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Finding Information Is a Big ProblemΧ

Where Did I Put That 
Email/Document?

Capturing and Classifying 
Information is a Necessary Step

&



ΨWork from homersΩ need 
to be self-sufficient

ΧNow It Is Even Bigger 

Work from home extended 
to June 2021



Poll Question #1

What is the longest amount of time it has ever 
taken you to find an important document or email?

1. Less than 1 minute
2. 1 to 10 minutes

3. 11 to 30 minutes

4. 30 minutes to one day
5. I am still looking for it



Poll Question #2

How long does it typicallytake you to find 
an important document or email?

1. Less than 1 minute
2. 1 to 10 minutes
3. 11 to 30 minutes
4. 30 minutes to one day
5. I am still looking for it



harmon.ie Helps You 
Find Your ΨStuffΩ



The 5 Strategies to Find Information

Navigation           Views          Filter           Sort            Search         Cortex



Å Open in harmon.ielink
Å Type in URL
Å Navigation History
Å Favorites

Navigating to a SharePoint or Teams Link







Navigation 
History









Using Views









Using Filters and Sort

Å Filter by tags
Å Filter by columns
Å Sort by columns



















Search

Å Search by text 
Å Search by metadata
Å Set search scope










