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INTRODUCTION 

 

This document provides an overview of FileLoader 2010 from 

Axceler, and navigates the user through each feature.  

FileLoader 2010 is a powerful and flexible tool for administrators to 

quickly and easily identify, reorganize, and move content and folder 

structures from file shares into SharePoint 2010. 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. 

FileLoader 2010 allows administrators to create powerful Excel 

reports to track a departmentôs file shares. These Excel control files 

allow authors of the documents on these file shares to apply 

SharePoint metadata to their content without administrator assistance 

ï and while disconnected from SharePoint. Administrators can then 

upload tagged, metadata-rich file shares into SharePoint, offering a 

superior search experience for their organization. 

A sample control file from FileLoader 2010: 

 

Please Note: FileLoader 2010 must be installed on your SharePoint 

front end web server. In addition, you must have administrative 

privileges on the front end server to use the application.  

For help with the download and installation of our product, please 

review the FileLoader 2010 Installation Guide. 
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LOADING 

CONTENT 

Loading Directly from File 
Shares 

1. The Welcome screen 

will open. From 

here, you can select 

Load Files from the 

left Content menu. 

You can also open 

one of your five most 

recent saved tasks, or 

select a saved task by 

going to File, Open 

(both of these 

discussed in Saving 

Tasks for Later 

Execution) 

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

FileLoader 2010 application. 

 

 

 

2. Select Load Files to 

create a new task, 

and select Next to 

leave the default 

settings in place. 

This will take you to 

the Select Content 

Type screen. 
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Loading from a Control File  
1. From the welcome 

screen, select Load 

Files, and then select 

Load Files Using a 

Control File. 

FileLoader 2010 manages file share migrations by creating a control 

file from which you can clean up versioning and folder structures, 

limit or expand destination sites in SharePoint, or transform your data. 

The control file can be saved locally to an Excel spreadsheet, and even 

expanded (ñzoomedò) to a standalone spreadsheet application with 

Excel functionality on the server.  

 

If you have a previously saved control file, you can reopen at any time 

to add additional content or changes. 

 

A dialog window opens, allowing you to locate and select your saved 

control file. 
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Selecting Content Type 

2. Select your option, 

and click Next. 

In the current version of FileLoader 2010, only one content type can 

be selected per task. The default setting is to use the default 

SharePoint document content type. The alternate is to select a 

customized document content type. 

 

 

PREVIEWING 

CONTENT 

Adding Content 
1. The first step is to 

add content to the 

grid. Select Add 

Files and navigate to 

the appropriate file 

share content. 

 

One of the most powerful features within FileLoader 2010 is 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. 
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 In the current version of FileLoader 2010, content is limited to File 

Shares (default). 

 

2. An explorer window 

opens automatically, 

allowing you to 

select your content. 

 

 

 

 By using the right mouse button, you can open a context menu that 

allows you to refine your content selection by selecting all children, 

all children plus the parent folder (which may contain content, as 

well), and recursive children (all content nested in sub-folders). 

 

These options include: 

 Select All Immediate Children 

 Select All Immediate Children + Parent 

 Deselect All Immediate Children 

 Deselect All Immediate Children + Parent 

 Select All Children Recursively 

 Select All Immediate Children Recursively + Parent 

 Deselect All Children Recursively 

 Deselect All Children Recursively + Parent 
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3. In addition, content 

can be queried by a 

combination of Date, 

File Size, and File 

Type. 

 

 

 

 

 

 

 

Please note: you can modify the include/exclude filter, changing the 

default setting of óAll File Typesô to target specific content types, 

including them (exclusively) or excluding them by changing the filter. 

 

4. Once selected, your 

content is added to 

the content preview 

grid. You can add 

additional data from 

other file shares to 

the grid, ñzoomò the 

grid to view your 

content in an Excel-

like spreadsheet, or 

continue by selecting 

Next. 
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Setting Destinations  
1. All content must 

have a destination. If 

all of the content in 

the preview grid is to 

be sent to the same 

destination, simply 

click Select All and 

Set Destination. 

 

 

If you need to ask users to set destinations or set other meta data then 

choose save to control file and save your report as an excel file. Give 

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 file ï the folders will remain, but side-by-side to the 

content, which can be manually added back into the folders once in 
SharePoint. 

For more complex migrations, you can set multiple destinations 

manually (go to the Destination field in the spreadsheet) or by 

selecting the appropriate rows and using the Set Destination button to 
assign each location. 

At any time, you can save your progress as an excel control file, make 

changes offline, and re-open within FileLoader 2010. 
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Cleaning Up Versions 
1. To remove versions, 

simply add the 

content to the 

preview grid, 

deleting those rows 

which you do not 

want migrated, and 

proceed with a 

normal migration. 

 

Since file shares do not have versioning, end users often rename files 

when making changes, such as: 

 

File Loader gives you the ability to collapse theses multiple 

documents and present them as a single document, keeping the 

existing document name or renaming it, with previous versions stored 

(nested) in the SharePoint version history. 

 
 

2. To maintain version 

history and retain all 

files, highlight the 

appropriate content 

rows (select first file 

in range, hold down 

Shift key and then 

select last file in 

range) and select 

Cleanup Versions. 

This will open a 

separate window in 

which you can edit 

the versioning 

information.  

 

 

3. As shown here, you 

have the option to 

change the file name 

under which all 

items will be 

versioned. Enter the 

new file name into 

the óSet File Name 

toô box. 

 

 

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).  

 

You can also set the destination for the content if not already 

determined, or if you would like to change the destination. 
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4. Once all version 

modifications have 

been made, select 

Ok. 

 

 

5. Returning to the 

preview grid, the 

modified versions 

are moved to the 

bottom of the grid, 

allowing you to 

focus on unmodified 
content. 
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Cleaning Up Folder Structure 
 

By default, FileLoader 2010 ignores the folder structure imported 

from a file share, essentially loading a flat file into SharePoint. 

However, when you Set Destinations for content, you have the option 

to replicate the source folder hierarchy ï including empty folders. 

Additional options are discussed in File and Folder Options 

  

Whether using the default settings or replicating source folder 

hierarchies, the folder structure can be modified within the content 

preview grid. 

1. To delete folders, 

select the appropriate 

rows and delete. 

 

If you have already assigned content to one of these deleted folders, 

FileLoader 2010 will recreate this folder implicitly. 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. 

 

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 can create 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. 
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Zoom Control File Feature 
 

Many server environments do not have a copy of Microsoft Excel 

installed. FileLoader 2010 includes 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. To open 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 the screen.  
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Saving/Loading a Control File  

 

1. To save a control file, 

select Save a Control 

File, select a file name, 
and save locally. 

 

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 FileLoader 2010 at a later date. 

 

If you have saved your control file, closed FileLoader 2010, and want 

to start up again where you left off, follow the instructions under 

Loading from a Control File. 

 

If still working within an active session of FileLoader 2010, simply 
select the option to Load a Control File at the bottom of the screen. 
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MAPPING TO 

CUSTOM 

CONTENT 

TYPES 

1. Open FileLoader, and 

select Load Files. 

FileLoader allows you to migrate from your file shares directly into 

custom content types (including Managed Metadata) and add metadata 

to your custom columns. When mapping to a custom content type, 

FileLoader pulls your column headings and metadata fields, allowing 

you to quickly and easily add metadata to your file share content. 

 

 

 

2. Select the second option, 

and choose a customized 

document content type 

 

  

A dialog box will open, allowing you to explore your 2010 

environment and find the correct customized content type. 
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3. Locate and select your 

customized content type. 

Click Next. 

 

  

4. Add files from your file 

shares, and apply your 

metadata directly 

through the user 

interface, through the 

Zoom control file, or by 

saving and updating 

locally using Excel. 
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5. Your custom columns 

and metadata fields now 

appear, making metadata 

assignment quick and 

easy. 

 

 

 

 

MAPPING TO 

MANAGED 

METADATA  

 

 

With SharePoint 2010, you have the ability to build centrally-managed 

metadata term sets as part of the Managed Metadata Service. Using 

FileLoader 2010, you can map your file share content to these 

Managed Metadata term sets during migration, greatly decreasing the 

time it takes to update this content manually. 

1. Select Load Files, and 

select Choose a 

Customized Document 

Content Type, and click 

the Select Content Type 

button. 
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2. A window opens, 

allowing you to navigate 

through your sites to 

select the appropriate 

Managed Metadata 

Content Type. Highlight 

it, and click OK. 

 

 

3. The Managed Metadata 

Content Type will be 

shown. Click Next. 

 

 

4. The Managed Metadata 

columns will appear in 

the FileLoader grid, with 

approved metadata fields 

appearing in a drop 

down menu. 
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 For fields with multiple values, you can separate the values with as 

follows: In a Location column where Sydney and London would 

apply, the user would enter Sydney,#London. The end result would 

assign both Sydney and London keywords to the Location column. 

 

 
 

Once versions have been cleaned up and destinations have been set, 

you can proceed with the migration. 

FILE AND 

FOLDER 

OPTIONS 

 

The File and Folder Options provides some additional controls for 

your file share migration. 
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Version or Delete 
 

FileLoader 2010 has been designed to support a wide array of user 

scenarios, and is very flexible around versioning and folder creation. 

 

By default, if a file already exists within the SharePoint 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. 

  

To delete/over-write any files of the same name in the destination site, 

the user must go into Options, General Options, General tab and de-

select the Preserve Content flag. More details on this option in 

General Options. 

 

Unfortunately, to have this option reflected in FileLoader 2010, you 

will need to close the current task and open a new task. We 

recommend you save your control file locally before making this 

change. Upon returning to the File and Folder Options, the warning 

has been removed, and you have the ability to select Delete File. 
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Implicit versus Explicit Folder Creation 

One of the more powerful features in FileLoader 2010 is the ability to 

recreate a file shareôs folder structure through implicit and explicit 

folder creation. 

Implicit Mode  means that folders are created if a file or document 

destination refers to it. FileLoader 2010 allows 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 folder, it 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 SharePoint.  

Explicit mode, combined with replicating the source file hierarchy 

(described in Error! Reference source not found.) will duplicate the 

ontent 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 FileLoader 2010. Changes to metadata can be 

made to a control file, and by selecting this option, only the updated 

metadata will be changed in the SharePoint destination site. 

Please note: when re-running a control file, you must change the 

status flag to Ready due to the default setting in General Options (Do 

not process records with óSuccessfulô status). More on this in General 

Options. 

Illegal Character Handling 
FileLoader 2010 allows you to replace illegal characters within source 

file and folder names with a character you specify. For a list of illegal 

characters in SharePoint, see FileLoader 2010 FAQs. 
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EXECUTION 

ERROR 

HANDLING 

1. From the Task 

Execution screen, select 
Migration Report. 

 

If errors are found within your migration, FileLoader 2010 provides 

detailed information on where the errors took place, and a quick and 

easy method for correcting the error and re-running 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 and re-run the file. 

 

 

2. After selecting your 

view (All, Errors, or 

Successful), you can 

make the necessary 

changes to the control 

file in the content 

preview screen, save the 

control file and edit in 

Excel, or zoom the 

control file, edit and 

save.  
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3. Once all of the necessary 

edits have been made, 

change the Status to 

Ready, and click Next to 
re-run the control file. 

 

 

4. If all errors have been 

corrected, you will have 

all green indicators. You 

can view and save a 

final control file by 

selecting Migration 

Report and saving a 

copy of the control file 

locally. 
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SAVING TASKS 

FOR LATER 

EXECUTION 

1. To save a task, at the 

Task Execution screen, 

select Save for Later 

Execution, and click 

Finish.  

 

FileLoader 2010 allows a user to save tasks as well as control files, 

allowing you to configure the various file and folder options for each 

individual file share, as needed.  

 

 

 

 

2. A dialog box opens, 

allowing you to save the 

task locally. 
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3. Once the task has been 

saved, the user is 

prompted to close the 

task or to continue.  

 

 

By continuing, the user can test the current migration without losing 

any data or configuration details, and rerun later. 

The last five saved tasks will appear on the left of the main FileLoader 

2010 window for your convenience. The user can also go into File,  

 

4. Open to search for 

previously saved tasks 

beyond the most recent 

five. 

 

Please Note: In the current build, the list of saved tasks will be 

refreshed upon re-entering the application, or by clicking on New and 

then Saved at the bottom. 
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CREATING 

BATCHES 

A new feature in FileLoader 2010 is the ability to schedule multiple 

tasks into a single batch, allowing you to orchestrate more complex 

file share migrations more easily. The purpose of the batch is to allow 

you to work with your end users to plan multiple migrations, but 

schedule them to execute at the same time. 

 

1. When opening 

FileLoader, select 

Batches at the top left of 

the interface. 

 

 

2. As you add tasks from 

the Actions pane, 

multiple tabs are added 

to the interface. 

 

Please note: Unfinished tasks (tasks with open items, or 

configurations) are highlighted in yellow. Completed tasks are in blue. 

FileLoader will prompt you to complete all necessary steps before 

allowing you to execute, or schedule for execution, any task or batch. 
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3. Once created, you can 

execute the batch 

immediately, or save it 

locally to be executed 

later. 

 

 

4. A window opens with 

local drive details. Name 

the batch and click Save. 
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5. If the batch is to be 

scheduled for later 

execution, the 

FileLoader scheduler 

opens. Set the time to 

execute, and click OK. 

 

 

6. To see a list of all 

scheduled batches, go 

into Start, Run, and type 

taskschd.msc 

 

 

7. From here you can view 

all scheduled FileLoader 

batches scheduled for 

migration. 
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OPTIONS 

General Options 

 

General. This section allows you to modify basic timeout settings, 

depending on your system performance needs, as well as the font size 

for all workbooks. 

Additionally, this is where you control the Preserve Content default 

setting, which determines whether or not you want FileLoader 2010 to 

delete content of the same name upon migration. Keeping this flag set 

enforces the default action of versioning. For more information, see 

Version or Delete. 
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Content Loading. This tab includes a number of important settings 

for FileLoader 2010, including: 

1. Large File Support. These settings control the transfer buffer 

and file size thresholds. 

2. Control File Options. Settings to allow the user to ignore 

defined columns, modify the validation variables for task 

execution, and forcing all migration to replicate source folder 

hierarchy. 

3. Field and Column Mapping. The ability to map columns 

names by their internal names to SharePoint column names 

via XML. 

4. Destination Folder Creation. The ability to change the 

default from Implicit to Explicit. 

 

 

Please Note: By default, the setting Do Not Process Records with 

óSuccessfulô Status forces you to change all óSuccessfulô migrations 

back to óReadyô to re-run the task. 
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Proxy Settings. If a proxy server is being used, the user has the ability 

to define proxy server settings and bypass local URLs. 

 


