olechnolo

Manage SharePoint

gy

echoFileLoader
User Guide

Updated 1.8.2010

Objectives
After completing this, you will be able to:

Take full advantage of the power and flexibilitytbé echd-ileLoader
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Introduction

This document provides an overviewtbé echoFileLoaderfrom
echoTechnology, angavigateshe user througbach feature.

echoFileLoaderfor SharePoint 2007 is a powerful and flexible tool for
administrators tguickly and easily identify, reorganize, and move content and
folder structures from file shares into SharePoint 2007. Administrators have
flexibility and control over how content is moved from their file shares, with
the ability to maintain, or update and transform their content, metadata,
versioning, and folder structure.

echo FileLoadealso allowsadministrators to creatgowerful Excel reportsto
tracka departmeds file sharesTheseExcel control filesallow authors ofthe
document®n thesdile sharedo apply SharePoint metadata teititontent
without administratorassistancé andwhile disconnected from SharePaint
Administratorscan theruploadtagged metadataich file sharesnto
SharePointoffering a superiorsearch experience for their organization

A sample control file from echo FileLoader:

8., sydney - Remote Desktop Connection =
0n) ) i = Finance Department Importudsy - Microsoft Excel = |
| Home | Inset  Pagelamout  Formulas  Dats  Review  View @ - r
B -l CA N[ ==l (S cenern - f| ; } [|Esheta | 20 & ;
B = A A =¥ = - E;‘% T T osiete - || @ Z? }3

SjEE= = S E=EE= - = -0
g |l A (=== 8 | Tt - st || EIFomat~ || 2+ fiter select~
Clipboard & Font ) Allgnment ] hlumber ] styles Cells Editing
R1& - S ‘ =IF{P18="active","Pear","Apple")
K I i} N (8] 1=t Q R s il
1 Created Title|Modified x0020 By Created x0020 By | Document x0020 Type | Range |Business x0020 Group Fragrance|
2| R, BUILTINVAdministrators| Brief Active  |Finance Pear
3| AR BUILTINVAdrministratars| Birief Active  |Finance Pear
A | R BUILTINVAdministrators| Brief Active Finance Pear
5 BUILTINAdrninistrators| Brief Active  |Finance Pear
B R BUILTINVAdministrators|Brief [Apricot | Finance Apple
T R BUILTINVAdrministrators| Brief [Aguaspa |Finance Apple
O | S BUILTINVAdrninistratars| Birief Active  |Finance Pear
I BUILTINWAGr rief [Apricot  |Finance Apple
10 1772010529 PM BUILTINAdrministrators| Brief [Aruaspa |Finance Apple
11 72010 5:53 P BUILTINVAdministrators| Brief [Agquaspa |Finance Apple
12 1772010 5:50 PM ECHODEMO\christian |Costing [Apricot  |Finance Apple
13 1772010551 PM BUILTINVAdrministratars| Costing [Anuaspa |Finance Apple
14 1772010 548 PM BUILTINVAdministrators| Costing [Active  |Finance Pear
16 1772010 5:09 P BUILTINAdrministratars| Costing [Apricot  |Finance Apple
16 SR BUILTINWAdministratars| Costing Aquaspa |Finance Aaple
17 | R BUILTINAdrministrators| Costing (Active  |Finance Pear
0 SRR BUILTINAdrmi M uring Dy [Apricot | Finance Kapple -
19 | R BUILTINAGr uring D1 [Aguaspa |Finance Apple
20 | SRR BUILTIMN A i Iyl uting Dy [Active  |Finance Pear
D1 | R BUILTINVAGY uring Dy Apricot  |Finance Aaple
22 BUILTIN Ay It uting D [Aruaspa |Finance Apple
D3 HAHERRR R BUILTINWAr uring D1 Active Finance Pear
24 R BUILTINAGr uring D1 [Apricot  |Finance Apple
26 | SRR BUILTIMN A i Iyl uting Dy [Anuaspa |Finance Apple
26 SRR BUILTINAGr uring D1 [Active  |Finance Pear
27 | SRR BUILTIN A i Il uting Dy [Apricot  |Finance Apple
06 | s BUILTINWdministrato uring D |Aquaspa |Finance Apple i
aa
< v

Please Notethe echdrileLoademust be installed on your SharePoint or WSS
front end web server. In addition, you must have administrative privileges on
the front end server to use the application.

For product questions of suppoetated topics, please visit our IT Support
online forums ahttp://support.echotechnology.com/

For help with the download andstallationof our product, pleaseviewthe
echoFileLoaderInstallation Guide

To review some of the most common questions arthméchd-ileLoader
pleaseaeviewthe echoFileLoaderFAQs
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Loading Content

Loading Direatlfrom File Shares

To begin using the application, go into the Start menu and select the echo
FileLoaderapplication.

1. The Welcome screen will open. From here, you can select liteesd F
from the left Content menu. You can atgmen one of your five most
reent saved taskor select a saved task by going to File, O of
these discussed Baving Tasks for Later Executipn

[ echo File Loader, v.1.4.142.0, © echoTechnology IS [=] B3
Fle  Options Help

Content 2 =
echo
24 Load Files .
FileLoader
SharePoint
Welcome

ool for

@ Links

& Videos

[~ Contact us

United Stat
520 Pike

Saved

0 o0

Ready

2. Select Load ifesto create a new task, and select Next to leave the
default settings in plac&his will take you to the Select Content Type

[@echo File Loader, v.1.4.142.0, © echoTechnology
Fle  Options  Help
Create new task 2 |[.%4 Load Files |[&] welcome
Content 2 [
ot echolechnology
2C
2y Lood Files Create a new task or load an existing control fle anage Shar
@i 5
2 e task and specky the sourcs fles, destinations and metadata
options
' Load files using a control file
The control file contains the settings necessary to perform the content load
Saved
| New Cancel JBack Next > Firish
@ race Log |
Ready
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Loading from a Control File

The echdrileLoadermrmanages file share migrations by creatirggatrol file

from which you ca clean up versioning and folder structures, limit or expand
destination sites in SharePoint, or transform your ddtte.control file can be

savedocally to an Excel spreadsheahd evere x panded (@zoomed?d)
standalone spreadsheet application with Excel functioralityhe server

If you have a previously saved control file, you can reopen at any time to add
additional content or changes.

From the welcome screen, select Load Files, and then sebtFlles Using a
Control File. A dialog windowopens, allowing you tmcate and selegour
saved control file.

g echo File Loader, v.1.4.142.0, © echoTechnology B [=] B
File Options Help

Create new task

»

24 Load Files |[&] Welcome

Content 2 |l echo File Loader ec h n‘l'e Ch n OI fo) g y
I Lookin: [ [&} Desktop = o2 m

)My Documents

3 My Computer
(GO My Network Places
Documents  Jl oy

@ Cold
IL)OPT+ 2.0,0.0_30-Dec-09_UsinglnstallShield
DETTI 53 control file. s
K)File Loading Report.xlsx
KMy Migration.xlsx

F21])sort Order in EFL File Inspection Still Wrong. xlsx
My Documents

My Computer

My Network  [RICIEUES [EchoContenlContiofFile) | Dpen
oot B [ e |
Files of lype: All Excel Workbook (si;"ls) = Cancel
A
Saved
_— Cancel soock | [ met> | | Frsh

€ Tracelog

Ready

Selecting Content Type

In the current version of the eckhideLoader only one content type can be
selected per task

1. The default setting iotuse the default SharePoint document content
type. The alternate is to selectustomized document content type.
Select your option, and click Next.
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[ echo File Loader, v.1.4.142.0, © echoTechnology

e new task A |24 Load Files |[@] welcome 2.\
2 || echo File Loader TeCh nO[Ogy |
3 1oad Pl Select default or custom document content type |

& Use the Default Document Content Type
Select this option when using the Default SharePoint columns for your destination document libraries

" Choose a Customized Document Content Type
Select this option when you have modfied columns of the document content type

Saved

i cancel | <mack | newt> 2 |

€ racelog
Ready

Previewing Content

One of the most powerful features within the eEleLoaderis the ability to
view, modify, and share the content mapping. Users can add content from
multiple file shares, export and discuss with their team, assign multiple
destinations, and modify metadata quickly and easily.

Adding Content

1. The first step is t@add content to the grid. Select Add Files and
navigate to the appropriate file share content.

[& echo File Loader, v.1.4.142.0, © echoTechnology

File  Options  Help

Saved tasks 2 ||-24 Load Files |[€] Welcome

5 Open ot Tk Content review echolechnology

Add your files, organize versions, and assign destinations

AddFiles... Select All Set Destination Cleanup Versions

A B [ @ [ D e T F I G =
Echo Sla(us= Source Content Type Source Type Source Name Version Approval Status Destination Des

6
7
8 | -
9
10
11
[ 12
13
14 » n|\ Default Content Type {Echo Required Sheet ‘ i | 1 12

Zaom Control File Save as Control File Load a Control File

Saved

New Cancel <Back Rext > Finish

© acelog |
Rez
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2. Inthe current version of the eckRdelLoader content is limited to
File Shares (default). Select Next.

[ echo File Loader, v.1.4.142.0, © echoTechnology 1[=] B3
Fle  Options  Help
: J
Saved tasks 2 ||.%4 Load Files | [&] welcome
8 ik Sourcs System echolechnology
Identify your content source Manage SharePont
@ File System
Obtain content from local file system or network file shares.
€ SharePoint 2007
Obtain content from Microsoft SharePoint 2007.
€ SharePoint 2003
Obtain content from Microsoft SharePoint 2003
Saved
o Cancel <pack | [ Mext> | | Fuwn |
€ mraczLog
Ready

3. An explorer window opens automatically, allowingiyo select
your content.

[Gecho File Loader, v.1.4.142.0, © echoTechnology
Fle Options Help

»

g [FFile System: Select source folders [ <]
Saved tasks <3| E e folder path

o S I
55 Open echo Task

" hoTechnology
— O browse directly

D T
w0 My Documents
-0 % My Computer

Select Document Libraries/Folders
- 1% My Network Places
0.2 Recycle Bin H | 1 | JAl
O Demo
O od

O 0PT+2.0.0.0_30-Dec-09_UsinglnstalShield

[~ Retrieve Files |
[anDates =l [nzzon =] [nezon =] [fra =
|8l Sizes v Me: jand v
[A1Fie Types =] [foer = | >
B — pdf
xls
Saved L st _:l
New oK. Cancel Back Next > Firiish
]6 Trace Log
Ready
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4. By using the right mouse button, you can open a context menu that
allows you to refine your content selectimnselecting all children,
all children plus the parent folder (which may contain content, as
well), and recursive dhliren (all content nested in sdiblders)

These options include:
1 Select All Immediate Children

Select All Immediate Children + Parent

Deselect All Immediate Children

Deselect All Immediate Children + Parent

Select All Children Recursively

Select All Inmediate Children Recursively + Parent

Deselect All Children Recursively

=2 =4 =4 =4 4 4 4

Deselect All Children Recursively + Parent

5. In addition, content can be queried by a combination of Date, File
Size, and File Type.

E File System: Select source folders E3

Enter folder path

l

Or browse directly

DJ[&# Deskiop

#-3 My Documents

=-O J My Computer

# DU My Network Places

-[.# Recycle Bin

=0 Demo
-0 Batches
#-[i) Destination Control Files
& Dﬁm—j Chri:; Select All Immediate Children

w0 Eme Select All Immediate Children + Parent

i O Fina Deselect All Immediate Children

O Sale  Deselect All Immediate Children + Parent

O Images Select All Children Recursively
-0 License:  Select All Immediate Children Recursively + Parent
&[0 0ldStuf Deselect All Children Recursively

O reset Deselect All Children Recursively + Parent
O Site Images

|»

O Sites and Site Collections ;J

Retrieve Files
IAIIDates Ll I 121242010 LI r 242010 L‘ l;‘;_mj vl

|4 Sizes =l M =]
|AII File Types 7] [docx A

pdf
als

bt i)

oK Cancel
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6. Once seleetd, your content is added to thentent peview grid.
You can add additional data from other file shares to the grid
izoomo t h e yogrcantdnintarmExacelike spreadsheet, or
continue by selecting Next.

& echo File Loader, v.1.4.142.0, © echoTechnology [_[o]x]
File  Options  Help
Saved tasks 2 1’.’ %4 Load Files |[€] Welcome
' hoTechnol
(23 Open echo Task EastentPraviov ecnolecnno Og y
Select documents to be replicated Manage SharePoint
Documents to be loaded Zoom Select Document Libraries/Folders
A | B € D E =
1 Source Name Isource Content Type|Version| Approval Status|Modified By| Date A
2 |Empty Folder Hierarchy Folder 1.0 Approved 1/7120°
3 |Finance Folder 1.0 Approved 4/16/200¢
| 4 |Budget 2009 Draft 1.xIsx Document 1.0 Approved 2/24/20(
5 |Copy (2) of Budget 2009 Draft 1.xIsx |[Document 1.0 Approved 2/24120(
6 |Copy (3) of Budget 2009 Draft 1.xIsx [Document 1.0 Approved 2/24/20(
| 7 |Copy (4) of Budget 2009 Draft 1.xIsx [Document 1.0 Approved 2/24/20(
8 |Copy of Budget 2009 Draft 1.xlsx Document 1.0 Approved 2/24/20(
9 |Sales Folder 1.0 Approved 4/16/200¢
10 |Copy (2) of Sales Proposal .docx Document 1.0 Approved 2/24/20t
| 11 |Copy (3) of Sales Proposal .docx  |Document 1.0 Approved 2/24/20¢
12 |Copy (4) of Sales Proposal .docx Document 1.0 Approved 2/24/20t
13 |Copy (5) of Sales Proposal .docx Document 1.0 Approved 2/24120(
14 | Copy of Sales Proposal .docx Document 1.0 Approved 2/24/20(
15 |Sales Proposal .docx Document 1.0 Approved 2/24/20(
16
17
18 -
1« > n]\Selected documents / [«] >
Saved |
e Concel | <Back net> | Feh |
’B Trace Logw
Ready

Setting Destinations

1. All content must have a destination. If alltbé content in the preview
grid is to be sent to the same destination, simply click Select All and
Set Destination.

echoTechnology. D[]

[& echo File Loader, v.1.4.142.
File  Options  Help

| Saved tasks

»

.74 Load Files |[€] Welcome

05 Opmn v Tk ot e echolechnology

Add your files, organize versions, and assign destinations

Add Files... Select All Set Destination Cleanup Yersions

[ A I B | C | D E = B
nt Type|S Version|Approval Sta
Approved

dget 2009 Draft 1.xIsx Approved
(2) of Budget 2009 Draft 1.xisx Approvec

g 1|Approved
1|Approved

Approved |

Approved
Approved
Approved
ved

Approve:
|Aoproved hd

[Document [File Sys
Folder

Zoom Control File Save as Control File Load a Control File

Saved iL

New Cancel < Back Next > Firisti

[ oo io0]

Ready
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If you need taask users to set destinations or set other metdtaata
choose save to control file arghve your report as an excel fi@ive
this excel file to your users and ask them to fill in destinations and
other metadata.

When setting destinations, you have the option to replicate the folder
structure within the file share. Ignoring this option will move the data
similar to a flat filei the folders will remain, but sidey-side to the
content, which can be manually addedkinto the folders once in
SharePoint (see

Cleaning UpFolder Structurge

For more complex migrations, you can set multiple destinations
manually §o to the Destination field in the spreadsheebjyoselecting
the appropriate rows and using the Set Destination button to assign
each location.

At any time, you can save your progressrasxcelcontrol file, make
changes offline, and +@pen within he echdrileLoader

echoTechnology ©2010
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Cleaning Up Versions

The echd-ileLoadergives you the flexibility to manage versions with your
migration.

1. Toremove versions (upload all content digeside), simply add
the content to the preview grid and proceed with a normal
migration.

2. To maintain versions, select the appropriate content rows and
select Change Versions. This will open a separate window in
which you can edit the versioning information. As shown below,
you can change the file name under which all items will be
versioned.

From this screen, you can also modify metadata for each file,
including the version number (change the order in which they
appear in the version history).

[4 echo File Loader, v.1.4.142.0, © echoTechnology -[Ofx]
Fle  Options  Help

|Create new task 2 ||.%4 Load Files |[&] welcome
|| Content A N ~~rhA
‘ Content preview echolechnology
3 Laniias Add your files, organize versions, and assign destinations rage
|
ol [ Clean up versions [x]
A | B | c I D E [
1 _Echo Status |Source Content Type |Source Type [Source Name Version |Approva
2 |Ready Document File System [Budget 2009 Draft 1.xlsx 1|Approvet F -
3 |Read Document File System 2) of Budget 2009 Draft 1.xlsx 2|Approvet loval Status
4 |Read: Document File System [Copy (3) of Budget 2009 Draft 1.xisx 3|Approver ved
5 |Read: |Document File System |Copy (4) of Budget 2009 Draft 1.xlsx 4|Approvet ved
6 |Ready Document File System |Copy of Budget 2009 Draft 1.xIsx 5|Approvet Eyau
7 ved
B = ved
_9_{ ved
(10| pved
111 ved
_1?_| ved
13| ved -
b = ved
W« »_w]\ Default Content Type / iK1} | > ved
ved
Set File Name to Set Destination to ved
Budget 2003 Final [ Llll
I Replicate source folder hierarchy in destination for selected files
I™" Add historical source to version comments
d a Control File
OK Cancel
Saved
NEw Cancel < Back flext > Finist
@ race g |

Ready
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3. You can alsset the destinatiofor the contenif not already
determined, or if gu wouldlike to change the destination

Once all version modifications have been made, select Ok.

4 echo File Loader, v.1.4.142.0, © echoTechnology JSi[=] B3
File Options Help
Femsespmmsal [ Select the destination document library. [_[O]x]
=59 SYDNEY (local) =
Content (-4 Blue Print (http://blueprint/)

<24 LoadFiles

echo sydney - 80 (htip://sydney/)

# http://sydney
8 http://sydney/MySite
§ hitp://sycney/sites/Clients
g htip://sydney/sites/ingredients
=G http://sydney/sites/products
#-(3) _Template
+/-(3) 1030 - Honey & Almond Scrub 75ml Tube New Packaging
+1-(8) 1040 - Mineral Masque 75ml Tube New Packaging
(8 1043 - CRE Eye Créme (dust, NZ, Noith America and Malaysia)
+-(3) 1044 - CRE Eye Créme
(3 1045 - CRE Express Contour Lift
+1-(3) 1050 - Cleansing Water
+1-(8) 1051 - Nuti-Moist Plus Intensive Moist. Créme
+1-(3) 1055 - Nuli Moist 60 ml Tube
-1-(8) 1070 - $/C SPF18 Moist Lotion
€3 Announcements
85 Contacts
€1 Converted Forms
U885] D stination
8] Events
L3] Form Templates
i) General Discussion
1] Ingredients

] Links
=] Manufacturer

231 Master Pane Gallers

Add server OK

Cancel

| £
Version |Approva
1|Approver
2|Approvet
3|Approvet
4|Approver
5| e

o

echoTechnology

ved
ved
ved

ved
ved
ved
ved

|
hierarchy in destination for selected files

version comments

0K Cancel

d a Control File

Caricel < Back

Hext > Finish

Returning to the preview grid, the modified versions are moved to

the bottom of the grid, allowing you to focus on unmodified

content.

[ echo File Loader, v.1.4.142.0, © echoTechnology

[_[Ofx]

Ele  Options Help
Create new task 2 .24 Load Files | [€] welcome
Content PN ?
Content Preview ec h OTech no | Og y
3y DosdFies Add your files, organize versions, and assign destinations Manage SharePoint
Add Files... Select All Set Destination Cleanup Versions
F G H S
5 |Approved Copy (2) of Sales Proposal .docx [C:\Documents anc
6 |Approved Copy (3) of Sales Proposal .docx |C:\Documents anc
7 _|Approved Copy (4) of Sales Proposal .docx |C:\Documents anc
8 |Approved Copy (5) of Sales Proposal .docx |C:\Documents anc
9 |Approved Copy of Sales Proposal .docx |C:\Documents anc
Approved C:\Documents anc
i< »_ ]\ Default Content Type /Echo Required Sheet K1} | ;[_I
Zoom Control File Save as Control Fle | Load a Control File
Saved
[ - Cancel <Back Next > Firish
/€ TraceLog
Ready
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Cleaning Upolder Structure

By default, the ech&ileLoaderignores the folder structure imported from a file
share, essentially loading a flat file into SharePdlotwever, vihenyou Set
Destinatios for contentyou have the option to replicate the source folder
hierarchyi includingempty folders. Additional options are discusseHila

and Folder Options

(@seioestnation @

Set Destination Document Library to
Ihttp: /{spdney/sites/products/1070/Destination/ LJ

IV {Fepiicate source foider hierarchy in destination for selected files:

! 0K Cancel

Whether using the default settings or replicating source foldearbieesthe
folder structure can be modified within the content preview. grid

1. To deletefolders,select the appropriate rows and deldtgou
have alreadwssigned content tine of these deleted folder, echo
FileLoaderwill recreate this folder imptitly. This means that
folders will be created if a document destination path specifies the
folder to be created. Implicit and explicit folders are discussed in
Implicit versus Explicit Folder Creation

[E echo File Loader, v.1.4.142.0, © echoTechnology

File  Options Help

Create new task 4 ||.24 Load Files |[€] welcome
Sopest 2| content Preview echolech nology
34 Load Files Add your files, organize versions, and assign destinations anage Share
Add Files... Select All Set Destination Cleanup Yersions
[ | B | C I D E F =]
p p Approval Status
Approved
Approved
Approved
Document File System |Copy (2) of Sales Proposal .docx Approved
6 |Ready Document File System |Copy (3) of Sales Proposal .docx 1.0 Approved
7 |Ready Document File System |Copy (4) of Sales Proposal .docx 1.0 Approved
8 |Ready Document File System |Copy (5) of Sales Proposal .docx 1.0 Approved
9 |Ready Document File System |Copy of Sales Proposal .docx 1.0 Approved
10 |Ready Document File System _|Sales Proposal .docx 1.0 Approved
11 |Ready Document File System _|Budget 2009 Draft 1.xIsx 1|Approved =
12 |Read! Document File System 2) of Budget 2009 Draft 1.xIsx 2|Approved
13 |Ready Document File System (3) of Budget 2009 Draft 1.xIsx 3|Approved
14 |Ready Document File System 4) of Budget 2009 Draft 1.xIsx 4|Approved
16 |Read:; Document File System of Budget 2009 Draft 1.xIsx 5|Approved =
¢ "< TSR]\ Default Content Type EchS ReqUirad ShesE K} | _’H

Zoom Control File Save as Control File Load a Control File

Saved

New Cancel <Back Next > Fiist

0 et

Ready
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2. To create folders, you can copy existing folder line items and paste
into new rows, modifying the name and location directly into the
content preview grid, or by first exporting to Excel.

In addition, you cawreate a folder by modifying the destination
field for a document simply by adding an additional path, for
example, by changing /sharepoint/file.docx to
/sharepoint/folder/file.docx.

Zoom Control File Feature

Many server environments do not have a copyliefosoft Excel installed. The
echoFileLoaderincludes a standalone spreadsheet application that can be
accessed from the content preview screen by selecting Zoom Content File. As
with Excel, you can sort, cut, copy, add, and save your control file.

1. Toopen the zoom feature, select Zoom Control File.

2. All modifications made in the zoom spreadsheet are automatically
reflected in the content preview screen.

3. To close the zoom spreadsheet, simply click on the X at the top right of

4 echo File Loader, v.1.4.142.0, © echoTechnology. - [Ofx]
Fle Options Help
[ SpreadsheetGear Workbook Designer - [EchoControlFile] [_[O]x]
[Createn: ) (5 Id (& (& | & Ga B
Content [42 | [Ready
o A | B | G I D E F G 4 g y
Sl Source Name Version |Approval Status Destina
[ 2 Folder Empty Folder Hierarchy 1.0 |Approved
[ 3 Folder 1.0 Approved
4 Folder 1.0 |Approved
[Ready Document |Copy (2) of Sales Proposal .docx 1.0 |Approved
6 |Ready Document C 3) of Sales Proposal .docx A Approved =
7 |Ready Document |Copy (4) of Sales Proposal .docx Approved fusll

1
i
(5) of Sales Proposal .docx 1. |Approved
1
1

8 IReady Document
9 |Ready |Document File System |Copy of Sales Proposal .docx |Approved
10 |Rea Document File System |Sales Prc al .docx

.0 |Approved

11 [Ready Document File System _|Budget 2009 Draft 1.xIsx 1[Approved
12 |Ready Document File System |Copy (2) of Budget 2009 Draft 1.xisx 2|Approved
13 |Read Document File System |Co 3) of Budget 2009 Draft 1.xlsx 3|Approved
14 |Read) Document File System _|Copy (4) of Budget 2009 Draft 1.xisx 4|Approved
15 |Read Document File System _|Copy of Budget 2009 Draft 1.xIsx 5|Approved

T

R
EITTTT]

\n
|
z

al -
W

» i\, Default Content Type /Echo Required Sheet/ I | m— | ]

Ready

€ Trac= ‘-091

Ready
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Savingloading a Control File

Throughout the content loading process, you have the ability to save your work
in a control file, which can be updated offline and loaded back into echo
FileLoaderat a later date.

1. To save a control file, select Save a Control Eidect a file name, and
save locally.

[4 echo File Loader, v.1.4.142.0, @ echoTechnology =] B3
File  Options  Help

Create new task 2 |[.24 Load Files |[&] Welcome
| Content A i
| Content Preview e C h GTe h no I og y
| g Load Fis Acd v files. arnanive versinns. and assinn destinations C anage SharePont
‘
Savein [[2 Deskiop H o rm
isions
k [ZMy Documents
v J My Computer
[INGE & My Network Places E F x
Dnc""‘f"ig [C)Demo e Version |Approval Status
~ ol 1.0 [Approved
w () OPT+ 2.0.0.0_30-Dec-09_UsingInstalshield 1.0 A ed
UL K control file. xisx 1.0 Approved
%;"E’;’adi:g Ralpn’t-’dsx osal docx 1.0 Approved
[y Migration.xisx: losal .docx 1.0 Approved
o et 42/ ort Order in EFL File Inspection Still Wrong. xisx osal docx 1.0 Approved
. losal .docx 1.0 Approved
I docx 10 Approved
1 1.0 |Approved
My Computer X 1|Approved b=
9 Draft 1.xisx 2|Approved
3|Approved
- 4|Approved
U File name: ] - [ save | praft 1.xisx 5|Approved
Places
Saveastype:  [AllExcel Workbook [*alss"xls) | _CgEeI_L
Zoom Control File | Save as Control File Load a Control File
Saved
| o Concel | <Back Next > Firish
lo Trace Log

Ready

2. If you have saved your control file, closed eétileLoader and want
to start upagain where you left off, follow the instructions under
Loading from a Control File

If still working within an active session of echidelLoadey simply
select the option to Load a Control File at the bottom of the screen.
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File and Folder Options

The File and Folder Options provides some aduti@ontrols for your file
share migration.

Ele

[ echo File Loader, v.1.4.142.0, @ echoTechnology

€ 1rxcelog
Rezd

Options  Help

A |.% Load Files | [€] Welcome

File and Folder Options TeCh nO|Ogy

Select your file loading optiors:

1f a file akready exists at destination
@ Create a new version
€ Delete fie

This option is disabled to protect your Flles. To gain access to this option, modfy the
‘Preserve Content’fiag in General Options

Folder Creation Mode
@ Impicit mode: Only create a folder if a file destination URL species a new one

€ Explck mode: First create a folder for every folder content type in the echo control fle, then
create a folder if a file destination URL specifies a new one

Update Metadata Only

I™ only update metadata

Does not load fles , & updates existing
Warring: Updates do not apply to approval status and data in Default Content Type' worksheet

Tlegal Character Handing

I™ Automatically fix source Fie and Folder names that contain ilegal characters

—

Saved

New Cancel < Back Next >

Version or Delete

The echdrileLoaderhas been designed to support a wide array of user
scenarios, and is very flexible around versioning and folder creation.

1. By default, if a file already exists within ti&harePoint destination
site, an import of a file of the same name will automatically create a
new version, which is visible through the document version history.

2. To delete/ovewrite any files of the same name in the destination site,
the user must go iatOptions, General Options, General tab and de
select the Preserve Content flddpre details on this option iGeneral
Options

Unfortunately, to have thigption rdlected in theechoFileLoader you

will need to close theurrenttask and open a new task. We recommend
you save your control file locally before making this change. Upon
returning to the File and Folder Optiotise warning has been

removed, and you hawhe ability to select Delete File.
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& echo File Loader, v.1.4.145.0, © echoTechnology

Fle  Options Help

Create new task 2|74 Load Files |[€] Welcome

Content 2 ||| File and Folder Options

St you e aing ot Technology

IF a file already exists at destination
€ Create anew version

@ [Delete file

Folder Creation Mode
@ mplicit made: Only create a Folder if a file destination URL specifies a new one

€ Explcit mode: First create a folder for every folder content type in the echo contral file, then
create afolder if  file destination URL specifies a new one

Update Metadata Only

™ Only update metadata

Does not load files to the destination libraries, it updates existing metadata values
Warning: Updates do not apply to approval status and data in‘Default Content Type' worksheet

Tlegal Character Handiing

I Automatically fix source file and folder names that contain ilegal characters

eplace ilegal characters with

Saved

New

Cancel < Back HNext >

|@ rraceog|
Ready

Implicit versus Explicit Folder Creation

One of the more powerful features in the eEleLoaderis the ability to
recreate a file shareb6s folder
creation.

Implicit Mode means that folders are created if a file or document destination
refers to it. The echbileLoaderallows for dynamic folder creation, on the fly,
by simply editing the control file destination field. If the destination field of a

file refers to a folderit will create a folder.

Explicit Mode means that a folder will be created, if defined in the control file,
regardless of whether or not there is content. Some users want to duplicate
existing folder structures, and manually move files once inside ShiatePo
Explicit mode, combined with replicating the source file hierarchy (described in

Cleaning UpFolderStructuré will duplicate the content and folder structure

of just about any file share.
Updating Metadata

Users have the ability to modify metadata in their migrated data quickly and
easily using ech&ileLoader Changes to metadata can be made to a control
file, and by selecting this option, only the updatedauiata will be changed in

the SharePoint destination site.

Please notewhen rerunning a control file, you must change the status flag to
Ready due to the default setting in General Options (Do not process records
with O6Successf ul 6GeserabQptioss) . Mor e

lllegal Character Handling

The echdrileLoaderallows you to replace illegal characters within source file
and folder names with a character you specify. For a list of illegal characters in

SharePoint, seechoFileLoaderFAQs
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Execution Error Handling

If errors are found within your migration, the edfiteLoaderprovides detailed
information on where the errotgok place, and a quick and easy method for
correcting the error and-renning the content. When errors occur, a dynamic
button appears entitled Fix Errors that allows you to filter your control file to
just these items, allowing you to iterate andure the file.

1. From the Task Execution screen, select Fix Errors.

2. You can nake the necessary changes to the contraifitbe content
preview screen, save the control file and edit in Excel, or zoom the

control file, edit and save.
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