Project Net File Metadata Manager
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Begin by
downloading the
project file meta
data.

1) Goto search
function.

2) Check the
“Export to File”
box.

3) Click on search.
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File Download X Export thefile

1) After you click
“Search,” theFile
Download screen will pop

up.

2) Choose a location and
save thefile.

3) By default, thefileis
saved asan “.cov” file.

Y ou will changethisin
the next step.
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— Project Net File MetaData Manager

LConfigure Froces: Help About  Exit

M avigate to the appropriate directon which contains the files you wish to rename, then click.

"'Set Current Directon';

| = || Files in Curvent Director:
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| Selecied Disectory is Set To:
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Select Current
Directorny

= Configure |
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Select thedirectory

1) Find the directory
which containsthe
downloaded filesfrom
Customer
Collaboration in the
pull down menu. Drill
down to the
appropriate folder.

2) Click the“ Select
Current Directory”
button when you have
finished.

|Adeta Datn Source File is set to:

Select Metal ata

Mot Selected - Choose a source file for Project et File IWetadata,
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File EXTT |

Note: Onceyou select a
directory, you can set it as
the default location if you
wish.

Sawve Current Directory &z Default




Sdlect the M etaData file

1) Click on the* Select
MetaData File’ button.

2) A window will pop up.

Find the metadatafile

from the stored location.

3) Click “Open.”
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Onceyou select the
metadata file, the
“Process M etaData and
Files’ button will be
highlighted.

If you would like to
proceed using the
default* or saved*
settings:

1) Click on the* Process
MetaData Files.”
button

If you would liketo
change the settings
which affect how the
filenameiscreated
using the metadata
fields:

1) Click on the
“Configure’ button.

— Project Net File MetaData Manager

Configure  Procesz Help About  Exit

Mavigate to the appropriate directony which containg the files you wish to rename, then clhick,
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Select Current
Directory

| Selected Disectoty is Set To:

CAWIHND OWSDESET O older-File Manager\east-kent

|AdetaDatn Source File is set to:
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*Note: The ‘default setting” as distributed, isto recreate thefile
names based on the “ Document Title” whichisin Project Net. If you
configure and save new settings, they will be used instead.



Helpl

rent Mirectonds Derault |

Configure

Linselected Frields

1) Doubleclick on
selected fieldsto move.

Note: Thesefield namesare
the ones used to recreated the
filename based on what isin
the Project Net metadata file.

2) Click on the “ Save”
button when you are
finished. (Or cancd if
you decided not to keep
changes)

Doc File Mame

Doc Author Company Name
Doc Owner Name

Doc Owner Company Name
Doc Type

Doc Description

Doc Mumber

Parent Folder

Doc Rewvision Murmber

Doc Rewvision Motes

Doc Rewvision Date

Custorn Aftribute 1

Custorm Aftribute 2

Custorm Aftribute 3

Select All

UnSelect All

Reseat

Flraulife Chck
Fields i Mave
Helween
£ Gimas

Sawve

Helpl

Cancel

Example File Name: (i.e. Original nome is filencme.doc)

/ Doc Title_Doc Authar Mame_Doc Date doc

igure MetaData Settings

Select the Fields below that you wish o incorporaie in the new file name.
{The example below the fields will change to reflect kow the name will change.)

| Selected Fields

Doc Tite
Doc Author Name
Doc Date

Advanced Options

When you make changes, the example filename will
change to reflect how the files will ook when renamed.




Configure MetaData Settings

Select the Fields below thai you wish to incorporate in the new file name.
(The example below the fields will change to reflect how the nawe will change.)

| thnselected Fields | Selected Fields
Doc File Name Selact Al DocTitle
Doc Author Name

Dioc Author Compary Name

Doc Cwner Name

Doc Owner Compary Name Lmaioia

Doc Type

Doc Date

Doc Description el

Daoc Number

Farent Folder [Fouble Gk

Doc Rewvision Mumber Felds to Mave

Doc Revision Notes Botwesn

Doc Revision Date Calumns

Custorn Aftribute 1
Custorm Attribute 2

Custorm Attribute 3 Save

Help!

Cancel

Example File MName: (i.e. Original nowme is flenome.doc)

Doc Title.doc

. Advanced Configuration

File Mame Prefix

Metadata Separator

.

Cancel Done { Close

Clicking on the “ Advanced
Options’ button will open
the window below. The
filename prefix will be added
to every file that is renamed.
|.e. If you entered “GE
Power” in the File Name
Prefix box, every file
renamed would look like:
“GE Power _doc title.doc”

The metadata separator
allows you to change the
meta separator which is used
when mutilple fields are
chosen. The defaultisan
Underscore” ”. l.e. “GE

Power_ Pipe Drawing_Rev
2.doc”



Rename Files:

m. Process Metadata !E[E
Click An Option GEelow To Begin

Click “Rename Files’ to process the
filesin the directory you selected. The
fileswill be renamed based on the
metadata filename configuration.

N\
Y ou can aso check the “ Recreate ReCreate
folder and movefiles’ box to have the . Fename Files StFD!:E:Ef
folder structure that isin Project Net ' ' or i
recreated and the files moved into Val
them. Recreate ;

™ Faolders and v h;h:;ge Files 1o
kowe Files olders)

Recreate Folder Structure:

Statis

Click “Recreste Folder Structure” to
have the program recreate the folder
structure from Project Net and then
move the files into the appropriate
directories without renaming them.
(Movefilesis checked by default, you
can uncheck thisif you do not want the
files moved)

Feady...

Close |




Multiple entnes that match this file were found in the Metadata File. Flease review and select the one you wish fo use

. Multiple Metadata Entries

Multiple entries that maich this file were found in the Metadaia File. Please review and select the one you wish fo use.

hdatching Metadata Entry Number 2 of 2 <

Doc File MName

Doc Title

Doc Author Mame

Doc Anthor Company Name
Doc Owner MNarne

Doc Owner Company MNatne

Doc Type

320B7085.1uf

0422 PERFORMANCE MONITOR
Horner George

(3E Power Systems - Energy Products
Horner George

3E Power Systems - Energy Products
F

<_|Doc Date

11-Jan-0

Doc Description

Doc Number

Parent Folder

Doc Bevision Number
Doc Revision Notes
Doc Bevision Date
Custom Attribute 1
Custom Attribute 2
Customn Attribute 3

Lacal Sysiem Dala On Fife:

- Date Created: /6,01 1:30:12 Phd
Skip File
Diate Last Modifiedi1/11/01 1001 6:52 Ab
(Do Mot Renarme this file) File Size: 44380

320B7085
(0040 SchemaNe Diagrams

< Back

\

h
Select

(Fenarne this file using this data)

\

When you download files from Project Net, your local system (computer) stamps the file with the created
and modified dates from Project Net. Thiswill help you identify the proper file that matches the data.

Y ou should be able to see which system date for the file matches the metadata.

If one of the documents
you downloaded has
morethan oneentryin
the metadata file, you
will see a screen like this.
(This can happen if two
people upload a file with
the same name, but in
different foldersin Project
Net)

Choosetheentry that
matchesthefileyou have
downloaded from Project
Net.

1) Choose “Next” and
“Back” to view all
entries.

2) Choose“ Select” to use
the entry shown or “ Skip
File” to skip thefileand
not haveit renamed or
moved (or folder
created).



wm. Process Metadata !EIE
Click An Option Below To Begin

FeCreate
:Rename Files Faolder
; O Structure
Fecreate :
V¥ Folders and v E;E'ngjegm
bove Files
Status
Daone.
18 Files were Renamed and/or mowved.
13 Folders were created.
1 Files were either skipped. not changed or not mowved.
Finizhed Checking 802 meta entries and 20 files

Status Check

Once you have completed the
process, you will seea status
box likethe one below.

1. Click on the“Done/Close”
button.




Exit

Therecreated folder
structureis now
intact.

Thedownloaded CC
documentsarenow in
theappropriate
subfolders.

1) Click “Exit”
button.

Project Net File MetaData Manager

Source Files Information
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