
Finding SSNs on your computer

How do I find SSNs that may be located in my computer files, which is on my hard drive or a directory or folder that I have placed on a server?

How to search:

On a Mac (with OSX) use the Spotlight utility (upper right hand corner) and just insert the search term(s)

On Windows use the search function 

· Go to the Start Menu and press search

· Click on “Documents (…)”

· Click on “Use advanced search options”

· Insert search term(s) into the box titled: “A word or phrase in the document”

Search terms:

· SSN

· “Social security”


·  xls grades

· grades rosters

·  “Student ID”

· SID

These search terms can also be used to search directories or folders on a remote server if you keep files there.

You can also use the search terms with the search function in Eudora.  Search one key word at a time, in all mailboxes, and set it to search 'anywhere'.

If you find instances of actual SSNs of students or other individuals that you have kept on a computer or server, delete the information if it is no longer needed. 

Call the Call Center (x8324) for assistance encrypting files or if you need other assistance.
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