
 LOOKING FOR A SPECIFIC DOCUMENT USING ALCHEMY WEB 
 

STEP ONE  
 
 

Select the appropriate 
database from the column on 
the left using the drop down 

box and double clicking on the 
database. 

 
 

STEP TWO  
 
 
 
 
 
 
 

Select the appropriate folder 
from the right hand column 

by double clicking on the 
folder. 

 
STEP THREE  

 
 

Select the appropriate 
document from the right 

hand column by double 
clicking on the document 

name.  You may also choose to 
download documents by 

checking the boxes. 
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