
Bulk Rename Utility tutorial
1 I have had an unresolved records management issue for years.  I began using a Windows

computer in the 1980s, so my file names were constrained by the 8.3 file name – a maximum of 8
characters for the base file name and 3 characters for the extension.  In an attempt to make these
names more descriptive, I used the extension spaces as part of the naming process; for example,
the extension .LET indicated a letter I wrote (with the name of the recipient in the base file
name).   This practice applied to both my professional and personal digital records.  As time went
on, Windows changed, and not only did the space for a base file name increase, but the extension
became the indicator of the software program that was used to create the file.  Although I have
done a good job of migrating these files from one computer to another over the years, I have
never taken the time to modify the file names of all of these records, instead merely fixing
individual files when I found myself in need of using them.  But now I have decided to clean up
this recordkeeping fiasco, so I went in search of a utility to help me in this process.  I chose to use
Bulk Rename Utility.

2 Here is a screen shot of one of my
folders of professional digital files. 
I have chosen to handle versioning
by placing files in separate folders
based on the academic year, so I
have generally not included dates in
the file names.  As you can see from
this image, Windows does not know
what program to suggest to open
any of these files due to the
nonstandard file extensions I have
used.  I know that I used
WordPerfect to create these files, so
I need to have the extension be
.wpd, but this is problematic to do
in Windows Explorer, even though I
have the system set up to show
extensions.

3 When I launch Bulk Rename Utility,
I use the folder tree in the lefthand
pane to navigate to the folder with
the files that I wish to change.  I can
then see a column of the names of
the files, a column entitled “New
Name,” which will become
important as I attempt various
changes, the file type, and the
created, modified, and accessed
dates.  Most of my files are



sufficiently small that their size appears as 0 megabytes.  Beneath this file list are the various
functions that Bulk Rename Utility can carry out on the file names.  They are numbered from 1 to
13 and will be executed in that order, meaning that more than one change can be executed in one
step, but for the purpose of this tutorial, I have isolated steps to make it more clear which
function results in what change.  In order for the New Name column to display the proposed
changes, I must first select one or more files from the Name column.

4 Having created these files myself, I know that the extension .CIV indicates a file that I created for
my Civics course.  For my first change, I wanted to replace this extension with .wpd, so the files
will automatically open in WordPerfect.  However, I don’t want to lose sight of the fact that these
are Civics files, and the existing base file names do not include this information.  So I need to use
a regular expression for this modification.  After some research in the manual and online forum, I
learned that regular expressions are not quite as simple as find-and-replace.  But by using
parentheses to bracket certain information in my match phrase, I can then use \1 to match the
element (and if I have more than one element bound by parentheses, the second can be matched
with \2, and so on).  Please note: this is a backslash.  By using the regular expression shown here
in Box 1, I can move the Civics designation into the base file name and also change the extension
to .wpd – though for this to occur, I first must choose Remove in the Extension box (which is
#11).  I can see the proposed modifications in the New Name column, allowing me to ensure that
my regular expression syntax is correct.  Then I click on Rename in the lower righthand corner to
complete these changes.



5 Even after I execute these changes,
the file type remains the same in
Bulk Rename Utility.  But by
looking at the file properties in
Windows Explorer, I confirm that
the type of file has indeed changed
with the change in extension name. 
And even more importantly, it
opens as expected in WordPerfect.

6 As I mentioned earlier, this utility
can accomplish more than one
change at a time, but for the sake
of simplicity, I’m showing each
step separately.  So before I go on,
I need to click on Reset in the
lower righthand corner to clear the
command I already executed.

7 As it stands now, my Civics files
include that designation in their
base file names, but in later
years of teaching, this course
became known as ELPS, or
Economic, Legal and Political
Systems, and I used that in
future file names.  So for
consistency, I want to change all
of the files that include the name
Civics to be ELPS.  This can be
accomplished with a simple
replace statement in box #3.



8 After I click on Rename in each of
these steps, Bulk Rename Utility
opens up a dialog box that warns me
of the changes that are about to occur. 
If I click on OK, then . . .

9 . . . the next pop-up quantifies the
changes that just occurred.



10 The next issue I need to address is that as I took notes from the various chapters in the textbook, I
named these files CIVICS.CH1 for Chapter 1.  I already changed Civics to ELPS, but now I both
need to change the file extension to .wpd while also retaining the indication about which chapter
is included in the file.  So after clicking on the Reset button again, I write another regular
expression in box #1.  I realize that it will be simplest to change all of these files at once, rather
than just focusing on those that have an extension like .CH1 or C10, and for readability and good
file naming practice, I also include an _ between ELPS and the rest of the base file name
descriptor.

11 This works well, but I am left
with the problem that the
single digit chapters have CH
before a single number, while
the double digit chapters have
only a C.  After clicking the
Reset button, I put a new
Regular Expression in box #1
that will change the single
digit numbers to double digit
numbers, thereby enabling
them to be sorted into
numeric order.



12 For consistency, I
need the double
digit chapter
numbers to have
Ch before the
number rather than
just C.  This can be
accomplished with
a simple addition in
box #7, inserting
the letter h 7
characters into the
filename of the
ELPS chapter files
that I’ve
highlighted on the
left.

13 An updated look at the file library
shows that these files are now
recognized as WordPerfect files. 
Although there are a few lingering
issues that will have to be solved on a
file-by-file basis, I definitely saved
myself a lot of time by accomplishing
most of these tedious changes in a
quick manner.



14 As I mentioned before, I handle versioning by placing files from different academic years in
different folders on my computer, but if I ever wanted to combine them into one large folder and
be able to sort them by date, Bulk Rename Utility could also help with that.  The Auto Date
function in box #8 will append the date either at the beginning or the end of the base file name.  I
can also choose which date to use – in my case, the Created date is actually the date that I moved
this file to this computer, but the Modified date is actually the date when I originally created the
file.  There are several date formats from which to choose.  While the default is a two-digit year,
by choosing a Custom format – note the capital Y in the box – I can append a four-digit year to
the file name.

15 So that’s my quick overview of some of the functions of Bulk Rename Utility.  I hope you’ve
found this useful.  If you’d like more information or links to some of the items described, see my
WordPress blog.  Thanks for your time!


