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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.

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