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Works Image File Name Utility 
IMAGE FILE PATH NAME CHANGE 

IMAGE NAME FILE PATH 
When attaching images to Work records, the full network directory 'pathname' for 
each image file is stored with each Work record, so that the program knows where to 
find the image to display it with the record.  The Filename Utility provides for quickly 
changing the file pathname on selected work records for mass entry of the same image 
name on a group of works, such as an edition. 

Note: Before working with the Filename Utility always create a backup copy of your 
data. 

The Administrator can delegate rights for users to have access to the Works 
Image Filename Utility under Tools>Administrative Options. Please refer to 
the User Guide for additional information on setting security user groups. 

ATTACHING THE SAME IMAGE TO MULTIPLE WORKS RECORDS 

The image Filename Utility also provides for attaching the same image name en masse to 
multiple works record groups such as Editions. Attaching an image to multiple works 
records only applies to the Primary Image. 

1. Place the image or images whose pathname is to be attached into the 
appropriate folder on the computer or network. 

2. In Works, create a view set for the selected records to have the same image 
attached. Hint: Mark the records if necessary to select the exact records 
needed. Then click Marked. 

3. Click the Form button on the tool bar. The Image command will become 
available on the Menu bar. 

As no 
image is 
currently 
associated 
with the 
work 
record, the 
image field 
will be 
empty.
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4. Click Image. Highlight Filename Utility and click. 
5. The Image Filename Change window opens. 

6. Leaving the From field blank, enter the entire file pathname including the image 
name. The full pathname in this example is: 
C:\Documents and Settings\jbrown\My Documents\Images\ 
the image name is: Da01297.jpg 

7. Click Save Change. 
8. A prompt will appear indicating the number of records about to change and the 

option to continue.  Press the Yes button to continue or the No button to 
cancel the changes on the Primary records. 

9. Close the Image Filename Change window. 
10. Refresh the record by clicking Next or Previous and then returning to the 

record. 
11. The image should appear on the record. Note: If the image is not displayed, 

verify that Display is checked and enabled under Image on the Menu Bar. 
12. Return to spreadsheet view and verify that all the records have the new image 

path and filename displayed in the Image field. 

If further assistance is needed, please contact Artsystems Support. 
Artsystems Support 212­620­5500 x 2 
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