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A Quick Word about this Manual

This Quick Start manual is designed to help you get the most out of your time with FileBoss. It is a quick
overview of the main features as well as tips about less obvious, yet very important, features.

We used a lot of graphics in compiling this manual so you can see as well as read about how to do things.
The graphics also make it easier to scan the pages to find what you want.

While every effort has been made to ensure accuracy FileBoss is always improving and adding new
features so the manual may not correspond exactly to what you see on our computer.

This Guide comes in two formats one that is suitable for printing one side to a page and the other
suitable for printing double sided. Both formats and other manuals can be downloaded at:
www.TheUtilityFactory.com/manuals

If you a have any suggestions or comments about this manual please let us know so we can improve
future versions.

Write us at sales@TheUtilityFactory.com
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What i1s FileBoss

FileBoss is a file explorer, file manager and extensive file and folder toolbox all
wrapped up into one convenient package using one efficient interface.
FileBoss is designed for and runs on Windows Vista, XP, 2000, 2003 and 2008
with a dedicated version for 64-bit Windows.

File Explorer
FileBoss allows you to explore your file system faster and more efficiently than the Windows Explorer
that is part of Windows. Whether you have a system with one drive (normally drive C:\) or with many
local and networked drives FileBoss will find the files you need when you need them and then allow you
to do with them what you want.

Utilizing a multi-tabbed workspace you can view and work with the contents of more than one tab at a
time. And by using Tab Groups you can view two or more folders or search results side by side either
vertically or horizontally. There is more about exploring your file system, Tabs and Tab Groups in the next
section.

File Manager
FileBoss provides powerful yet easy to use everyday file management functions such as copying,
renaming, deleting and much more. While these are common functions of any file manager the power
and flexibility that FileBoss brings to them is not.

For instance the FileBoss Advanced Copy Engine (FACE) that powers every FileBoss copy-based operation
will not fail just because one file cannot be copied It also allows you to choose what to do if a file already
exists on in the target folder, e.g. overwrite, skip, rename the target file, rename the new file, overwrite
only if the source file is new, etc. These options are available no matter if you are performing a simple
Drag & Drop operation to copy a few files or using one of the advanced copy functions to copy
thousands.

File Toolbox
FileBoss provides an ever growing number of tools that perform special file and folder operations that
aren’t normally associated with file managers. Many of these tools are presented in this manual.

Finding Files
Find the files you need when you need them using one of FileBoss's dedicated find routines. From finding
files that were modified this morning to finding files that have long names or paths FileBoss has a way to
find them. (And when finding old or recent files you can use absolute dates or FileBoss's new relative
time system, i.e. find all files that changed today, or find all files that haven't changed in the past six
months.)

Not only can FileBoss find files you need but once it has found them you can work with them almost
exactly as if they were in a normal folder. FileBoss places the results in a Virtual folder from which you
can use all of FileBoss's tools to copy, rename, delete, concatenate, clean or whatever else you need to
do with them.

Download and Installation
FileBoss can be downloaded at www.TheUtilityFactory.com/download. After downloading simply run the
downloaded file.

FileBoss is safe to install. It does not install any DLLs or other files to any system folders. Indeed only two
executables are installed: the main program and an uninstall stub.

Getting Started with FileBoss 9
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Digital Signatures

All executablz_e flles pr_oduced py The UFlI_lty fileboss.exe Properties
Factory are digitally signed using a VeriSign —
certificate Verifying the dlgltal Signature is your | General | Wersion | Compatibiliyy | Digital Signatures | Security | Surmary
guarantee that you have an authentic version of St
the software and that it has not been tampered IE — : _ .

R . - ame of gigner: E-mail address: Timestamp
with by anyone after it left The Utility Factory. {The Uiy Factony ™ Mot available Sunday, June 29, 200

To verify the digital signature of any EXE file,
including a setup file, right-click over the file and
select properties from the popup menu.

The exact dialog you see depends on the version
of Windows and how it has been setup.

ak. l [ Cahcel
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Exploring Your File System

A file system includes all the files stored on your computer, whether they are
graphic files from you camera, document files from word processors, audio files
for your MP3 player, videos and movies, or programs such as FileBoss and all the
files that make up the Windows operating system. The file system also includes
the folder structure that is used to organize these files. Files can be stored
locally on drives in your computer, on attached drives, or networks and in
special storage devices. FileBoss explores the file system in one or more tabs.

Tabs

Every tab contains one view of the files on your computer or network. There are two basic types of tabs,
one contains an explore view and the other contains the results of a search which FileBoss calls virtual

folders. 7 FileBoss V2 - Macheth =JoJ&d
: Fle Find Edit Select  Sort Actions  Tools  Options  Wiew  Window  Explorer  Help
P e W = ) P B R & 18
3 LY [ S s 2 i~ = ]
__,/ |Macbeth X r Hamletr' | Cleopatra ]“—_' grsr;z;igsoichzlder
Right: Three tabs each [ Plays - HTHL A Mame e Ext T TP Attri.. | Modified |
displaying a different folder. ) Alls wel that Ends W | g copyright htm 172 FirefoxD... A__  D4j24j08 113 |
Use the Navigation Window e grul o e amml - SR
. b Ig Index trn 2,570 Firefox D... A 02/25/06 17:
to change f,OIdersj To activate D CD"_"eldy ofertars | M [@macbeth.11  him 2588 FirefoxD..  A__  02/25(06 17:
atab and dISpIay its folder J &erio A |&|Macbeth1.2  himi oo Firefox D... A 02/25/06 17
click the tab itself or press o1 Navgation L] [@Macketh. 3 htwl 17 antants A__ 02j25i08 17
Ctrl+Tab and select from the i Window (@vacbsth 1.4 il Window sl
. - : |@]Macheth, 1.5 bt —— A 02f25[0617:
popup list of tabs. ) John @] Macbeth.1.6  html 4,113 FirefoxD... A 02/25/06 17:
{3 Julius Caesar ig‘ Macheth.1.7 html 7,852 Firefox D... A 0z2/25/06 17:
{3 Laves Labours Lost |€]Macbeth.z.1 bt 6,735 FirefoxD...  A__  02/25/06 17:
o Ivel &] Macheth.2.2 html 8,555 Firefox D... A 0z2/25{06 17: =
< (=] |zl | [
[Fswary (G120
o |

Navigation and Contents Windows
Tabs normally have two windows one for navigation through the file system and one which displays the
contents of folders. The Navigation window on the left displays a tree of the folders on the computer.
Change the current folder by either clicking on a new one or by moving up and down using the arrow
keys as well as the PgUp, PgDn, Home and End.

The Contents window on the right displays files and folders that are in the selected folder on the left. As
is explained later there are a number of ways to sort and filter what is

displayed in this window.
The Favorites list:
Explore Mode: Moving around the file system View Window Explorer  Help
i e B
Moving to a folder E ST IIE
To change the active folder in a tab either: 32 Floppy (A1)
Click on the folder in the Navigation Window Local Disk (:)
Move up and down with the arrow keys and the Home, End, | FEDrveln
PgUp and PgDn keys SATA 2 Boot Driv@_
Type or paste a complete path into the command bar. For . Misc Drive (F:)
example: D:\Vacations Pictures\beach This same list of bookmarks can be
Select a drive or bookmark from the Favorites list CTB BV oy USfig e )
File | Favorites > from the main
menu.

Getting Started with FileBoss 11



Opening a folder in a new tab

To open a fc_>|der in a new Tab: _ T
Right-click over a folder and select Open in New Tab from the = .
popup menu 5 e W L ;E

314 Floppy (A:)
Local Disk, (i)
| FE Drive (D) |
SATA Z Book Drive (Ei)
Misc Dirive (Fi)

Type or paste a complete path into the command bar preceded by
the word new. For example: new D:\Vacations Pictures\beach

Click the Down arrow on the Explore button and select a drive or
bookmark from the list.

This will create a new tab

displaying drive D:\
Displaying Relative Times
FiIeBoss_h_as innovative _altern_ativgs to i) | Name Ext Madified || Accessed
t_he tradlthnal way of displaying file F'-I.v @) Hamlet11 Ll & s s i Ao
times - optional of course! L3 ; .
Tirnes~| | &|Hamlet.1.3 html 2 hours age 4 mins ago

The first shows file times by age, e.g. 8 |®| Hamlet.1.2 html 2 days ago 4 mins ago
minutes ago, 2 hours ago. & Harnlet14 htrnl 2 days ago 4 mins ago
The second shows file times by by ] Hamlet.1.5 html 12 menthsage 4 mins ago
calendar period, e.g. in February, 2007
Both methods can be really handy when ol | fame Ext Modified |46 Accessed
you have an Explore view or Virtual L14 - Feal g S

o i |#|Hamlet1.1 trm mins ago mins ago
Folder sorted by file times. And you can i = TR il EaSsl o
quickly switch between any of the three ~ [1imes =] €/ Hamlet.1.3 9 b
modes (traditional, by age, by calendar |®| Hamnlet.1.2 html on Wednesday 5 mins ago
period) using the button on the top tool &|Hamlet14  html  onWednesday 5 minsago
bar or using the View | File Times > main ®]Hamlet15  html 2007 5 mins ago
menu items.

Bookmarks

Whenever the Favorites list of bookmarks is displayed FileBoss will automatically add a list of current
drives to the list. It will also add a list of common folders such as My Documents and Windows. But you
can add and change this list at any time. To add a folder to the list highlight it, click on the Favorites list
and, at the bottom of the list select he Add menu item. You can also add a folder by right-clicking over
the folder and selecting either More Folder Tools | Add to Bookmarks or Current Folder | Add to
Bookmarks depending on the menu that pops up.

Bookmarks can also be used any place where you would normally enter a path just enclose the bookmark in open and
close angle brackets. For example typing new <my documents>\FileBoss Data in the command bar would open a
new tab and display the FileBoss’s default data folder which is under the current user’s documents folder.

Another example. If you have a bookmark that refers to your backup folder called Corp Backup you could enter that
into the Backup if Newer dialog as part of the destination

Backup (if Mew or Newer) To... ]
Source Files
—EIK
Mumber: 54 Butes: 149,264,038 -
-_Eancel
Destination:  Free Space:  £9.320.704.000
<corp backups Saccounting V3 EI

Getting Started with FileBoss
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Showing folders at the top, bottom or not at all
Use the Explore | Display Folders at >main menu

command to specify that all folders will appear at the top of

the list, at the bottom or not at all.

This setting is global (pertains to all Explore Views) and
persistent (will be remembered by FileBoss between

sessions).

You can also set where Explore folders are displayed using
the command button on the Explore toolbar. Either click the |*
down arrow to make a selection or just click the button to

cycle through the settings. (This button is not on the toolbar

by default but can be added by clicking the little down
arrow on the lower-right corner of the Explore View

toolbar.)

Column Headers

Explarer | Help

Select Filename Filter

**  Filename Filter On Chrl+G
Edit Filename Filters. ..

E#®  advanced Fiker On Chrl4-alk+Q
Edit Adwvanced Filker...

|4+ Fast Folder Mavigation — Chrl+K

| Display Folders at 3 | Top
Up Ctrl+Backspace B eotom
Back ChrlLeft Arrow E Hide

Full Explorer Options. .,

Change the order of the columns in the Contents window by using the mouse to drag a column header

left or right:
Mame Ext Modifiedbize | Modified | Accessed Created
.f] Tempest.5.1 hikrnl 29,055 a :Ear*ga 9 months ago Z years ago
;Q Tempest.4.1 hkrnl 23,807 ars ago 2 months ago Z years ago
|&] Tempest. 3.3 Fitrnl 11,481 2 vears ago 9 months ago 2 years ago

Change the width of the columns by dragging the divider between the column headers:

Mame Ext
|&] Tempest.5.1 html
|&] Tempest 4.1 bl
|&] Tempest, 3.3 bkl

Size
29,055
23,807
11,4581

Modified

f 1+b cessed
2 wears a onths ago

2 wears ago
2 years ago

9 months ago
9 months ago

Created
2 Wears ago
2 Years ago
2 years ago

L4

Sorting

Sort the contents window by clicking the column
headers or using one of the commands on the
Sort menu. Note that the default, i.e. first-click,
ranking for dates and sizes can be changed using
Options | Program Options... from the main

menu and checking the appropriate box.

Hide Files and Folders

Program Options

General

Layout

Startup
Explorer Wigws
Copy Files
Copy Filenames

[Date Formats
Drop Zones

Compare Folders

& Contents View Info Balloons

& Miscellaneous
Sticky Select
[ Display File Size in K.

O Sort Sizes from Biggest
[ Sort Times from Latest

O Show Drive Mames

e i - e 2 e

i ol AT el M.‘Q-.-—&mm:n##ﬂ;

Files, folders and selected items can be hidden in both Explorer and ‘Fa (8 = V:%

Virtual Folder tabs using the View | Hide/Unhide > commands or by e L

using the Hide toolbar. i Folders  Files  Selected Al 5
Getting Started with FileBoss 13



Context Menus and Shell Plug-ins
Whenever you right-click over a file or folder FileBoss will present one of two context menus, either
FileBoss’s own context or the Windows shell’s context menu (the same menu used by Windows Explorer
and other programs). By default FileBoss displays its own.

But you can click on Windows Explorer Menu at the top to display the normal Windows menu. And while
showing the Windows context menu you can click on FileBoss Menu at its bottom to redisplay FileBoss’s
context menu.

Whichever menu was last active will be displayed the next time you right-click over a folder.

Standard FileBoss Context Menu Standard Windows Context Menu
Windows Explorer Menu = I Move or Rename Audio Files
o ChrleC Explore with FileBoss
Paste Ctrl+V Explore
Open
Open in New Tab
to Bluetooth »
Properties Alt+Enter
Backup
Current Folder »
Selected Entries (1) b & Addto new encrypted archive...
Shift-Click &  Addto existing encrypted archive...
Send To 3
Cut
Copy

Create Shortcut
Delete

Properties

FileBoss Menu B
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Organizing Tabs into Tab Groups

Whenever there are two or more open tabs they can be divided into groups which allow you to see the
contents of multiple tabs at the same time. A tab group can never be empty so when all the tabs in a
group are closed or moved to another group, that tab group will automatically close.

Sample Tab Groups

Below are just a few examples of how the how tabs can be arranged. Clockwise from top left they are:

Two tab groups. The first contains three tabs showing the
folders Macbeth, Hamlet, Cleopatra respectively. The second
contains one tab, the results of a search we named All Plays.
Since All Plays is the last tab in the second tab group if it is
deleted that tab group will be closed.

The same two tab groups but the slider between the
Navigation and Contents windows on the right has been slid
(using Click and Drag) to the left of the tab thus showing only
its Contents window.

“ Group 2

[ Pt V2 - Wacbath "=l [ FiteBoss V2 - All Plays o
| B Prd [t Zakc: St Sciom Iock Oghom Yem  Windoe  Explom  Help {Ble Fnd Edt el Sot Actions Took  Options  View  Window  Help
b e s DR il e Poac BB anliraomuFl

Meclhuth % [0 Harskat | - i Cheopaira | * X = vl Plasw X - | Macheth X]’ 'Hamlet‘r_ '\C\eopatraw - X " &l Plays X - X
&
3 oz el thet Bl [ waes |1l B ool e o Al wyws [l B [ alts well that Efa | | hame [l Ext | [o) Hame [Tl Ext Size | Type M
o e o LB R B corrit Hn sl thd End T timd @ As You Like Tt & copyright htm L3 Ful html 168,666 Firefox D,
3 Gnra & Fu tiwd fetn) Lk X 3 Full 30 il 2D Cleopatra | @Fw bl | | Ful z00s-0420 html 231,379 FirefoxD..
I Cormedy B | | s Hmn Dspira el him =] Enmald“ ofErrol | (@) 1ndex him |~ | Allswell 1.1 bl 19,511 Firsfox D..
o Eivstan L hon st | [ TTERTVR S gcjﬁizﬁ:j _ | @macketh1t pe [ et em Eesseecry.
I 1l hiwd 3 Nedonll]s  hiw | Hamet & Machsth.1.2  html [F]
| -

=1 Group 1 =
Ch

= T = T
T T | Vacheth. L Rl b S el 4 him
o loesslabors L | lMsdethil 7 R W CRecy Sl n B hiwl
| [Pt W Machath 2.1 hixl Lops Lisbiouss Lo dlralln 1 himd
i Mesmre for sl | B Mebithzz Wi ] Wectieeh P T T T T
3 ¥ €| x € 3 % 3!
T T | | 2
[ s [5555]
K | Ceptay B of Pawminer

8| Macketh. 1.3 himl

‘ i 2| second Tab Group
gng:z::;; e ﬂ Showing contents only |"
[ [F]

[E]

(@] Macketh. 1.6 himl

I2) Julius Caesar
8| Macketh.1.7 il

L2 Loves Labours L

Alswell 25 hel 5,768 FireroxD..

) Macbeth [ Macbeth.z.1 heml |1 Allswell 3.1 htel 3,456 Firsfo D,
) Measure for M| @Ma\:beth.zz lhtm! [w] ,j Allswell 3.2 !vtm! 12,371 fimfox D[y
o) (] @) el 3] £ E—— (2]

[ = summary | T | 52|

0 | Display st of Favarites

The divider between the two groups has been moved to (just
drag it with the mouse) the right giving more space to the

Horizontal tab groups.

tabs in the left-hand group.
GRET]

[ Frcteas V2 - Il Pl

| P Frd gt e Sgrk  Acdowm  Jock  Oghow Yee Mindow  Help | P Frd gt e Sgrk  Acdowm  Jock  Oghow Yee Mindow  Help
@ i g |- . i o, B 1 £
i_.....:...._—-'.-_'é..&:__.:-.:_.___.—_:\_.h EA Mke ) L5 _.___.—_:\_.h-'-g.fb._.m_ﬁ &
Wachath ¥ | [Hardet | | Clecpaita -5 = AliFlays = - -

o ol vl that B | [ warws (il £ Gan ) Tpe & T [l B A L s el that Ens el Ll | e () Ext S Tvee i Wodled
L b o b = —— tir 1z FrefoaDs Jra hnl e Yon L W copight him 7z PrafoD... A GG
hed o ara SiFua Wl o Freld ELTE YL o i A auEN T
- ':I::"M"ﬂi' " ]Ik hin 7,5 Pmioes Bl 1.1 hird - &-: dy of Errars 5 H Group 1 A__  mEear
T— cﬂM_; Wbt bl nEeR  Fastoo D T N hirdl = o = = & A
iy il Macheth. 2 il r,oes FrafesD } Alraall .13 hird 5 & ‘_-"-- s = P 1} = i T,
i Handet hisal Frelow D ;

Herwp ¥ e
=y 1 FriosD
S v Group 1 S g Group 2 S o
e Ilg; Cps Al Mackath . L 4 L] 4,113 Fimlc=Dr J el 24 sl R (el Ext Sw | Type Fath TR Vioied e
5 Lo ko L bt L7 hand TeE  Freloacls R ETE EX hirsl LT hind 15 somair farme aafmmiod 1811 @l
L Meheth | Machath 2.1 hirl g,mas FrafoeD 3 Al 1.1 il Ll #0e-ia-z0 hird 31,37 Grou 2 [l R TR T
o Mesos For by || st 2 2 hiwd BEEE  Feetoac D J Al 3 hirel = J Al 1.1 hind 13,51 p AR O o4k
F w0 el Tl I 5 L Aseadd L hird .07 PR m T TG e

— s e b dhrmers malare  naby
[ s 55 Iz cene i Pt e r
il | Tt thes chespllry of s Foddiess thast phoe b retwigedion Hnamurs of s Ml i |ty Pl vt thew Pobders rafhver than 8 ogether

[ Frcteas V2 - Il Pl

e
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Creating a new Tab Group
To create a new tab group there must be at least two tabs available, one to put in the new tab group and
one to remain in the original tab group. Activate the tab you want to put in the new group by clicking it
e Click the toolbar button with the red arrow as shown below

l'.‘-l.ur wsmosss  Euabeu P -

e or use the Window | Tab Groups | Move to New Tab Group command from the main menu

SEAE TG

Now there are two tab groups as shown below:

| 4 FileBoss V2 - All Plays =0
! Fle Find Edit Select Sort  Actions Tools Options  View  Window Help
8o BT _
| Cleopatra X | « X "'i\ II Pys b4 | - X
51 Plone_urna iwall T i = -
T Group A B [ade Group B EH
- Mo FFral irm ormr FiwaFas
Moving Tabs between Tab Groups
To move tabs between groups drag the tab to the tab bar of another group:
¥ FileBoss V2 - Cleopatra %]
! Fle Find Edit Select  Sort Actions  Tools  Options  Wiew  Window  Explorer Help
P ac B s o B ol @ EE
|Macbethr |Ham|§,b/ |EIeoELtra X L__ A Al Plays X
.J{E'lPlavs HTML [~ Namexi Hame  |[& __TA_E k Size | Type
D AlswelthatE g decpatra, 1 heml 168,666 Flrefox D
) As You Like Tt [ s | " kol

Result;

| #V FileBoss V2 - Cleopatra
! File Find Edit Select  Sort Options — Wiew

Peacl@E ez o m s e

M= X

Explorer  Help

Actions  Tools

iindo

| Macheth” | Hamlet X X X
= @ Flays - HTML [AJ Name || ”~ A

&. All's el that £

I Alls well that E B audio
7 As You Like Tt

|7 As You Like: Tt = AT

ucleopatra 1.1

(=1

Hint: The same way tabs are dragged between tab groups can be used to reorder the tab with in a tab group, i.e. just
drag a tab left or right to the its new position
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Saving & Restoring the Tab Workspace

FileBoss allows you to save the current tab layout to a file so that it can be recalled at any time. For
instance if you have a set of tabs and tab groups that you like to use whenever you are working with your
photo collection you can save that layout to disk and then, when you want to work on your photo
collection again just reload the tab layout. You can also assign tab layouts to shortcuts so that when the

shortcut is clicked FileBoss will load with that specific layout

Save the current layout for future use
Saving the current tab layout for later use is as simple as:
e using the File | Save Tabs as Group... command from the main menu
e selecting a filename in the File Save dialog
e clicking OK

The default folder for saving tab groups is My Documents\FileBoss Data but
you can use any folder you want.

Load a saved layout
To load a layout:
e use the File | Save Tabs as Group... command from the main menu
e select afile in the File Open dialog
e click OK

[ '

e |

Mew Explore Yiew Chrl+FS
Favorites 3

Mew Dynamic Yirtual Folder 3

Tab Properties

Save Tabs as Group. ..

Export File List...

Open Tab Group...

Open Yirkual Folder...  Chrl+0

i

 Eie |

|| Mew Explore Yiew

Ctrl+F5
Eavorites »

Mews Dynamic Yirtual Folder 3

Tab Propetties

Sawve Tabs as Group...

Export File List..,

Open Tab Group, ..

kil

| Open Virtual Folder...

Che-O

Opening a layout from a shortcut (link) FileBoss Properties

To create a shortcut that will always open FileBoss to a
saved layout:

| Genersl | Shortcut | Compatibility | Security

o first create a shortcut to FileBoss (or just make rzf:‘ ] FileBoss
a copy of a current one on the desktop or start =
menu). Target bype:  Application

e then right-click over the shortcut to bring up
the properties dialog shown here

Target location: Program

. Target: WwihFileB ozz\Program'filebosz. exe "C:ha. fhwins'
e add the full path to the layout file (the
extension will be fowins) — enclosed in Sisi W FieBoss\Pragram
quotation marks as shown
e in the case shown a layout that was previously AiRd i Nons _
saved as C:/a.fbwins has been entered as a Fiun: Marmal windaw ™
parameter in the Target Field. e
Find T arget... l l Lhange lcot.. ] [ Adwvanced... l
| 0K, | [ Cancel ] [ Apply ]
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Finding Files

FileBoss has dedicated search routines from simple to advanced so that you  [Find |
can find the files you need quickly and accurately. From finding files that | e Sl

have specific extensions or name formats to finding old files, recent filesand | ™ ZT:F”_: e
ne iles...

even files that have troublesome long file names, FileBoss will find the files dé Files Containing Tett.

you want. (And when finding old or recent files you can use absolute dates #° Long Filenames...
or FileBoss's new relative time system, i.e. find all files that changed today, A Files by Attributes,..

or find all files that haven't changed in the past six months.) ad  Files by Size..
n'-?‘ Advanced File Search...

Not only can FileBoss find the files you need but once it has found them you
can work with them almost exactly as if they were in a normal folder.

¥  Open Saved Search Result.. Ctrl+0

FileBoss places the results in a Virtual folder from which you can use all of FileBoss's tools to copy,
rename, delete, concatenate, clean or whatever else you need to do with them.

Different Ways to Find Files

The following are just some examples of the types of searches that

FileBoss can perform using its dedicated Find routines. (All are What Paths to Start With?
aVa”abIe from the tOp-|eve| F|nd menu.) When you initiate any of the search
routines via the Find menu shown above

Recently modified, created or accessed FlleBoss will automatically fill in the

The Find Recent Files routine lets you quickly find files using either Path(s) field with any folders that are

relative (e.g. today, in last 12 hours) or absolute times (e.g. currently selected.

between 1 March 2008 and 31 March 2008). If the focus is on a Navigation window the

Use Find | Recent Files... from the main menu. current folder will be preloaded into the

Find Dialog’s Path(s) field.

Older than a Specmed time penOd If the focus is on the Contents window

The Find Old Files routine lets you quickly find files that have not and one or more folders is selected that

been accessed (or modified or created) using either relative (e.g. folder or folders will be preloaded into

today, in last 12 hours) or absolute times (e.g. between 1 March the Path(s) field.

2008 and 31 March 2008). As with most dialog fields FileBoss will

Use Find | Old Files... from the main menu. record and remember the contents so

that they can be used again and again

Have bak extensions or match any format even after FileBoss has been closed and

You can locate files by one or more file patterns such as *.jpg ; reopened.

*.jpeg ; *.gif. Just separate each pattern with a semi-colon. And
the patterns aren't limited to listing extensions you can also specify text in the middle of the file names,
e.g. *FileBoss is Great*.doc. It can be as simple or precise as you need.

Use Find | Files... from the main menu.

Have long names
To find files and / or folders that have names, paths or names and paths that are too long just specify the
minimum lengths an entry must have and FileBoss will return all files and folders that exceed those
lengths.
Use Find | Long Filenames... from the main menu.

Contain specific text strings (or patterns)
You can search for text in files by exact match, using wild cards and even using advanced regular
expression syntax.
Use Find | Files Containing Text... from the main menu.
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Are empty or bigger than or less than a specific size
To find files by size enter the minimum and maximum sizes.
Use Find | Files by Size... from the main menu.

Have been modified since last backed up

Have Specific File Attributes

To find files that have been modified since the last backup operation use the Find by Attributes routine
tell FileBoss to look for files that have the Archive attribute set.
Use Find | Files by Attributes... from the main menu.

Have specified NTFS attributes

To find files having the special NTFS attributes (sparse, temporary, encrypted, etc) use the Find by
Attributes routine and click the Show NTFS Attributes button.
Use the Find | Files by Attributes... from the main menu.

Time Based Searches
When searching for files by file times
you can use relative times as well as
specify specific times as shown in the
dialog for finding recently modified
files to the right.

These same methods of specifying
times are also used in the routines for
finding old files, the Advanced Find
dialog and in other dialogs such as the
Select dialog (Select | Select... from
the main menu).

Find Recently Modified, Accessed or Created Files @
Pathfs) |[wh [v]
@ |*doc ; " dacx v -Eanc:el
Include Subfolders [ Include navigation structure in results
Find: (%) Files () Folders (O Both
Find files that have changed
(%) During Today |
) I the Last | This hour
= oday
) Between hiz week
Last 7 days o .
Thiz morth File Time on which to baze the search
Last 30 days i
s Modified [ |Accessed [ Created
LA R _RE LR B8 BB BB BB BB BB _RE_RBE_RE BB _BRE BB BB BB BB BB _RE_RB LR BB JRJ}
Find files that have changed
) During
(&) In the Last 1 :
) Between
File: Time on which to base the search
Modified [ |Accessed [ Created
LAl R LR L& B8 BB RN BB BB _JBE BRI BB LR BB BB BB B R BB BB BB BRI _RE BB B8 L& ]J
Find files that have changed
) During
O In the Last
01011970 [v] ooonon (2, (07052008 [v 171238 [2][<how
File: Time on which to base the search
Modified [ ]Accessed [ Created

Entering Multiple Paths and Patterns

Bathlz] [/D:% ; E:\backups ; <my documents:
O *.docw ; *doc ;-

v Caove)
V(o]

All of the find routines - as well as many other places in FileBoss - allow you to input multiple paths to be
searched and multiple file patterns to filter, either to be included or excluded from the search. Multiple
paths and patterns must be separated by a semi-colon, comma or bar character.

In addition meta-folders (either built in or bookmarks) can be used most anywhere a full path can be
used. For a complete list of built-in meta-folders see: Appendix 3: Meta-Folders
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Excluding paths and patterns is specified by preceding the element with a minus sign such as
*_docx ; *.doc ; -~*
which tells FileBoss to look for all files with the extensions DOCX or DOC except for files beginning with

the tilde character.

And even paths can include wild-card characters! For more see: Appendix 2: Multiple Paths & Patterns

As an alternative method of entering the paths and patterns you can click either the Path(s) or Pattern(s)
buttons to bring up a dedicated dialog for entering multiple paths and patterns:

D:\ ; E:\backups ; <my documents>

Include / Exclude Details

B

Falders
- Include -
D:h
E:\backups
<my documents:

Pattems
- Include -

* docx
* doc

Browse STl Browse

- Exclude -

[

Lancel Help
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Search Results and Virtual Folders
The results of all searches are Virtual Folders. Virtual Folders are very much like a simple Explore view
except that they can contain millions of files which can be copied, renamed and worked with just like
files in an Explore tab. The following lists some of the differences.

Virtual Folders are easily saved to disk for later recall. A Virtual Folder can be saved as a definition so that
when it is reopened it will automatically scan for files. Or it can be saved as a full Virtual Folder where all
the entries can be quickly restored without reference to what is actually on disk. To save or reload use
the commands on the File menu:

File | Save Virtual Folder >
and

File | Open Virtual Folder

Whether explicitly saved to disk or not Virtual Folders that were open when FileBoss last closed are
automatically reopened when FileBoss is next started. (Naturally this can be turned off and on at your
discretion.)

Shifting back and forth between Virtual Folders and Explore Views is simple: just right-click on a folder
and select the Open in New Tab option. Or, after right-clicking on a folder, select Search Folder... to start
another, more specific Virtual Folder. Both of these commands are available in any FileBoss window as
long as the folder belongs to the file System (not a virtual folder such as My Computer or My Network.)

Note: Virtual Folders have a different color for their left window (the Navigation Window) than Explore
tabs. This is just to make it easier to know which is which. The colors used can, of course, be changed in
the Options | Program Options... dialog.
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Selecting Files

Select | Sort  Actions

s Select...

Deselect...

I oal Chrl+A

Reverse

Sticky Selections
Lock Selections

Skatistics. ..

Many of FileBoss' features (e.g. copy, delete, touch,
rename, drag and drop, etc.) operate on files and folders
you have selected. And since FileBoss can manipulate

_ thousands of files at a time, easy and varied methods of
3 E"Tds selection are extremely important.
| Falders
More  Chi+E FileBoss provides a number of different methods for

selecting files and folders so that you can use the way that
suits your needs best. It also expands on the common
Windows conventions for selecting files (e.g. Sticky
Selection mode and Locked Selections) to make all of your

file manipulation tasks faster and more accurate.

Selecting by Mouse
Click on any item to select or deselect it. Hold down the left mouse button while dragging across multiple
files to select contiguous files. If Sticky Select is on you can easily select different groups of contiguous
files.

Two options affect how the mouse selects files:

Sticky Selections

When Sticky Select mode is turn on it specifies that when an entry is clicked other selected entries
will not be deselected automatically. This allows you to quickly select multiple entries and ranges of
entries without worrying about losing the selected status of previously selected items.

When Sticky mode is not active, hold down the Ctrl key while clicking the mouse to make the selections
additive just like in many other programs.

When Sticky Mode is active, hold down the Ctrl key while clicking the mouse to temporarily cancel Sticky
Mode.

Sticky Selections is off by default.

Lock Selections
Lo Locking selections prevents any changes to the selection status of files when clicking or clicking
and dragging. Note that this only applies to actions of the mouse. You can still change selections with
toolbar buttons, menu commands and the keyboard.

Selecting by Keyboard
You can select and deselect files and folders in the contents window using the Space Bar or the Arrow
keys along with the Shift and Ctrl keys.
e Space Bar to select or deselect
o Shift+Arrow keys to select as highlight moves
o Shift+Ctrl+Arrow keys to deselect.

To select a range of files starting with the current one, hold down a Shift key while using the Up or Down
Arrow keys to move the highlight bar. To deselect a range of files, hold down the Ctrl key along with the
Shift Key.

Note: Selecting and deselecting files with the keyboard can be done even with the selection status
locked. Locking only prevents the selection state from being changed with the mouse.
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Selecting by Patterns, Date & Times, File Sizes and Attributes
Selecting Select | Select... from the main menu displays a dialog box where you can describe the files
yo8u want to either select or deselect. There are both simple and advanced modes. Note that selecting
using this method will not affect the selection state of other files and folders.

Select - Deselect Files '

(%) Select () Deselect

Filenames : :

Enter one or more fle patterns to select or deselact.
e.g *exe o “bmp | =gif or =bak | =tmp | =

Prezz 'Help' for complete details.

@[ bak ;tmp ;2

]

Select - Deselect Files

(%) Select () Deselect

Filenames
Enter one or more file pattems to select or deselect.
&g *exe of bmp | =gif or =bak | “tmp | =
Press 'Help' for complete details.

@ *bak ; *tmp ; "

Lirnit by Filetimes
(%) Find files that HAYE changed ar () HAVE NOT changed

©buing  [Todsy __[v]

) Inthe Last
() Between

File tirnes on which to base the search

Modified [ |Accessed [ Created
Limit by Size

. - [Far unlimited enter -1 ar Zilions']
HEE Offe Zilians [Use MB or KB after size for kilobytes / megabytes)
Limit by File Attributes
Include these Files Exclude theze Files

@al O Matchany O Match Al
C . [ Archive [IModrchive  [] Spstem
] Hidden [ Read Only [] Folders

Lirnit by Shortest Mame Lengths
Path [ B5 %y Filename [ 63 r: Path +Filename  [] 65~

)
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Copying and Backing up Files & Folders

Overview

FileBoss uses its own advanced copy engine (FACE™) for complete control, error detection and flexibility
when performing any copy operation including Drag & Drop.

Unlike Windows Explorer and many other file managers, FACE will notify you and ask what to do if a file

cannot be copied (such as when it is in use by another program). You then have the option as to what to

do, e.g. try again, skip the file, cancel all the rest. Of course you can always just tell FileBoss to log the

errors and continue copying without interruption.

Retry Option on File Errors

If FileBoss cannot perform a file copy it will give you the option of trying again (such as if you have to

close a file that is in use) or just skip the file. Of course FileBoss will log any files that were skipped due to

copy errors.

Flexible Overwrite Options

When FileBoss encounters a file that already exists you can tell it to:

e Overwrite

e  Overwrite only if newer
e Skip

e Rename the old file

e Rename the new file

e Ask

And, of course, each option can be applied to files automatically or you can decide on a case by case.

Optional File patterns to include/exclude

In almost all copy dialogs (and many others as well) you can specify file patterns to be included or
excluded from the operation. This filter is applied to files when folders are being copied or the copy

operation penetrates recursively through subfolders — it does not affect any files that explicitly selected.

Backup (if Hew or Newer) To... |
iR Fias e o
Murmber: 16 Bytes: 0 =
Dlestination:  Free Space: 197.789.983,325
YWheorpnet0l \backuphaccounts v EJ
Optional file patterns to include/exchude: @
| bak ; -*tmp ;- ~** | Global Options
[ Skip erars fjust lng and continue)

().

In this example all files would be copied to
\\corpnetOl\backup\accounts except
those with bak and tmp extensions and
those with names starting with a tilde (~) -
note the minus sign preceding each of the

patterns:
-*.bak ; -*.tmp ; —~*_.*

Multiple patterns are separated with the
semi-colon (;), comma (,) or bar character

If no patterns are entered all is assumed (i.e. leaving the field blank is the same as entering a * or the

traditional *.*).

Remember that these patterns only affect files in subfolders. Files directly selected will be copied no

matter what patterns are entered.

Remove Read-only attribute from CD files

By default FileBoss will remove the read-only attribute of copied files from CDs and DVDs. (Most CD and
DVD burners will automatically set this bit when the files are written to the CD / DVD.)
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Individual Copy Actions

The following is just a brief description of the different copy- | actions | ook options  view
i H = Drag & Drop U
based gctlons. For compl_ete dgtalls on any of these_ @i SR " Sl
operations select some files, click on one of the Actions Al | BackiENeer, St ShitEEr Copy Engine too!
commands shown to the right and click the Help buttonon | %! BeveTo i
: . . 45 Duglicate... Shift+F7
the dialog or better use the Help Guide (press Ctrl+G in - i
. . . # | Copcatenate Files To..,
FileBoss to display the Help Guide.) o
w . Flatten Folders...
| Mare Copy Actions » | [%]| Time Contralled Copying...

Copy Folder Trees...  Chrl+Al+FZ

COpy To.../ Move To.. Paste into Selected Folders. ..
Copies the selected files and folders with complete control By updste... Alb+F7
over many options both simple and advanced.

Backup if Newer...

Files will only be copied to the destination if they don't Backup (i New or Newer) To...
already exist or the source file has been modified more Saurce Fils
recently than the destination file. This is the copy operation | " %' tes. TB1EA02105

Destination:  Free Space: 197.789,983,325

the designer of FileBoss uses most often himself. \CorprelT T sromon, deveresutatle T e Help

Optional file pattems to include/exclude: @
“tmp -~ bak ek shr - ik - 33 Global Options:

Skip emors (just log and continue]

Duplicate...
Creates one or more (up to 1000) duplicates of the selected files or folders

If a folder is selected the duplicate command will create a new folder, in the same place as the original,
but with a new name. All files and subfolders in the original will be copied to the new folder. However if
the option Copy Folders Only is checked only the folder structure will be copied — no files.

If a file is selected it will create a duplicate of the file(s) with a new name you specify.

Concatenate Files To...
Concatenating quickly joins a group of files (typically text based files such as log files) together. And with
FileBoss you can specify what, if any, line-breaks and other characters should be put before and after
each file. In addition you can concatenate files to an existing file or overwrite a file if it already exists.

Flatten Folders...
Copies all files (or files matching the specified filter) to the top-level folder or another folder you specify.
In the flatten folders dialog tell File Boss where the files should be flattened too. You can either enter a
full path or enter SELF.

Entering SELF tells FileBoss to flatten the files to the topmost, i.e. selected, folder(s). So if you have ten
folders selected each will be flattened to the ten selected folders individually.

By default FileBoss adds sequential numbers after the name of any file that has the same filename as one
that already exists. You can change this using advanced options in the Dialog.
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Time Controlled Copying...
Time Controlled Copying is very handy when large copy operations slow down computers or network
traffic. It is also very useful when Windows crashes due to the high number of small files being copied
(hundreds of thousands).
Time-Controlled Copying allows you to:
e Insert pauses between files being copied
e Specify a minimum time that FileBoss spends copying a file. If a file takes a shorter time to copy
than the minimum time specified FileBoss will insert a pause afterward to make up the difference.

o Insert pauses between batches of files, e.g. pause for ten minutes after every 50,000 files have been

copied
e Insert pauses after a specified number of bytes have been copied.

Copy Folder Trees...
FileBoss makes simple work of making a copy of a directory tree without including any of the files from
the original folders. Select the top folder from which you want copy the structure and then use the
Actions | More Copy Actions | Copy Folder Trees... command from the main menu.

You can also use the Actions | Duplicate... command and check the Copy Folders Only option to make a
copy of the folder structure in the same folder as the original.

Paste into Selected Folders...
Select the files and folders to be copied to multiple destinations and then press Ctrl-C to copy them to
the clipboard. Next select the folders you want to paste the objects into and use the Actions | More Copy
Actions | Paste into Selected Folders... command from the main menu.

Hint: Use a Dynamic Virtual Folder to hold the folders you want to paste the entries into.

Update...
Copies files to the destination folder if and only if the file already exists in the destination folder and it is
newer than that file.

Drag & Drop
When files and folders are dropped on a folder in FileBoss, FileBoss’s internal copy engine FACE will be

used to copy the files providing all the features of the other copy routines.
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Renaming

FileBoss can rename one file or thousands most anyway you want. The rename
routines are the easiest and yet most flexible around. Each file can be
individually confirmed (and, of course, changed) or you can tell FileBoss to just
to do it all without asking again. And it can even recursively rename through
folders.

Types of Renaming

Rename 1,657 Selected Entries @

Change Extensions
Change Case
Change Spaces
Add to Filename
Sequence Mumbers Sample: C:\My Documentssy ellovstone 007 kst
Search & Replace

Pattern far Name(z): | elowstone <seqs <ext> |

Sequence Mumber [\zeq) Formatz for D ates & Times
Advanced Formatting i Fo e
: 1Al eplaces: <modified>,
Change to 8.3.Name Start At: 53] Rostye el
Manual Renarning 8 3] S =
Help Mum. of Digits: &) Hy-Zm-d [
Increment By: 1 e are Farmats
teta Flags

<namer {extension> <folder> <pathy <modified> <¢accessed:
<oreated>  <todayr  <seqr [sequence numbers)

Canfirmation Dialog: Display extension with Mame (O £
[] Mo Confimation [pressing OF, wil rename all files immediately)

[ Ok, ][ Cancel ][ Help ]

Select from the list on the left the routine that performs the type renaming you need. The routine shown
above, Advanced Formatting, is the most flexible (and complex). But it does show how to use meta-
variables when renaming. Meta-variables are always enclosed in angle brackets and will be replaced at
runtime with the correct values. For a complete list of meta-variables and how to use them see Appendix
4: Meta-Variables.

Renaming Selected Files
Select the files and folders you want to rename and press Ctrl-R or select Actions | Rename... command
from the main menu.

Renaming Recursively through Folders
If folders have been selected the above dialog will have an extra section in which you can enter optional
criteria for which files and folders you want to rename:

Thig action will be applied to all zubfolders and files

-

Fiename 'What, (%) Files ) Folders ) Bath
Optional Patterns: _'x-bak - 'x-th "

Confirmation Dislog: Display extension with Mame ) o Separately (50

[ Ma Confirmation [pressing O will rename all files immediately)
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Confirming New Names
After you have decided how you want to rename
the selected files and pressed the OK button

Confirm or Edit Mew Filename

Path: S:A\Shakespeare\FPlaps - HTMLYM acbethl

FileBoss will display a confirmation dialog for each Old:  Macbeth1.1.hir

file until you either select Rename All or Skip Rest. New: [MACBETH.11 et il
Note that you can change the suggested filename b

to anything you want before pressing Rename. oot il e sl g o

‘Skip Dne' to skip this file only or
'Skip Rest' to skip all remaining files.

You can avoid this confirmation by checking the No [ iew Graphics
Confirmation box on the main Rename dialog. [ Beeme | [[Resmeal | [ SkipOre | [ SkoRest | [ Hek

Renaming Individual Files
To rename just one file or folder highlight it and press F2.

__// Macbeth Xr 'Hamletr Desktopl aih

Marme  |T&| Ext Size | Type |®
@] copyright bt 177 Firefox D
;g] Full ikl 195,886 Firefox D)
&) Index htrn 2,870 Firefox D=
|g{Macbeth.1.1.html
|@]Macheth, 1,2 html 7,005 FirefoxD |
|@]Macheth 1.3 html 14,482 Firefox D
|®|Macbeth,z3  html 15,512 Firefox D
Sl nacbrk 5 hbwl c can Firafor 1Y

To rename a group of files one by one select them SOV — )&

and then press Ctrl+Shift+R or select e e E s e e
Actions | Quick Rename... from the main menu.

The filenames will then be presented to you one at o

atimeto Change_ "Rename' to rename this file,

‘Rename All' to rename all remaining files,
'‘Skip Dne' to skip this file only or
'Skip Rest' to skip all remaining files.

New: |MACBETH.1.1 exf: | html

[ wiew Graphics
| Rename ‘ [ Rename Al ] [ Skip One ] [ Skip Rest ] [ Help
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Dynamic Virtual Folders

Dynamic Virtual Folders (DVF) provide an easy way to work with files and folders
even when they have little or no relationship to each other on the file system or
network.

DVFs are very much like traditional Virtual Folders except that you can add (just
drag and drop), remove and manually sort entries. They can be created from
selected entries, via a folder picker, empty or from a list of files contained in an
external text file.

Uses for Dynamic Virtual Folders

¢ A common location for frequently used files that are not in the same folder (or not even on the
same drive). These could be files frequently opened in a word processor or graphics program, for
instance.

e Asatemporary holding pen for files that will be deleted or copied later. For instance MP3 files could
be copied to a DVF from various folders to be eventually copied to a portable player.

e When pasting files into multiple folders at the same time collecting the target folders into a DVF first
is a great way to speed up the process.

Four Ways to Create Dynamic Virtual Folders
All of these are created using the commands on the File | New  [ge | find ede gelect son

Dynamic Virtual Folder > menu. But no matter how they are Pl MewEsploreiew  CirkiFS
created once they exist they are exactly the same. Bkl :
| TMews Drynamic Virtual Folder » O Empty
H =5 Tab Properties & Folder Picker...
From Cu rrent SeIeCtlons . . Save Tabs as Group... Bl | From Current Selections
A new DVF can be created from the current selections in 1l Export o i W o
either an Explorer Tab or another virtual folder. Simply make 2 -

your selections and then create the new DVF and the selections will be added to it.

Using a Folder Picker
A new DVF can be created by picking the specific folders it Select One or More Paths )
should contain.

= [y Shakespears |
=[] Plays - HTML
[y All's 'well that Ends wel
[y AsoulLike It
7 Cleopatra
[J=y Comedy of Errors
[y Cariolanus
[ Cymbeline
+ [#]i=) Hamlet

By importing from a text file
Loads a list of files and / or folders into a Virtual Folder where they can be managed just as if they were
the results of a search, i.e. rename, delete and copy. The file is a plain ASCII text file with the full path to
one file or folder per line, e.g. C:\corp data\sales\2008\overview.xIsx

Options are available to specify whether or not you want FileBoss to validate the existence of the files
and whether or not FileBoss should create a navigation structure (add folders) to the list.

Creating an empty DVF
Creates an empty DVF. You can then Drag and Drop files and folders onto the DVF.
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Managing Dynamic Virtual Folders

Saving
Unlike normal Virtual Folders that are the results of a search, DVFs must be explicitly saved or they will
disappear when FileBoss is closed. To save a DVM use the File | Save Virtual Folder | As Complete
Virtual Folder... command from the main menu.

Adding Files and Folders
After the DVF has been created you can drag and drop files and folders on to it and even manually sort
the entries by dragging them up and down.

Hint: When you drop new objects on a Virtual Folder be sure to drop them on empty space or over afile. If you drop
objects over afolder they will be copied to that folder rather than added to the virtual folder.

When you drop new objects on a Virtual Folder be sure to drop them on empty space or over a file. If you
drop objects over a folder they will be copied to that folder rather than added to the virtual folder.

The easiest way to do this is to put the Virtual Folder tab into a tab group by itself and then use an

Explore view to drag files and folders to it. Note that in the pictures below the Tab Group for the DVF has
been moved to the right to make everything easier. To adjust the positions of the tab groups just put the
cursor over the wide bar between them, click and hold the left mouse button and drag right or left to the

new position.
|7+ FilaBoss ¥2 - All's Well that Ends Well = oEs) |7+ FilaBoss ¥2 - ¥irtual Folder 3 A= X
EEHWWEM&NEW&EMWM_WEWM| Pflo Fpd Edt  Select Spt Actions Jook Options  Wiew  Window  Helb |
s O, W [ NN o N ea B [ MO iy 1| i AL NN SN e B M- o WUN TN
A's Well that Ends Well = - ¥ a Yirbusd Folde & X Romeo & Jullst X - X =_ Virbual Foh ¥ % |
| B Al Hame W Ext Size |4 [T E Il Cleapatra Al Hame | Est Sze | & wame |l E
(2 Plays - HTML T R I LTI ) Comady of Ervars sra Wl 261,628 O
O AfsWelthst Ends W | ' piowet 1z heml 7,707 3 Coriolarus #]index hkm 2,79 € amowan 1.3 b
O As You Like t o]dlweli s Bz .. Cymhiaing #]Romeo_xd,.. hinl 2,150 8| abwelzs B
A'C_"n‘”;,a &] flswed. 2.1 kel 19,123 ~=ivng #|Romeo_xd,,, html 22,283 ] Alowell 31 B
‘?_Eﬂ . s Aol 2z bt 7,265 g m:\.m #|Romeo_xd... html 9,656 ] Hambet. 1.1 he
£ Cmbelivg |#]atowel2, 3 Wl o7peg li_':m g ®|Romeo_dd.,. heml 10,127 @ Hamiet 1.3 B
= Hambsk & adowel 24 bl 6,259 T Rulus Cavsr #Romeo_wd... sl 10,464 L Flomeo & Ddisk
o) Herey ¥ #|dhowel 25 hiwd 9,788 £ Loves Labours Lost ®|Romeo_dd,.. hend 14,272
£ Herey VI ] adswets ) il 3,456 ) Macbeth ®|Romec_dd... hind 2,343
e John ® flowel3z  himl 12,371 ) Measure for Measre. | (8] Romeo_dd...  html 4,301
) Ml G & ndswel 3.3 hbml 2,556 ) Merry Wives of Wing | @] Romeo_kd...  hbml 17,322
) L Lo s Lost & flowel.3.4  hind 4,518 () Madsumener Raght’s Dr & Romeo_wd,..  hbml B,677
7 Macheth & Alowed. 3.5 bt 11,154 ) Othelo = #|Romeo_ad,.,  hbmd 19,895
% Manoms for bnnc T | 0 a3 & e 14 A 0 s Pasicles & nmon 44 il Tem §
e > | > < > | &3 e £ * * ¥
(4471461} i ShekespearsPlays - HTHLLARS Well thet Ends Well Albswell2. 3. hird | IC Defauk Sort, Sorts by the tree structure (Cirl+T)

Removing Files and Folders
To remove entries from the DVF only, i.e. not to delete them from disk, select the entries and then use
the Edit | Remove from Virtual Folder... command from the main menu.

Sorting
To sort the order of the entries in any DVF select the entry (or entries) and then drag them to the new
position.
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Exporting Reports

Export to Text File (=3
FileBoss Data Export. tat v | Browse | ﬁ
ance
| Automatically ovensrite any existing output T
Elp

Optional file patterns to includefexclude. [e.q. *.aif | *jpg | *.png | -”"_"]O

- | Set File Pattems

Only Include Selected Entries | Dpen Report after Creation
| Include Column Mames as First Row | Encloze each Field in Double Quatation Marks
| Include Path and E stension with File M ames @ Tab Delimited Carnma O elirnited

Exports all the information in the contents window (the right-window), i.e. filenames, sizes, dates etc.
The data is exported in the same order and in the same format as the columns on screen and in the same
order. To change what is included in the report and the order of the information change the columns in

the Contents window first.
The entries are written to an ASCII text file either tab or comma delimited.

The contents of any tab can be exported no matter if it is the result of a search or a normal explore view.

Exporting a Directory Tree
To export a tree (more than one folder) first create a Virtual Folder by searching, e.g. use the Find | Files...
command from the main menu. Then export the results of the search as described below.

Exporting the file information

Exporting is a simple process of selecting the entries to be exported, File | Find Edit Select Sort
specify a few simple options and then let FileBoss do the work. I
o Select the files and folders you want to export in the List

Mew Explore Wiew Ckrl+F5

window (right-hand window) RakSil=S b
e Use the File | Export... command from the main menu. Mews Crynamic File Set 3
. Er]ter an output filename, select the appropriate options and = Tab Properties
click OK
Save Tabs as Group...
Export Options L Export File List...
Automatically Overwrite Existing Output L

when checked FileBoss will not prompt you for a new name if
the it already exists.

Only Include Selected Entries
when checked only the selected entries will be written to the file. Otherwise all files in the

contents view will be exported.

Include Path and Extension with File Names
when checked the Name field in the report will include the full path and the extension. This
overrides the setting for the Name column in the Contents field. If it is not checked just the name
of each file, without the path, will be written to the report

Enclose each Field in Double Quotation Marks
when checked each field (column) will be enclosed in quotation marks.
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Tab Delimited or Comma Delimited
determines whether tabs or commas will be separate each of the fields in the report.
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Compare, Merge and Purge

Compare Folders, Paths and Drives
The following describes an incredibly powerful and configurable method of comparing, P
merging and purging folders and paths.

Compare
To see a quick way to copy new or modified, and only new or modified, files to a backup or Folders. ..

alternate location see the copy routine Backup if Newer.... It really makes it easy to merge one
folder or path into another.

Use the power of Virtual Folders to Compare
Folders, Paths, Drives and even Network storage areas. Comparing folders creates a new Virtual Folder
with two folders, paths or drives of your choosing and once evaluated arranges the files for viewing. It
also provide complete stats as to how the folders / paths compare

Status | Filename Ext Modified Size  Type L.
im [og brmp 12/18/04 07135 2 359,350 EMP File f
io Diog birnp 08/11/02 20,24 2 350,350 EMP File [

i My Buddy Hugo brmp 05/11/02 20024 2 359,350 EMPFile o
E_ My Buddy Hugo brp 08/11/02 20024 2 359,350 BMP File f
i| Diog In Yard PG O5/07/02 13:36 434,468 JPGFile lf

[ R s v TS

Once compared both Folders / Paths
e can be Merged together
e one updated from the other
o only selected files merged
o |onely or other files copied or deleted
e and much, much more.

Automatic, Semi-automatic and Manual merging
allows you to merge only what you want

Comparison results can be easily used to remove files as well
You can select files by their status (Same, Newer, Older, Lonely) and then do anything with them
you like such as deleting them.

Detailed control if necessary
After selecting a group of files you inspect them individually to decide if they should be included in
any merge operation.

Hide files and folders that are not relevant
so that you can better see and work with files that are newer, older, lonely or the same depending
on your needs.

Almost all of FileBoss's normal file manipulations routines
are available to you so you can clean up the folders or paths

Getting Started with FileBoss 35



Getting Started with FileBoss

36



Using the Command Bar

i Fle Find Edit Select Sort Actions  Tools  Options  Wiew Window  Explorer  Help

e @6 & fE * @

;Explore Search | Copy Paste Drop Mext Favorites  Filker Up  Previous Foriwe
S s Mode - ﬁ ¢ Group - -
@) show *.jpg ; *.brp; *.4F ; *.png - e NP

Showing the Command Bar
Press F8 to put the cursor in the Command Bar ready for typing or pasting. If the Command Bar is not
visible pressing F8 will display it first. Pressing F4 will open the drop down list of previous commands. To
get a list of available commands type Help and then press enter. To get the syntax and options for a
particular command type the command followed by a question mark and press enter.

Hint: Once the focus has been set to the Command Bar pressing F8 will select all of its text. Pressing it yet
again will deselect the text and place the cursor at the end of the Command Bar ready for more text to
be typed.

You can also display the command bar by pressing Ctrl-F. This will display the Command Bar if it isn’t
already, automatically type in the command Find and position the cursor ready for you to type the
filename or pattern to locate within the current tab. (Shift+Ctrl+F opens the global Find Files dialog.)

Direct Path Entry
Enter a full path to display that folder in the current Explore view (if the current tab is not an Explore
View FileBoss will create a new tab to display the folder in). If the path is to a file instead of a folder
FileBoss will display the file’s parent folder.

E@|C:'I,Projects'l,DDcuments'l,Graphics |v|e P

To force FileBoss to display the entered path in a new tab put the new command in front of the path.

E@|new Ci\Projectst Documentstaraphics |v|e PR

Meta-folders and bookmarks can be used in the Command Bar as they can be most anywhere else a full
path is needed. Just enclose the meta-folder or bookmark within angle brackets.

E@Hmydocuments} |v|© R

Other Common Uses and Quick Samples
Note that there are many more commands available for the command bar and many of the commands
can be chained together so they will execute one after another. For complete details type Help into the
command bar or use the Help Guide (press Ctrl-G from within FileBoss).

Set a filter to display only specific files
show *.bmp ; *.jpeg ; *.jpg

Set a filter to hide specific files
show -*.bak ; -*.tmp ; -*.0bj ; -~*

Hide all files or folders
hide folders
hide files

Show everything (cancel all filters and hide commands)
show all

Getting Started with FileBoss 37



Select or Deselect files
SELect *.bak ; *.tmp ; .obj ; ~*
DESelect *.bak ; *.tmp ; .obj ; ~*

Start a new instance of FileBoss in Administrator mode (mostly for Windows Vista)
Run as Admin

Go to a specific file (or one of a group)
find OurVacation.doc
find *marog*.jpg ; *marog*.psd
(Use Ctrl+F to show the command bar and enter Find command word)

Display a specific folder in the current tab
C:\Users\FileBoss\Documents
<my documents>

Display a specific folder in new tab
new C:\Users\FileBosslsGreat\Documents
new <my documents>

Separating filenames and patterns

Filenames and patterns can be separated with semi-colons, commas, or the bar character (;, |). Leading
and trailing white space is removed. A minus sign ( - ) before a pattern or filename means to exclude any
file matching the pattern. Exclusion takes precedence over inclusion.

Using Bookmarks and Meta-Folders on the Command Bar
Meta Folders are short names for special folders used by Windows, e.g. the My Documents meta-folder

represents the actual path to the folder Windows uses to store your documents, typically something like:

C:\Documents and Settings\FileBoss\My Documents

Meta folders are enclosed in angle brackets and can be used like a normal path, e.g.
<My Documents>\Letters

Bookmarks as meta-folders
Bookmarks are also treated as meta folders by FileBoss so you can insert a bookmark name in the angle
brackets to specify the full path of the bookmark.

Enter any bookmark to go directly to that folder. Bookmarks must be enclosed in angle brackets just as
any other meta-folder, e.g. <Pictures of Mom>.
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Getting Help

The Help Menu

The main Help menu provides quick access to FileBoss’s extensive help file.

The Help Guide
The Help Guide (Ctrl-G or Help | Show Help Guide... from the main menu) displays a docked or floating
window providing quick access to many useful topics in the main help system. These topics also provide a
great overview of what FileBoss can do for you.
e Double-click an entry to display its topic in help window
The Help Guide can remain open while you work
Closing the Help Guide will not close any Help Windows
Floats or docks along the edges of the workspace
To float a docked window double-click its title bar. To dock it again either double click again or drag
it to the new place where you want it docked.

{7 Finding Files
(= Copying, Duplicating & Merging

{7 Make Duplicates of Files. Folders and
=

=

&=

{3 Comedy of E
{3 Coriolanus | = ! E
{3 Cymbeline i ¥ :

] Advanced Drag & Drop
Renaming Files & Folders

“Working with Large Folders & File Syst

o -

DHam\et.‘l.S £ Fixing too Long Filenames

iHan‘dét_:Z:_‘l £ Cleaning Falders

@ Hamlet 2.2 € Flatten Folders

Ham\et.a.'l ¥ Copy Mames to Clipboard

' amlet, 3.2 £ Compare, Merge or Purge Folders & Pz

#} Change File Times & Attiibutes -

]0 | Change Advanced MTFS) FiIT Attllibusi_‘_'..
1l >

Contact Support
By email: support@TheUtilityFactory.com, by phone 425-296-6838

Help on the Web
For a complete list of downloadable PDF documents, help files and other material visit
www.TheUtilityFactory.com/support

To find out more about any of FileBoss tools and file management functions visit
www.TheUtilityFactory.com/tools

To purchase FileBoss go to
www.TheUtilityFactory.com/buy

To download FileBoss go to
www.TheUtilityFactory.com/download
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More Good Stuff...

Image Viewer
FileBoss' viewer allows you to see the current image (as a thumbnail, full sized or zoomed) without
interfering with your work. You can rename, copy, delete or perform any other file operation making
these operations - and most importantly the decisions behind them - much easier.

To show or hide the Viewer
e Select Window | Preview... from the main menu
e or click its tool bar menu item on the Windows Button
e or press Shift+F5 to switch between Thumbnail and Regular Views

To change between Thumbnail and Regular views
Double-click anywhere in the preview window

Docked or undocked

Marne: Ext i

Sohev 2003 Image Viewer =
IC3)5now Feb 2007

Iikki & Rosena at Gre...  JPG

7080408 ipg

[Nk -2 Aug 02 - 2 T .

Epikdi - 2 Aug 02 - 1 PG

@ Thumbs db

¥ ikt June 02 #16 PG

B ik June 02 #14 P

[ ik June 02 #15 P

%] rikt Jure 0z #z2 PG

¥ ikt 20ne 02 #21 P i Help Guide - 3 X
Nikki June 02 #20 G 2 %7 Step-by-Step Guides S
Nikki June 02 #19 F& - Intoduction to FileRoss 3|
Nikki June 02 #18 G (= FileBoss's User Interface =
[Enikki 2ure 02 217 Fa iy Aranging Yiew Tabs

Nikki June 02 #13 Pa o what's New inVersion 2.0

¥ ikt June 02 #12 PG {7 Finding Files

Nikki June 02 #11 Pa (= Copy, Duplicating & Merging
lek| June 02 #10 Pa {55 Make Duplicates of Files, Folders
¥l pikld Tune 0z #09 FG [se] (=7 Advanced Drag & Drop [se]
<_I n | [L] (€] & I | [)] i
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The History Windows and Logging

| Summary - I X

S:\Shakespeare"Plays - HTML\Hamlet -
Found 24 files with 716,453 bytes

12008-04-07 22-54-24 Copying Files to: TAS_Backup®

18 copied. 0 not copied
Mew: 18 Files, 278,382 Bytes

2008-04-07 F2-54-25 Finished — Copying Files to: TAS_Backup®.

Fl T 3

En Summary $ Dretails -]" Errors

18 (278,382) | Copy the selected files to the Clipboard (Ctri+C)

There are three history windows: Summary, Details and Errors. Each has a separate pane in the Results

Window and each can be recorded to disk individually.

By default FileBoss displays the history windows at the bottom of FileBoss'
application window. This docking window can be docked to any side of
FileBoss' main window, floated anywhere on your desktop or turned on using
the Window | History Window main menu command (or Ctrl-W) .

Or click on the History entry in the Windows drop down button menu.

Note: Entries are recorded even when the History Window is not open. So if
you want to see what just happened you can open the Results Window and
any recorded actions will be there.

Entering text into the History Logs

=

Wind s

@ Helpcuide  Chl4G
| Hiskaory

~i | Preview Shift+F5
@ Drop Zones  Chrl+F8

Text can be entered directly into any History log using the Command Bar. To do so press F8 to show the
Command bar and put the cursor in it and then type either LogS, LogD or LogE (for the Summary, Details
or Errors log respectively) and then the text you want entered. You can use meta-variables (see Appendix

4: Meta-Variables) to enter current dates, times and even the current user name.

e.g. LogS Started backup of drive D: at <now> by <user>

Setting up the History Log

How the Result Logs are displayed and recorded to disk can be setup using the Result Logs options page
shown below. To display this options page use the Options | Program Options... command from the

main menu and select the Results Logs panel.

Summary Log

Lines to Display: 240 [Between B0 and 10.000]

Save to File: |FileBoss Summan. log

Detailz Log
Lines to Dizplay: _1DDD | [Between B0 and 10,000)

[15ave taFile:
Ermorz Log

Linez to Dizplay: 00 | [Between B0 and 10,.000]
[15ave taFile:

‘wihen Saving Logs Ta Dizk Files
Clear Laqg Files Every Time FileBoss Starts Wam when Size

[ Clear Log Files Every Day Exceads | 2000 KR
[1Mew Log Files Every Day
Log File Yiewer: E”':'lEF'ad-EHE
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Copying Filenames to the Clipboard

_E:Iﬂ Select  Sort  Actions
E‘, Copy Chrl+iC
[EL paste Chrl+y
Copy Mames to Cliphoard b | Current Filenarme Fi0
Find in Tab » | Current Filename no Path Chrl+F10
Bl Mew Folder Ins Selected Filenames Shift-+F10
= Abkributes Chr4M Selected Filenames no Paths  Chrl+-Shift+F10
Properties Alb+Enter
Refresh Folder Contents  FS

Copy filenames
(with or without their full path) to the clipboard in a format of your choosing.

One filename or thousands
with or without the full path, can be copied to the Windows Clipboard.

All Selected Names or Just the Current Name
can be copied. So you don't have to stop selecting files for some other operation just to copy one
filename to the clipboard

Just the Name or the Name and Path
can be copied using different commands and hot keys. For Example you could copy to the
clipboard just the text FileBoss.exe or C:\Program Files\FileBoss\FileBoss.exe.

The Format of the Copied Text is Up to You
since you can specify what comes before and after each name or group of names (such as
quotation marks and line feeds).

Complete logging of what names was copied and how
Thee Summary and Details panes of the Results window will show you exactly what was copied to
the clipboard.

Controlling the Format of the Copied Filenames
Use the Options | Program Options... command from the main menu and then select the Copy
Filenames panel from the list on the left side. That will display the following options for copying file
names to the clipboard.

‘when Copying One Filename
[The Currently Highlighted Entry)

Before: After :

‘w'hen Copying Multiple Filenames
[&ll S elected Files, whether one or thousands)

Location Characters Mewline Tab
Before First: O O
Befare Each:

After Each: |
After Last: O
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Clean Folders and Intelligent Delete
FileBoss's, Intelligent Delete deletes all files (or

the files that match the optional file patterns) in a

folder and all subfolders. If it finds files that can't
be deleted it still continues to delete all the rest
(unlike Windows Explorer and other file
managers.)

For example it might be used to remove backup or

intermediate files that aren't needed any more.

Clean Files from Folders '.M
Lok J
Optional file paltems to include/exclude: & | Cancel |
| kS v |z |  Help |

| Clean sub-folders Loo | Delete empty sub-folders

@ Delate files permanently or send them to the Recycle Bin
[MNote: Recycling a laige number of fbes iz much, much slower than just deleting them)

You can easily specify multiple patterns by separating them with semi-colons or the bar character, e.g.

*.bak; *.tmp; ~*.*,

In addition - and as an option - FileBoss can delete any folders that are empty after the cleaning process

has completed.

. . m‘ Tools  Options  Wiew
Touching Files 2l comr o, -

By touching files you can:

e Change the attributes and times of one file or thousands b Change attributes...

e Change Modified, Accessed and Created times | Touch e

e Set or remove file attributes Adyanced v

x Delete. ..

And when folders are selected you can touch files recursively through €| Rervee. .
subfolders Last Command Again alk+Z
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Starting and Closing FileBoss

Sometimes you may want to start FileBoss as if it has just been installed or
without opening previously open Tabs. If you experience problems starting
FileBoss this is a good way to test if the problem is connected with any of

FileBoss’s setup files.

Resetting all Options
To start FileBoss and reset all its options and / or without reopening any of
the windows that were previously open, hold down the Ctrl key while
FileBoss starts — from the time FileBoss’s icon is clicked until the Startup
Options dialog appears (as shown at the right).

You can then decide how to start FileBoss.

FileBoss will remember when it is started this way and when you exit it
will ask you if you want to save the new options and settings or not (see
below). If you answer ‘No’ then the previous options and settings will be
used the next time you start FileBoss.

Exiting without saving options
This dialog will appear if:
e You started FileBoss using the Startup Options dialog (see above)

e You hold down the Ctrl key when you select File | Exit from the main menu or click the

‘X’ in the upper-right corner of FileBoss’s application window

FileBoss Exit Options

Exit Optionz
() Momally

s: () Remove Flegistry Entries

Prafile Options

Frofile Letters allow pou to save FileBozs zettings in different
groups for later recall, even when starting FilsBoss.

Flease click the 'Help' button below for complete detail: before
uzing this powerful feature.

Current Profile Letter is: MNone
Select a new profile letter or 'Default’ Diefault [+
0k, l [ Cancel ] I Help

FileBoss Startup Options @

Haw would you like ta start FileBoss?
~) Mormally

@ Mo optionz, ettings or previous Windows
() Select what to load
Program Options
Toaolbar & Window Settings
Frevious Yiews
Optional Special Prafile
Current Profile i Mone

Select new prafile: |Defau|t v|

| Ok | | Cancell | Help I
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Configuring Toolbars & Menus

Both the menus and the toolbars are completely configurable. The best way to Main

configure either is to enter Customize mode which will not only display a Edit
configurations dialog but also allow you to drag menu items and toolbar Command Bar
buttons to other menus and toolbars (and between menus and toolbars. Action

Seleck

To enter Customize mode right-click over any toolbar and select the Customize

Hide:
option at the bottom of the popup menu as is shown at the right.

Explore Wiew

wirkual Folders View

Dwnamic Wirtual Folders Yiew

Customize, ..

Adding Buttons

Drag and Drop menu items on the toolbars (be sure to hold down the Ctrl key so that the item is added
to the toolbar rather than moved to it and thus removing it from the menu.

Moving Buttons Ol 2l® &« ~+ & =

Buttons can also be dragged around and between _File Skicky || Windows Mew Favarites  Filker Up  Previo

. . Times = | Seled* e =
toolbars to put them in a different order. ——— Reset
Customize Delste

Deleting ButtOﬂS Tooilgars | Mame:  Sticky Select

To delete a button or menu item simply drag it off the A Copy Button Tmage

menu or toolbar. e ; il

|[7] Main Ress age
Adding Group Separators BB el Edit Button fmage...
. . Comman
To add a separator be_tween buttons right-click the |[#] axction Change BlittonThage. ik
button and select Begin Group from the popup menu. E'-Iadlzct Detadlt Sivlo E
- Explore Text Only

Other Actions o IET vt P nage g Test

Be sure to right-click over a button while in [ oynamic =

. . . egin a kol

Customization mode to see all the other options e

available.
Adding Buttons to One Toolbar [ cose J[ reb

Another way to add buttons to a specific toolbar is to
click the small down arrow at the lower-right of the toolbar and then follow the menu(s)

PP om O Ee =

;Explore Search  Drop File  Sticky | Windows
./ - Mode ~ Times = Select - =

=

| Add or Remove Buttons rﬂ.’j

:t',III I
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Options and Settings

FileBoss is extremely configurable. All configuration settings are accessed using the Options | Program
Options... command from the main menu. The main options dialog has a list of available option groups,
most of which are shown below.

But some of the most common settings such as the appearance of the toolbars and overall look and feel
can be set using the Configuration Wizard. To start the Configuration Wizard use the
Options | Configuration Wizard... command from the main menu or press Ctrl+Alt+W.

General Startup
Initial Explore Folder
E:IZ:?;;Z;?LED'&I:Z: :[tuhr::::s] [ Set Actions for Touching' Files... () Desktop () Last Folder () Maone - Mo Default Explorer will be Displayed
[ Automatically S ave Changed Images (O Specific Folder:
[ Always On Tap Reopen Last Windaws
Auto Locate Entries ®ve: ONo
[ Darken Inactive Tabs Explare Wiews Yirtual Folders Yirtual Folder Definitions

Restarting FileBaozs with Windows
@ Never (O Alwaps (O Only if Open When Windows Last Closed

Miscellaneous
Show Splash Screen
[ &sllows only one FileBoss at a time.

Default Drop Action: (%) Copy O Move () Create 5hartcut

Layout Windows Integration
Toolbars Use FileBoss as Spstem Viewer for Folders
Style: @ Diplimized [loon and Tex] &pply changes to these tookbars Diives: (O Mo () List on Right-Click Meru (3 Make Default Action

File Folders () Na () List on Right-Click Menu (&) Make Default Action
O lean Only Al

) loon with Text Below
() leon with Test on Side
() Text Only

Open in an existing FileE ozs window if prezent

Size:

Feset Al ko Defaults

General Theme
(%) Modem [default] ) Efficient () 0ld Schoal () Flat & Square

() Wee [designed for windows Yista)
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Comparing Folders

File Times
Comparizon rezolution |1 Seconds |w
Time Zone Offzet

Offset File Times in 2nd Path/Folder by 0 Hours

[ 5kip Merge Contral when Comparing Folders

Explore View
Folders
() Don't Show (8 Putat Top () Put at Bottorn
Favarites
Include Currert Drives
Sort = o
A Top () &t Battom O Mo
Show Descriptive Drive Mames
Display Test

Tab & Tite Bar Text (O Full &) Mame Only (O Rook + .. + Name

File Filtering

Define Filename Filters. .. D efine didvanced Filker. ..

Copy Files

Copy Filenames

Confirmation Meszage

[ Alwaays
# of Top Level ltems Excesds:
Wwhen sub-items will be copied

Default Options

Clear Read-Only bit when copying files from CO2/00Ds
Don't Change &ccess times of files being copied

Fesult Logs
what torecord: &l () Copied &) Mot Copied (O

Don't record when target doesn't exist and the 'Copy only if exist’ option set
Miscellaneous

: E <- Changes default options for copying files. Default
Eapyificzbislon optionz are set when the Copy Files dialog iz in Simple
mode [i.e. the &dvanced area is hidden).

‘when Copying One Filename
[The Currently Highlighted E nitry)

Before: After :

‘when Copying Multiple Filenames
[&ll Selected Files, whether one or thouzands]

Lacation Characters  Mew Line Tab
Befare First: Il O
Before Each:

After Each: |
After Last: O

All Tabs

Specific Tab Type

This parel containg options that affect
all types of views, Virtual Folder,
Explore, Compare folders & Drop
Zones.

& Contents View Info Balloons
@ Miscelansous
Sticky Select
O Display File Size in K.
O 5ot Sizes from Biggest
O Sart Times from Latest
O Show Drive Names

Wiew specific settings, such as which
columnz are displayad and windaw
colors can be zet in the panels for
each type,

These aptionz change the default
ophionsz for new 'wWindows.

To reset all cument windows check
the box 'Rezet all open windows o
default columns and colors' below.

For more details click the 'Help'
Button.

[ Beset all open windows to default columig and color

& Columns to Display Falder's Pane

& Tope of Filz lcons Background
O MNone
O Drive, Folder or File Tent -
® Ful

& Folder Names Display Details Pane
@ MName Only Background
QO Path & Mame

Text - @J
Highlight ltemsz
Foiders 4 [ [¢Pick]
Drives: [] [0
Search Roote: -

Focus lbem: < Pick
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Date Formats

Drop Zones

Examples for: 31 Oct 2005 at 11:15am
Dates & Times Dizplayed along with Files in Contents Window

Copy/Mave Engine for Dropped Files

Created;| %m%d/%y ZH:2M 2 | 10/31/0511:15 O Windows () FileBoss Setup FileBozs Copy
Modified: | #m%d/ %y ZH: %M | 104305 11:15
Arcessed:| M/ %diZy e | 10/31/05
[ Help for File Time Formats
Dates & Times Entered in Dialogs
D ate: | MM-dch oy - 10312005 [+
Time: HH:mr:sz =» |11:1500 :
l Help for Dialag Entry Farmats ]
Set Defaults: I Month - Day - Year ] I Diay - Manth - Year ]
Warnings & Hints Result Logs
Summary Log
“warnings - Actions
] Lines to Display: 250 [Between 50 and 10,000)
Dwerwriting Set..| Merging ;
[ 5ave to File:
Set..| Touching St | Changing Attributes & Times Detailz Log
Set...| Recycling Set...| Deleting Lings to Display; 500 [Between 50 and 10,000
Reset &l to Defaults [ 5ave taFike:
Errors Log
Eonfim Recycling Confim Delstions Lines to Display: 230 [Between 50 and 10.000)

Deleting Falders in Mavigation “WWindaw

(%) Canfirmn () Mever () Delete withaut Confirmation

Hintz & Confirmations

(®NoChange (O TumalON (O Tum all OFF

[] Save taFile:

‘“when Saving Logs To Disk Files
> Wwiarn when Size
Ewcesds: | 2000 KE

Browse

Lag File Yiewer: notepad exe

Advanced

Advanced 2

Explorer Wiews

] o Explarer File Filker (2.0, * ss] o reactivate when FilleBozs Starks
Automnatically open a new Explare Wiew if all other Views are closed
[ Fast Folder Mavigation [default setting for news E xplore Views - Chi+K)

Explorer Update Latency: 1000 millizeconds (1000 =1 zecond)

Handling Hidden Entries ‘\When Saving/Loading airtual Folder
Save Hidden Entries as Hidden

(%) Ask when Loading ) Unkide when Loading () Keep Hidden
File Time Rezolution

[Uzed for comparing file times in Copy/Move

Time |1 Se_c:onds ™| operations. Change only if critical.]
Default Folders and Options File

User Data Folder C:ADocuments and Settings\FileB ozz'My Docurments

QWITE

Program D ata Folder C:ADacuments and Settingz\FileBozs\My Docurnentsh

Dptions File C:A\Documents and S ettings\FileB ozz\application Data

Right-Click. Help for Dialog and Menu ltems
[ Disable Right-Click Cantest Help for Dialag Cortrals and Menu ltems

Miscellaneous
Ma Default Text Search
Al [nteligent Yiew S croling
[ Allow FileBoss to be resized to a small title bar
[ &llow scamning through mounted drives
[ Dot allow sermi-colors and cormmas [ Jin place of the bar character [ 1],

I aimum number of Explore ‘Windows open simultaneouzly [1-50] 25

Receiving application time out in geconds (10 to 300] 30
Copy/Maove Engine when Files are Dropped on a FileBoss Windaw

(%) FileBoss | Setup FilsBoss Copy

) Windows
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Appendix I: Screen Shots

Copy and Associated Actions

All of these dialogs represent routines that copy selected files. You can access these routines using the

Actions main menu.

Copy Files - Simple

Copy Files - Advanced

Copy Files

Selected Folders and Files:
Folders: 0 Files: 273,598
Destination:  Free Space: 197,789,983 325
“WCorpretll hehB ackuphs ales

Bytes: 31,476.074.816

- IBrowse] | Cancel I

) (i

Optional file patterns to include/exclude: @
. bmp ;S tmp ;-

Ovwenwrite E xizting Files? Wwiarnings
[ | Yes [ Hore
2 (2 Only If Newer [V] Hidden [V] Syztemn
Rename [V] Read-Only 7] duchive
©) New File : ¥ EXE MNewer
© Esisting Fie 171

Advanced

[ Skip emors [Don't ask - just log and continue]

L7 )

Backup if Newer

Copy Files ==
Selected Folders and Files:
Folders: 0 Files: 279,598 Bytes: 31.476,074.816
Destination:  Free Space:  197.789.933,325
SWCorpretd] we\B ackuphS ales - | Browse] I Cancel ]
Optional file patterns to include/exclude: @
“bmp ;- tmp - A >
Ovwenarite E wisting Files? ‘wiarnings
) Mo © Yes [ Nane
@ Ask (0 Only IF Mewer [¥] Hidden [ System
Fiename [V]Read-Only ] duchive
O MewFie [V]EXE [V] Newer
b rirr e 0 ol 7]
(") Ewxisting File
[ Skip emors [Don't ask - just log and continue]
Advanced Options
Altributes of Mew Files Dates of Mew Files
o
Change Add Remove @ Original () Naw  (0) Specified
- B B 02-22-2008 0:45:29
Read-only ) Sl S
Hidden @
System @

[ Copy Only if &rchive Meeded [T Remove Archive Flags
[ Copy Only if T arget Exists [ Copy ta One Faolder
Fietain folder stucture when copying selected files

Glabal
Optianz

Create Duplicate Files

Backup (if New or Newer) To... R == Create Duplicate Files R
Source Files Sowce Fies
MNumber: 120,557 Buytes: 16.126,802.105 Number: 0 Bytes 0O ¥
G
Destination:  Free Space: 197,789,983,325 Pattem fos rews Flenames - .
WCorpnetl T hprogram_deswhexecutable - 7 - Help
Optional file pattemns to include/exciude: 2] Insert Whens Global Opbions
kg ;- -bak %ok ;b - Rk - Global Optians NM- Belore @) Afer Replace
[ Skip ermors (just log and continue) Exdtenion Belore After Replace

Replace *? of "csag> with
Hum. of Digits: 3 . Stat Al 1

Sample for: “C:-\My Documents\FileBossl:Great bd'
FileBosslsGreat [0 ) ket

The patbem val be inchuded in the names of the
dupicated files at the indicated posion

A question matk (7] of <seqr meta-flag will be replaced
& LNiqUS SSqUusncs Mumbe.
Fes complete detals and examples click Help’

Copy Folders Only Mumber of Copies 1 |
Skip emors (et log and cortinue|
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Replicate Folders

Concatenate Selected Files

Replicate Folders

[ 5

Source Files
Mumber: 1
Caneel
Destination:  Free Space: 16,185,867 520

Help

S:AShakespearePlays - new - | Erowse |

The zelected folders and their subfolders will be copied to the destination without
copying files but retaining their tree stucture.

If the target folder exists but subfolders do not the subfolders will be created in the
exigting root level folder.

Flatten Folders

Concatenate Selected Files

Oushpust File
[:\LogFies\conglomes ate. ixt
Append ¥ fle et (otheswise any existing fle will be gvemwitten)

Lioeaticn
Before First

Characters Mewline Tab
Before Each ¥

Altes Each
Altes Last:

Cancel

| Except First

Help

Time Controlled Copying

Flatten Selected Folder(s)

Destination: [Enter 'SELF' to copy all files to zelected folders]

-2 s
k.
S:\Shakespearshall Plaps * | Browse

[ Concel |

Cancel

Optional file pattems to include/exclude: @
* htm ;= hitral

Help
Advanced

-

[T1iSkip erors [just log and continuef

Time Controlled Copying

Source Files

Folders: Files: 13 Bytes: 34,629
Destination:  Free Space: 197, 789,983,325

WWCorpretISB ackupSales + | Browse

Optional file patterns to include/exclude: @
*doc ; "dock ; “uls ; t sk - »

k

Skip errars [just log and continue)

Time Contolled Copung
- &ll times in millizeconds -

7] Pause 10000 = millisecs every 10000 Eg%?gées

| Pauze after individual files

Pauze after every file for: opl=]
. . ) = || millizeconds
Minimum copy time per file:

| Pauze 2502 50000

millizecs every files

5|
-

Cancel
Help

1.000
millizecs
equals
one
second

3,200,000
millisecs
equals
ane haur

Advanced
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Find Files Routines

The following dialogs are available from the Find menu

Find by Name

Find Recently Modified

Find Files

[0 [

Find Recently Modified, Accessed or Created Files

Pathls] | D% My « | Browse
B[ Pattem(s] | "ipea ; tf ; “bmp =

[] Inchude Subfolders [T Inchude navigation struchure in results

Find: @ Files () Folders

"1 Both

[ook

[ Pathis) | <my documents> -

Cancel
Help

Find Unused Files

Cancel
Help

2] Patterns) | *.doc ; *.dox 5

[¥] Inchude Subfolders [T Inchude navigation structure in results

Find: @ Files Folders

i Both

Find files that have changed

@ During Today -
() Inthe Last
(7) Between

File Time on which to base the search
[¥] Modified  [] Accessed [ Created

[ 2 [

Find Text in Files

Find "Old’ Files by Madified, Accessed or Created Dates

[ B

Find Files Containing Text

Path(s]

WCorpnet1 4backup ; \\Corpnet024backup -

[¥] Include Subfolders [ Include navigation structure in results

Find: @ Files (" Folders

) Both

Find files that hawe NOT changed

) During
() Between

- File Time on which to base the search
[] Modified [] Created

[ Aocessed

(L hee ]

Help

Find Long Filenames

K

Path(s]

<my documents> eviews -

= Cangel

Help

00§

[@]iinclude Subfolders [T Include navigation structure in results

Text o Pattern to Find:
no good

- Test

[T Mateh Capitalization

Search method

@ Mormal ) Exact (@RI

Find by Attributes

Find Long Filenames and Paths

[ B

Find Files by Attributes

Path(s]

CA:DA -

[¥] Include Subfolders [7] Include navigation structure in results

Find: @ Files Folders

" Both

Find path and/ar filename lengths equal ta ar langer than

Fath + Name [¥] 285 128>

Fath [

Filename  [¥] 642

OK

Cancel

A0Hg

Help

Find by NTFS Attributes

Path(s] | ““Corpretdl\backup -
o Cancel
[¥] Include Subfolders [7] Include navigation structure in results Help
Find: @ Files Folders (7 Both
Include Exclude

181 @ Match iy ©) Match &l

[¥] Anchive: [T No Archive [7] fuchive [7] Na Archive

[¥] System [7] Hidden [ System [7] Hidden

[¥] Read Oniy [7] Directories [T Read Only [ Directories

Show NTFS Attibutes |

Find by Size

Find Files by Attributes

Find Files Based on Size

Path(s]

WWCorpnet14backup -

[¥] Inchude Subfolders [ Include navigation structurs in results

Find: @) Files (7 Folders () Both
Inclhude Exclude
Al @ Match sny ) Match Al
o [ Auchive
[¥] Spstem [ Gystem [T] Hidden
[@ReadOnly [ Dfisctories [FlReadOnb [Tl Ditsctories
Hide NTFS Attibutes |
Advanced NTFS Attibutes
Include Exclude
[] Temparary [ Compressed [ Temporary [7] Compressed
[] Encrypted [ Offline [ Encrypted
[] Mot Indexed [T Not Indexed
[ Sparse [ Sparse

Path(s) | C:\ -

[¥] Inchude Subfolders [ Include navigation structurs in results

Size of Files to Find in Bytes  [Follow size by 'K for Kilobytes or '’ for Megabytes]

From: 1= o Zillions =] (For unlimited enter -1 or Zillions')
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Advanced Find

Advanced Search

(L8 [l

Path(s]

[¥] Include Subfolders [ Include navigation structure in results Help

Cancel

Templates: [

] l Save as Template

{9] Limit by S earching for Text

[+ Search Teat Undefined

{¥] Limit by Filetimes -

@) Inthe Last

() Between

{¥] Limit by Size
From: 0 to Zillions

[¥] Limit by File Attributes
Include these Files

@ Find files that HAVE changed ar (71 HAVE NOT changed

[For unlimited snter -1 or Zillons']

@Al © Matchdny  © Match Al
Archive Mo &rchive System [T duchive Noschive [T Sustem
Hidden Read Only Folders [7] Hidden Read Onlp [T Folders
Limit by Minimurn Mame Lengths
Path [] E5 Filename [ | E5 Path + Filename ] &5

Find: @ Files () Folders () Bath

| <set

File times o which to base the search
[@] Modified [ Accessed [ Created

[Use ME or KE aiter size for kilobytes / megabptes]

Exclude these Files
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Renaming Routines

The following are the different panels from the Rename dialog used to rename selected files and folders.

You can access these by first selecting the files and/or folders to be renamed and the using the

Actions | Rename command from the main menu.

Change Extensions

Change Case

Change File Extensions to:

O Upper Case (O Lower Case () Changeto: | html

Sample for FileBozsz iz really coal tat!
FileBozs iz really cool html

Canfirmation Dislog: Display extension with Mame ) or Separately &)

[ Ma Confirmation [preszing OF. will rename all fles immediately)

Change the case of File Mames and / or Extensions

To: () Upper Case () Lower Case Orwhord Cap

Sample for FileBozz iz really coal tat!
filebiogs iz really cool bt

Canfirmation Dislog: Display extension with Mame ) or Separately &)

[ Ma Confirmation [preszing OF. will rename all fles immediately)

Change Spaces

Add to Filename

Haw should the zpaces in the file names be changed?

) Remave

() Change ta;

Sample for FileBozs iz really coal.tat!
FileBaoss_is_really_cool bt

Confirmation Dialog: Display extension with Mame ) or Separately &)
[ Ma Confirmation [preszing OF. will rename all fles immediately)

add Text wWhere
Before Mame Long Beach -

After Mame: []
O
Ld|

Befare Ext

After Exf:

Sample for FileBozs iz really coal.tat’
Long Beach - FileB oss is really coal txt

Confirmation Dialog: Display extension with Mame ) or Separately &)
[ Ma Confirmation [preszing OF. will rename all fles immediately)
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Sequence Numbers

Search & Replace

- Options
Start At: B
- Prefix; |Ve088
Murmn, of Digits: [ Suffix
Incremert By: s [ Inchude Falder Hame

[ Include File Time

Sample for 'C:4\y documentshFileB ozsl sGreat. tat'
C:\My Documentsiyegas 007 kxt

Far even more control uze the Advanced Formatting tab.

Confimation Dialog: Display extersion with Name () or Separately &)

[] Mo Canfirmation [pressing OK. will rename all files immediately)

Text [or Pattern) to Find:

|FileBoss ||
Beplace with: i
FileB ozslsGreat '

[Hirt: Leave'.F!eplace with' blan.k to delete the t.e:-ct.]l

() Normal [* and 7 OK) () Eract 2 UM

[ Mateh Capitalization

Confirmation Dialag: Display extension with Mame ()

i ©

[ Ma Confirmation [preszing OF. will rename all fles immediately)

Advanced Formatting

Change to DOS 8.3 Name

Patterr for Name(s): [<telders-<name> <seqr safe<ext: ™
Sample: C:\My Documentzity Documents-FileBossl sGreatlll zafe txt

Sequence Mumber [\zeq) Farmats for Dates & Times

: 1= Replaces: <modified:.
Startel L {created:, <accessed:
Mum. of Digits: I Zy-Emed v
Increment By: 12
Meta Flage
<namer <extensionr  <folderr «<pathy <modfied> <accessed:
ccreated>  <todapr  <zeqr [gequence numbers)

Confirmation Dialog: Display extension with Mame ) or Separately &)

[ Ma Confirmation [preszing OF. will rename all fles immediately)

Cornvert File Mames to Their DOS 8.3 Equivalent
There are no options when converting file names to the DOS 8.3 format.

Sample for FileBozs iz really coal.tat’
FILEBO™1.TT

Confirmation Dialog: Display extension with Mame ) or Separately &)

[ Ma Confirmation [preszing OF. will rename all fles immediately)

If folders have been selected the above dialog will have an extra section in which you can enter optional

criteria for which files and folders you want to rename:

Thig action will be applied to all zubfolders and files

LR R LB R L LR __REE LR B3 LR __RE_JRJE_BN BRI __JL 38 _BRBE_JRJ__§B}B__§RJ_ |
) Folders ) Bath

g W

Rename What (&) Files

Optional Patterns: | -"bak ;-

Corfirmation Dialog: Display extension with Mame () or Separately (&)

[ Mo Confirmation [prezsing DK will rename all files immediately)
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Appendix 2: Multiple Paths & Patterns

Overview
Most any dialog that requires folder paths or file patterns can accept either simple entries, e.g.
C\Data\My Data and *.bmp
or very complex strings that specify not only what to include but also what to exclude from, most
typically, a search or recursive operation.

This page describes how to use these fields to their full advantage.

Paths Field
C: MMy Music | C: WMy Pictures | C:\My Videos - i

Specifies one or more paths to be searched. For instance to search the My Documents directory on drive

C:\ enter:
C:\My Documents

Including Multiple Paths
Select the drives or paths you want to check. Multiple paths are separated with a semi-colon (;), comma

(,) or bar character (]). You can even specify folders to exclude by preceding the name with a minus sign.
For complete details right-click the field in the program.

To scan the My Documents directory on drive C: and the Temp directory on drive D: enter:
C:\My Documents ; D:\Temp

(The maximum length of this field is over 65,000 bytes.)

Using Wildcards
If you would like to collect files on all of drive D: and in the My Documents and My Installations folders

on drive C: enter the following.

D:\ ; C:\My *s
(Of course, the entry c:\xmy = would search all folders in the root of drive C: which began with My then a
space and end with an s.)

The use of a wild card is restricted to the last element of the path. For instance, the following examples

will not work
D:\*\Backup
C:\My *\*
C:\Program Files\lront*\FileBoss

But the following will work:
C:\My *s
(It would return files in folders C:\My Videos and C:\My Pictures if present.)
To search both the Normal and Nermal directories on drive D: you could enter either:

D:\Normal ; D:\Nermal

or
D:\N?rmal

Excluding Folders
Specific folders can be excluded from the search by preceding the folder's name with a minus sign, '-'. If
the name of the folder actually begins with a minus sign, simply put another in front of it, e.g. "--my
folder".
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Consider the following example:

C:\My Documents ;-Temp ;-Backup ; D:\
Paths to be excluded can contain the normal wildcard characters, * and ?. (Use full paths, e.g.
C:\house\pictures) to avoid excluding all paths, e.g. every folder named 'pictures'. This can be especially
important when using wildcards.)

Note that the order of the entries is ignored: in the above example any Temp and Backup folders will be
ignored on drive D: as well in C:\My Documents

Using Wildcards in Folders to be Excluded
Using wildcards in folders to be excluded is almost exactly the same as it is to use them in paths to be

scanned. For instance:

C:\]-C:\C*s
Would search all of drive C: except for files and folders in and below any root folders beginning with a 'C'
and ending in 's".

Specifying File & Folder Patterns
|F'attern[s] *tmp | = bk |~ v

Enter the names or name patterns of files and folders you want included in the search.

Leaving the field empty is the same as specifying a single asterisk = or the traditional
= meaning include all files.

Multiple File Patterns
Separate multiple patterns with the bar character '|'.

Wildcards in File Patterns
The common wildcard characters *** and '?' can be used when specifying groups of file to be included.

The entry ~.tmp | *.bak | ~= will find all files with the extension tmp and bak as well as all files beginning
with the tilde character '~'.

Excluding Files and Groups of Files
Specific files and groups of files can be excluded from the search by preceding the files with a minus sign,
"', If the name actually begins with a minus sign, simply put another in front of it, e.g. "--notations.txt".
To create a File Set that includes all files except temporary and backup files you could enter
-*.tmp | -*.bak | —~*
(Note that there is no .= or just = in the beginning. Remember that if there is no include specification
then =~ (all) is assumed.

For example these two patterns are equivalent: -=.zip and ~.= | -*.zip (include all files except those with
the zip extension).

User Defined & Default Patterns
While the drop down list box will remember the most recently used patterns, even when FileBoss is
closed, you can use predefined
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Predefined Patterns
Displays a popup menu of predefined file patterns that can be quickly added to
the 'Patterns' field to the left.
You can edit this drop down menu to include the file patterns you use the most
(use the 'Edit Menu' option at the bottom.)
The patterns fly out can hold up to a maximum of twenty entries.

7 =]
~ | Browse Ok
oo

Al

Executables (exe, com, bat)
Backup (*.bak)

Text Search Exclude

Edit Menu...
Help
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Appendix 3: Meta-Folders

Meta Folders are short names for special folders used by Windows, e.g. the My
Documents meta-folder represents the actual path to the folder Windows uses
to store your documents, typically something like:

"C:\Documents and Settings\FileBoss\My Documents".

Meta folders are enclosed in angle brackets and can be used like a normal path,
e.g. <My Documents>\Letters.

Bookmarks as meta-folders
Bookmarks are also treated as Meta Folders by FileBoss so you can insert a bookmark name in the angle
brackets to specify the full path of the bookmark.
Enter any bookmark to go directly to that folder. Bookmarks must be enclosed in angle brackets, e.g.
<Pictures of Mom>.

Meta Folder Names
The following is a sample list of Meta Folders that FileBoss recognizes along with their short
abbreviations.
To use a meta folder simply enclose its name or abbreviation between angle brackets, e.g. <Windows> or
<W>.
You can also add on to Meta Folders such as <Windows>\system32 will display the system32 folder
under your Windows folder.
For those familiar with Windows conventions you can also enclose meta-folders within percent signs, e.g.
%desktop%.

Common meta-folders

Meta Folder Abbreviation
Windows W
Desktop D
History H
My Documents MD
Favorites F
My Music MM
My Pictures MP
My Video MV
Program Files PF
System S
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Complete list meta-folders available in FileBoss

Meta Folder Abbreviation
Windows W
CD Burn Area CDBA
Cookies C
Desktop D
Fonts Fonts
History H

My Documents MD
Favorites F

My Music MM
My Pictures MP
My Video MV
Program Files PF
SendTo ST
StartMenu SM
StartUp SU
System S
SystemX86 S86
Templates T
User Profile UP
Admin Tools AT
Admin Tools - Common <NA>
App Data AD
App Data - Common <NA>
App Data - Local <NA>
Desktop Dir DD
Desktop Dir - Common <NA>
My Documents - Common <NA>
Favorites - Common <NA>
Internet Temp Files ITF

In addition these three special folder names can also be used.
%SystemRoot%, %WinDir%, and %SystemDirectory%
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Appendix 4: Meta-Variables

Meta variables are place holders for information that will
be filled in by FileBoss at runtime when used. Most are
used when renaming files but some are also useful in
other places as well, e.g. when entering comments in one used even when renaming a file in line,
of the log files from the command bar, e.g. logs The
current user is <user> will write that string to the summary | Such as entering the name for afile being
log filling in <user> with the current user and <today>

Renaming In line with meta-variables

Many of these meta-variables can be
e.g. user <today>.log and in other places

duplicated.

with the current date.

Meta Variable

<user>
<today>
<now>
<curyear>
<curmonth>
<curday>
<curhour>
<curmin>
<cursec>

<folder>
<filename>
<ext>
<path>
<created>
<modified>
<accessed>
<seq>
<segbf>

Meta-Variables

Description

Used for renaming files and other places
Inserts the current logged on user’s name (and domain), e.g. Home-Fred
Inserts the year, month and day, e.g. 2008-10-31
Inserts the date and time, e.g. 2008-10-31 11-38-55
The year, e.g. 2008
The month, e.g. 10
The day of the month, e.g. 31
The hour of the day (in 24 hour format), e.g. 11
The minute, e.g. 38
The second, e.g. 55

Used exclusively when renaming files

The parent folder of the current file (only valid when it is known)
The root portion of the filename, e.g. Beach in Beach.jpg
The extension of a filename, e.g. jpg in Beach.jpg
The full path to a file. Elements of the path are separated with underscores
The created date of the file as reported by windows
The modified date of the file as reported by windows
The accessed date of the file as reported by windows
A running sequence number
A running sequence number reset to it starting value for every folder
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Thanks for using FileBoss!
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