
 

 

 
How to execute to File Action Management Action to Network 
Computers 
 
File Actions are created first in the File Management process.  Once the File Action has 
been created you can then use the File Management Actions to: 
 
Copy a File 
Copy a Folder 
Delete a File 
Delete a Folder 
Rename a File 
Rename a Folder 
 
 
The last step in this process is to Execute the File Management Actions that were created.  
Use the steps outlined below to begin creating the File Action.   
 
1.  Select Execute Action > File Action Management > Manage File Management 
Actions. 
2.  Choose the Add File Action button. 
 

 
 
3. Enter a name for the action and click Add. 
 

 



 

 

 
4.  You can now see that the File Action has been created and you are now ready to 
add File Management Actions. 
 

 
 
 
Copy a File 
 
File Action Management allows you to quickly and easily copy a file from one computer 
to all computers on the network.  Follow the steps outlined below to begin saving 
yourself valuable time.  
 
5. Click to select File Management Actions > Copy File to launch the Copy File 
window. 
 

 
 
6. Click the Browse button and highlight the file you want to copy to the other 
workstations. 
7. Choose Open. 
 



 

 

 
 
8.  You will see from the window shown below that the path shows in the first box. 
9.  The destination location will be automatically generated and if you need to make 
a change you can type the new location into the appropriate box.  
10.  Select the appropriate variable from the drop down menu. 
 

 
 
11. Click Ok when finished. 
 
 
 
 
 



 

 

Copy a Folder 
 
File Action Management allows you to quickly and easily copy a folder from one 
computer to all computers on the network.  Follow the steps outlined below to begin 
saving yourself valuable time.  
 
5.  Select File Management Actions > Copy Folder to launch the Copy Folder window. 
 

 
 
6.  Select the folder that you want to copy and click Ok. 
 

 
 
 
 
  
 
 



 

 

 
7.  The location of the folder will appear on the first line.  
8.  The destination location will be automatically generated but you can easily type 
the location of your choice.  
9.  Choose the variable from the drop down menu.  
 

 
 
10.  Click Ok when finished.  
 
 
Delete a File 
 
File Action Management allows you to quickly and easily delete a file from all computers 
on the network.  Follow the steps outlined below to begin saving yourself valuable time.  
 
5.  Choose File Management Actions > Delete File to open the Delete File window. 
 

 
 
 



 

 

 
 6.  Choose the Browse folder icon to select the file you want to delete from the 
networked computers.  
7.  Select the variable from the drop down list.  
 

 
 
8.  Click Ok when finished.  
 
 
Delete a Folder 
 
File Action Management allows you to quickly and easily delete a folder on the 
networked computers.  Follow the steps outlined below to begin saving yourself valuable 
time. 
 
5.  Choose File Management Actions > Delete Folder to open the Delete Folder 
window. 
 

 
 
6.  Click the Browse button to select the folder that you want to delete from the network. 
7.  Choose the variable from the drop down list.  
 



 

 

 
 
8.  Select Ok when finished. 
 
 
Rename a File 
 
File Action Management allows you to quickly and easily rename a file located on 
the networked computers. Follow the steps outlined below to begin saving yourself 
valuable time.  
 
5. Choose File Management Actions > Rename File to open the Rename File window. 
 

 
 
6.  Select the file that you want to rename by clicking the Browse button and searching. 
7.  The second window you will type the name of the file that you want the file renamed 
to.  
8.  Choose the available variable from the drop down list.  
 



 

 

 
 
9.  Click Ok when finished. 
 
 
Rename a Folder 
 
File Action Management allows you to quickly and easily rename a file located on the 
networked computers. Follow the steps outlined below to begin saving yourself valuable 
time.  
 
5.  Choose File Management Actions > Rename Folder to open the Rename Folder 
window. 
 

 
 
6.  Use the Browse button to select the folder that you want to rename.  
7.  Type the name of the folder to the desired name.  
8.  Select the available variable from the drop down menu.  
 



 

 

 
 
9.  Click Ok. 
 
 
Execute the File Management Actions 
 
Once you have created all the file management actions that you would like the system to 
perform, follow the instructions below to execute the commands. 
 
1.  Choose Execute Action > File Action Management > Execute File Management 
Action. 
 

 
 
 
 
  
 
 



 

 

 
2. Select the Action you want to execute by highlighting the item.  
 

 
 
3.  Place a checkmark in the appropriate checkboxes to activate the features listed. 
 

 
 
4. Click the Execute button. 
 

 



 

 

5. You can see the results of the commands under the Detailed Results window.  
 

 
 
 
 
  
 
 
 
 
 


