop-up menu, select Search 
within RW28 Documents. 

●​ Now, use the search bar at the top of the page to 
search key terms and/or report titles. 

●​ This process can be replicated to search within any 
specific folder.  

 
 
 


