KNOWLEDGE BASE ARTICLE

Searching Documents and Using Quick Filters in
Folder Tree




Disclaimer

For the purposes of this Disclaimer:

- Company (referred to as either "the Company’, "We", "Us" or "Our” in this Disclaimer) refers to Vitextra SIA, LV-1009 Riga,
Matise iela 61 - 25.

- Document refers to the Knowledgebase Article.

- You means the individual accessing the Document, or the company, or other legal entity on behalf of which such
individual is accessing or using the Document, as applicable.

- Website refers to Vitextra, accessible from https://vitextra.com

Disclaimer

The information contained in the Document is for general information purposes only.

The Company assumes no responsibility for errors or omissions in the contents of the Document.

In no event shall the Company be liable for any special, direct, indirect, consequential, or incidental damages or any
damages whatsoever, whether in an action of contract, negligence, or other torts, arising out of or in connection with the
use of the contents of the Document. The Company reserves the right to make additions, deletions, or modifications to
the contents in the Document at any time without prior notice.

Errors and Omissions Disclaimer

The information given by the Document is for general guidance on matters of interest only. Therefore, errors can occur
even if the Company takes every precaution to ensure that the Document's content is current and accurate. Plus, given
the changing nature of laws, rules, and regulations, there may be delays, omissions, or inaccuracies in the information
contained in the Document.

The Company is not responsible for any errors or omissions, or for the results obtained from the use of this information.

Fair Use Disclaimer
The Company may use copyrighted material that the copyright owner has not explicitly authorized. The Company is
making such material available for criticism, comment, news reporting, teaching, scholarship, or research.

The Company believes this constitutes a "fair use” of any such copyrighted material as provided for in section 107 of the
United States Copyright law.

If You wish to use copyrighted material from the Document for your own purposes that go beyond fair use, You must
obtain permission from the copyright owner.

"Use at Your Own Risk" Disclaimer

All information in the Document is provided "as is", with no guarantee of completeness, accuracy, timeliness or of the
results obtained from the use of this information, and without warranty of any kind, express or implied, including, but not
limited to warranties of performance, merchantability and fitness for a particular purpose.

The Company will not be liable to You or anyone else for any decision made or action taken in reliance on the
information given by the Service or for any consequential, special or similar damages, even if advised of the possibility of
such damages.

Contact Us
If you have any questions about this Disclaimer, You can contact Us by email: support@vitextra.com.
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Search a folder branch

1 Navigate to the folder you want to search.

2 Enter a phrase in Search this folder and subfolders.

3 Wait for results from the current folder and its descendants.
4 Select Load more if another page of results is available.

5 Clear the search box to return to normal folder contents.

Search returns documents rather than a folder hierarchy. The typed text is treated as a
phrase, not as a custom query language. Moving to another folder clears the search
text.

Apply quick filters

- File type narrows the results to an extension. All types clears this quick filter but
does not override the editor’s allowed-extension list.

- Modified offers Any time, Last 7 days and Last 30 days.

- Created by me filters by the document'’s creator, not by its last editor.

Filters work together. In ordinary folder browsing, folder entries remain available so
you can navigate even when documents are filtered. Navigating to another folder
keeps the quick-filter selections, so review them when expected files are absent.

Note

Search uses the SharePoint index. New uploads and recent changes may appear
later. Refreshing Folder Tree does not force SharePoint to update its search index.

Understand result differences

Search respects the current folder scope, hidden branches and the allowed extensions.
Results can be sorted by name or modification date. If a document appears in normal
browsing but not in search, check the phrase, quick filters, access and indexing delay
before changing the library configuration.
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