
Find Report Generations by Report Name 
 
You can search a folder or all folders in your Home folder, for reports with a certain name or a name containing 
specific text. This search can return all generations of the reports it finds, or just the generations captured in a 
certain date range. 
 
The search lists the generations it finds.  
 
You can display any generation by clicking it in the list. 

 

Searching by Report Name 
Click the Name Tab   
Type all or part of the name* (case sensitive) of the report to look for. 
Leaving “look in folder” blank searches all folders 
 
Click Browse to search a specific folder; then click the check mark next to the 
desired folder 
 
Click Which Generations to search only generations captured between certain 
dates; previous months; previous days 
 
Click Find  
 

 
     *You can use the * and the ? wildcards  
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