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1: Product Introduction 

1.1 What are some key areas of focus for automation? 
Data Entry 
» Creating New Customer Accounts
» Posting Debits and Credits
» Applying Late Fees
» Ordering or Closing Debit / Credit Cards (Disaster Recovery)
» Budget Input
» HR - Establishing Employee Benefit Options

Data Maintenance and Cleansing 
» Changing / Updating Codes (e.g. Responsibility Codes, Office Codes)
» Changing Overdraft Fees
» Consolidating Accounts
» Adjusting Interest Rates
» Data Validation / Cleanup

Data Application / Integration 
» Integrating Card Ordering System with Core
» Integrating Multiple Third-Party Software Solutions
» Dr. Rounds – Updating Patient Discharge Status via Cerner

Data Migration 
» Loan Onboarding
» General Ledger Posting
» Integrating Cash Management Functions

Data Mining and Aggregation 
» Researching and Reporting on Competitive Rates
» Ad Hoc Reporting
» Compiling Transaction History

Data Testing 
» Monitoring Online Banking Systems and Trends 
» Application Monitoring and Error Reporting

Other Data-Related Tasks 
» Monitoring Server Status
» Automating User Provisioning
» Automating File Transfers
» Uploading and Downloading to/from an FTP Server
» Scheduled Maintenance of Files and Folders
» Much, much more

1.2 The Foxtrot RPA Suite 

Foxtrot RPA works like an Automated Employee™ , intelligently performing data entry, maintenance, integration, 
migration, and virtually anything else that can be performed with a mouse and keyboard, automatically and with 
total accuracy. Foxtrot RPA can be used in tandem with any web or windows application. 

Foxtrot Legacy is used exclusively for green screen (emulator) automation. 

Foxtrot Administrator is a control center used to manage licenses, security, settings, and global preferences. 
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1.3 Activating Foxtrot Licenses 
Before starting a Project, any Foxtrot license(s) must first be activated. First, determine what type of license model works 
best within the institution. Foxtrot Enterprise supports both a concurrent and a stand-alone license model. There are slight 
differences in the activation process between these two models. 

To learn more, please reference the Foxtrot RPA Deployment Guide on the Latest  Versions webpage.

2: Starting a Project 

2.1 Home Screen
Welcome to Foxtrot RPA. Easy automation begins at the Home Screen. You can access this at any time with the Home Button 
(A). Click on New Project (B) to create something new, or Open Project (C) to automate something you've already created. 
Your recently viewed Projects can be found in the Recent Projects (D) list. And if you get stumped with anything, you can click 
the Help Button (E) to access Foxtrot RPA's Help menu.
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2.2 Meet Foxtrot RPA
Once a project is opened, Foxtrot will provide access to all of its controls and functionalities. There are four essential 
components that make up Foxtrot. 

A) Actions are created within the Action Panel.
B) The Action Library will list every single Action Foxtrot offers, and provides 

a definition of what each does. The Action Search lets you search through 
all Actions for what you need.

C) The Task Pane displays Actions in the current active Task within the Project.
D) Items such as Tasks, Variables, and Data are found in the Project Pane.
E) The Items List provides access to all items within your Project.
F) The Run Bar provides Run options and Statistics for your Projects. 

3: Importing Data into Foxtrot 
There are two methods to automate a process driven by a pre-existing dataset – by importing data into Foxtrot’s View 
Center, or by working directly with the Excel Workbook. The latter will be reviewed in Chapter 13. This chapter will review 
the supported data formats for import as well as the methods required for import. 

3.1 Supported Data Formats 
Foxtrot supports the following files for import: 

• .DBF
• Excel (.XLSX, .XLS, .XLSM, etc.)
• .CSV
• .TXT
• Access (.MDB, .ACCDB)

Note: .MDB, .DBF, and .ACCDB actively work with the source data file. Foxtrot will read all 

other formats in their original dataset and will create its own .ACCDB (Microsoft Access 

Database) file, which is then loaded into Foxtrot. Foxtrot will not alter the original dataset for 

non-database types.
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3.2 Importing Non-Database Files into Foxtrot RPA

1. Click “Data > Open Data”.
2. Choose the desired file.
3. Click “Open” to display the Data Wizard.

4. Select the worksheet to import.
5. Verify the total number of records.
6. Click Next to continue to Step 2.

Note: If an “Unsupported Database Type” error message appears, the Enhanced 
Import Wizard must be enabled. See section 3.1 Supported Database Formats. 

7. Confirm where you want your data import to Start and
End.
8. Check the check box named Use Included Field Names
to use the first row of data as field headers.
9. Click “Next” to move to Step 3.

10. Verify that the data in the Sample Data field is correct
11. Click “Next” followed by another "Next" on the following
screen.

Want to Learn More about Importing Data? Watch the Importing Data Into Foxtrot video on our website. 
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3.3 Foxtrot RPA Source File - ACCDB
Upon completion of the import process, an Access database file is created in which Foxtrot will use as 
the main data source. This file:

• Is saved in the same location as the original data source
• Is [by default] named using the first eight characters of the original data source
• Will add three additional fields
• Will remember which records have been Marked as processed. This allows the Access

database file (.accdb) to be reloaded at another time, rather than going through the
entire import process again

Any data that has been imported can be viewed by 
selecting the Data View, located on the right side of 
the Project Pane. In addition to the original 
dataset, Foxtrot will add three additional fields: 

LOGTEXT is a free field that may store any 
information (up to 30 characters). The LOGTEXT is 
typically used to log errors with a particular 
record. 
ADDED tracks which records have been processed, 
and which ones are still pending. After a record is 
processed, Foxtrot will denote the field with an 
"A", classifying it as 

Records that have not yet been processed are 
denoted as                                     , and the field will 
remain empty until processed.
RECORDNMBR tracks the current record number in 
the database.

4: Introduction to Actions 

4.1 Actions in Foxtrot
Writing projects in Foxtrot RPA uses Actions. Some Actions require Targets, and some do not.

Some require targets (i.e. anything outside of Foxtrot RPA, like a browser or Windows 
application) that a user can interact with. Clicking a button, copying and sending data to 
a text field are examples. Simply drag-and-drop the Selector to the desired target to 
access these Actions. Foxtrot will only present Actions that can be performed with the 
targeted object.
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Foxtrot RPA will only display Actions that are available for the current target. For example, Actions such 
as Click, Send Data and   Copy Data will always be presented. However, when targeting something 
like a drop down menu for instance, Foxtrot RPA will provide Actions such as Search or  
S e l e c t  I t e m . Targeting the title bar of an application will provide Actions such as Launch Application, 
Close Window, and more. Because it would not make much sense to select a specific row in an Excel 
Workbook when targeting a hyperlink in Internet Explorer, Actions are only available when they can be 
used against a valid Target. 

And some do not require targets. Instead, they are found in the Actions list directly below the Selector. 
The most widely-used from this list are If Statements, found under "Flow", which are used to make 
logical decisions based on criteria specified by the user. They can also control the flow and speed of 
scripts. Calculations, Delays, If Statements, and Loops are all examples of these types of Actions.

4.3 Fundamental Actions 

4.3.1 Click 

A Click is used to click an item on the screen. Use 
it to click a button, a link, a check box; virtually 
anything that can be clicked, Foxtrot can click. 

When targeting a browser, Foxtrot may send an 
invisible click called a Bypass Mouse Click. 

CAUTION:  If there is any chance that, as a result of the 
click, a message box or any other window may appear (pop 
up), “Bypass Mouse Click” should not be used (see 22.8: 
Using a Bypass Mouse Click). 
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4.2 Action Library and Search

These features are found at the bottom of the Action list. The Action Library shows every single 
possible Action that Foxtrot has. When an Action is selected from the Library, the Action's Help menu 
tells you everything you need to know about it.

The Action Search lets you search for an exact action or describe what you want to do. It will show 
any Actions it thinks may be related to your search terms.



4.3.2 Send Data 
The  Send Data Action is used to send information to the screen or application. Any special formatting or keystroke options may 
be configured. 

General
Hide Value
Bypass the keyboard*
Click before sending
Tab after sending

Format Options 
Change Case 
Remove Spaces

Keystroke Options 
Mode
Speed 

*Only available in a browser 
environment. When targeting a browser, 
Foxtrot may send invisible keystrokes 
with the Bypass Keyboard option to 
improve speed and accuracy.

CAUTION: Not all Applications support Bypassed Keyboard data entry. 
Please verify all data is successfully updated after using this feature. (See 22.9: Using The 
Bypass Keyboard).

Some users may wish to copy data to 
verify its value, make comparisons, or 
store for a later use. 

Formatting Options described in section 
4.3.2 may also be applied prior to copying 
data.

Foxtrot requires a location for the copied 
data to be stored, typically a Variable. The 
next section will explain how to create a 
Variable, as well as an introduction to 
other resources in Foxtrot. Before data 
can be copied into Variables, an 
understanding of Expressions is 
necessary. This guide will continue the 
Copy Data process in section 6.2 Copying 
Data into a Variable. 

Want to Learn More? Watch the Sending Data to an Application and Copying Data videos on our website. 

4.3.3 Copy Data 
The Copy Data Action is used to copy information from the screen to either a field in a preloaded dataset, or to a temporary 
storage area within Foxtrot RPA called a Variable (see: 5.2 Variables: Customizable Tokens). 
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5: Expression Builder 

5.1 Tokens: Access to Data Resources 
The     Expression Builder may be used to access data resources, referred to as Tokens. Tokens may 
be combined in any arrangement. The types of Tokens available will depend on the Action to be 
performed, and what has been targeted. Each time a Token is clicked, it is added into the Expression box 
at the bottom of the window. There are thirteen different Token categories: 

5.2 Variables: Customizable Tokens 
Variables are most widely used to save or manipulate information from the screen, like an on-the-fly 
data source. Unlike data that has been imported however, Variables have no length limitations. Further, 
a script may contain an infinite number of Variables. Some typical uses for Variables may include, but 
are certainly not limited to: 

• Internal data storage
• Calculations

• Comparisons
• List referencing

Before creating a Variable, it is important to understand the different types of Variables: 

• TEXT can store anything – a word, a number, a paragraph, a date. When in doubt, choose
text.

• NUMBER will store any whole number. Any decimal values will be rounded to the nearest
integer. 3.14 for example, will be saved as 3.

• DECIMAL will store any number, including decimal places. 3.14 for example, will be saved
as 3.14.

• DATE can only contain a valid date. The format for a DATE variable will be a four-digit
year. The month and day will not be zero-filled. January 1st, 2014 will be saved as 1/1/2014,
whereas December 31st, 2014 will be saved as 12/31/2014.

• TRUE/FALSE Holds a true or false value. Defaults may be changed in Preferences.

• Application: Information about the Foxtrot RPA application
• Computer: Information regarding the workstation
• Data: Values of the current record's imported data
• Date & TIme: Current, future, and past dates and times
• Files & Folders: Common files & folders directories
• Emulator Keys: Keys that may be sent to an emulator*
• Formula: A list of all formulas
• Keyboard: A full keyboard
• Lists: Access to any Lists that have been created
• Loop: Information regarding the current Loop*
• Project: Information regarding the current project.
• Random: Random number, letter and name generators
• Variables: Access to any Variables that have been created in this project.

*Note:The Keyboard Tokens will be replaced with Emulator Keys when working in a green-screen enviornment. Additionally, 
Loop Tokens are only available when inside of a Loop.
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5.3 Creating a Variable 
There are technically three ways to create a Variable.

Creating a variable on the fly is 
probably the quickest and easiest 
way to do so. It prevents creating too 
many variables, and enables the user 
to create and save information in one 
fluid motion. The following requires 
the Expression Builder to be opened. 
This can be accomplished by clicking 
either the magic wand icon, or the 
ellipses button on Send Results to 
parameter of the Copy Data Action, 
for example. 

1. From the Expression Builder
toggle to the  Variables Tokens
2. Right click anywhere in the
name space and select Add.
3. Specify a Name and a Type
for your new variable and click OK

1. Start by switching to the  Variables list in the Project Pane
2. From here, a Variable may be created by either:

a. Right clicking anywhere in the name space and selecting Add Variable
b. Selecting Add Variable under the Variable Options along the left hand column

3. Specify a Name and a type for the desired Variable and click OK

Want to Learn More about Variables? Watch the Introduction to Variables video on our website. 

5.3.2 From the Project Pane
Creating a variable from the View Center is probably the more common approach, but lacks the ease 
and convenience of creating one on the fly. There are two ways to create a Variable from within the 
Project Pane 
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6: Using Expressions and Actions 
After becoming familiar with accessing Tokens and creating Variables, it is time to apply them to a 
functional script. Below are two examples, one in which Foxtrot RPA will send data to a webpage, the 
other in which Foxtrot will copy information from the screen into a Variable. 

6.1 Sending Data to a Text Field 
1. Target the desired text field
2. Verify the preview matches

what has been targeted
3. Choose the Send Data

Action
4. Open the Expression

Builder and select the
value to send

5. Verify the Preview of the
Token in the Action Builder

6. Provide any Format or
Keystroke Options as
desired

7. Click OK to create the
Action

6.2 Copying Data into a Variable 

1. Target the desired item to be copied
2. Choose the Copy Data Action
3. Verify that the Preview and Results
match the value to be copied
4. Select a possible Token in which to save
the value to
5. Choose the Variables View
6. Select the desired Variable to store the
text
7. Click OK on the Expression Form
8. Click OK on the Action Builder

Want to Learn More about Tokens? Watch the Introduction to Tokens video on our website. 
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7: Running a Script 

7.1 Menu Bar Overview 
Foxtrot’s Menu Bar provides a variety of menus allowing you to access various commands in 
Foxtrot. Some menu items will be disabled until a Project is opened. Some menu items may also be 
disabled depending on the permission level set up on your Foxtrot user profile.

A) Home: Returns to Foxtrot RPA's home screen.
B) Save Project: Saves the current project
C) Undo: Undo your most recent changes. Supports Ctrl+Z keyboard shortcut.
D) Redo: Redo your previously undone action. Supports CTRL+Y keyboard shortcut.
E) Project Menu: Create a new Project, open an old Project, save your current Project, or

exit Foxtrot RPA.
F) Data Menu: Open and close data, mark and unmark records in your current data.
G) Tools Menu: Access the image editor and mouse recorder
H) View Menu: Adjust your view settings
I) Help Menu: Learn about Foxtrot RPA through the Help file, check for updates, and

learn about new features in your version of Foxtrot RPA
J) Account Menu: Change your account's Profile picture, mode, theme and Preferences.

7.2 Run Bar Overview 
The Run Bar is the area where you control the running of your project.

A) Execute: Execute the current Action without running the entire Project.
B) Break: Stop executing the Action in progress and stop a running Project.
C) Run Options: Access additional run settings (On Records, Once, Repeat, Forever)
D) Rewind: Moves the Execution Arrow to the beginning of the Project.
E) Play: Runs the project from the location of the Execution Arrow.
F) Pause: Only active when the Project is running. This will stop the Project immediately.
G) Stop: Stops the Project running after completion of the current iteration or record.
H) Speed Slider: Controls the Speed of a running Project. The Speed may be adjusted by

the (+) or (-) buttons, or by moving the slider itself.
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7.2.1 Run Options
Run Options alter the way Foxtrot runs the Project. There are four modes to choose from:
1. On Record: A database must be imported into Foxtrot RPA in order to use this Run Option. 

Runs a Project through the imported database. Depending on the parameters set, Foxtrot RPA 
may run all of the records, or just a subset. When Foxtrot reaches the end of the Project, it will 
automatically:

a. Mark the record as being Done
b. Go to the next Pending record in the database (if any)
c. Navigate to the beginning of the Project

After all records have been processed, Foxtrot RPA will automatically stop the Project.
2. Once: runs the Project one time. There are no additional options, as this will NOT mark any records. If 

there is data imported, Foxtrot will process the current record number.
3. Repeat: runs the Project a set number of times. This option will NOT mark any records. If there is 

data imported, Foxtrot will process the current record number.
4. Forever: If this option is selected, the project will only stop if one of the following scenarios is 

encountered:
a. The user stops the Project manually
b. An error occurs in the Project causing the project to stop
c. When one of the following Actions are encountered:

• Close Foxtrot
• Lock  (if the Action is configured to stop the Project)
• Log Off
• Reboot
• Shut Down
• Stop Task 

Stats show real-time statistics about the script as it is running.

• Completed displays the number of records or iterations the script has successfully
completed.

• Remaining shows the number of records or iterations the script has remaining before
completion.

• % Complete shows the current percentage of records or iterations completed
• Time Elapsed displays how long the Project has been running.
• Time Remaining supplies an estimation of remaining time until the entire process is

complete
• Finished By displays an estimated time that the Project will finish running.

7.2.2 Stats

Want to Learn More about The Run Center? Watch The Run Center video on our website. 
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8: Using Highlights in a Web Environment 
When working in a web environment a process may require Foxtrot RPA to interact with a single target 
that could change its absolute positioning, or multiple targets in the same table. Foxtrot RPA's 
highlighting technology is a branch of Smart Actions that are only available when targeting a web table. 
The purpose of the Highlight is to dynamically interact with targets in various locations within a table. 
Highlights can be used to: 

• Search for a static or dynamic value in a table 
• Interact with a target relative to a particular location (row or column)
• Perform identical maintenance to multiple records in the same table

8.1 Identifying a Web Table 

Notice the difference between the two Target Previews to the left. 
When targeting a web table, in addition to a preview of the target, 
Foxtrot RPA will display a generic table indicating that 
highlighting technology may be used. The figure on the left is a 
web table.

The figure on the right however has no generic table image within 
its Target Preview. Because this particular target is not in a 
defined web table, Foxtrot RPA will not display any Highlight 
Actions.

8.2 Highlighting Actions Available 

Start Highlight will highlight a specific cell in a web table. After 
execution of this Action, the targeted cell will appear yellow, as if 
Foxtrot RPA has taken a highlighter to that cell’s text. After creating 
a highlight, it may be moved or cleared. 

The Start Highlight Action is available when the Exact Target 
option is selected, and only visible when targeting a web table.  
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Move Highlight will move the 
current highlight to a new location, relative to the current 
highlighted cell. This Action will only appear if a highlight 
has already been created from a Start Highlight or Search 
Action, and is exposed when targeting that preexisting 
highlight. The highlight may be moved up, down, left or 
right. 

Clear Highlight removes the yellow fore color from the 
highlighted cell. This is purely for cosmetic purposes. 
Foxtrot will no longer be able to interact with a Highlighted 
Target until a new highlight is created. 

These Actions are available when the Highlighted Target 
option is selected, and only visible when targeting a 
preexisting highlight. 

Search allows Foxtrot RPA to search a web table for a 
value, regardless of the location. Foxtrot RPA will search for 
an exact match, unless otherwise specified in the Match 
Criteria section. Match Criteria can be tailored by selecting 
any one, or combination, of the following options: 
• Ignore the item’s letter case
• Search string is found anywhere in an item
• Ignore beginning and ending spaces of an item
• Enable wildcards in search string

The search results can also be stored in a Variable by using 
the Results field at the bottom of the Action Builder. If 
enabled, Foxtrot will set a variable to True if the value to be 
searched is found in the table and False otherwise. 

This Action is available when Table targeting option is 
selected, and only visible when targeting a web table 

Note: The Results section is optional. If this option is not used and the value 
is not found, the Action will result in an error. If this option is used and the 
value is not found, Foxtrot will simply set the specified variable to “False”, 
and continue the script.
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8.3 Interacting with the Highlighted Target 
Once the desired target is highlighted, Foxtrot RPA’s Smart Actions can be used to interact directly with 
the highlighted target. When targeting the highlight again, Foxtrot RPA will automatically select the 
Highlighted Target option.  Performing a Send Data Action, for instance, sends data to the Highlighted 
Target. 

For example, if performing a Copy Data Action to the Highlighted Target, the value of the Highlight will 
be copied, regardless of the cell location from record to record. All Actions that are available to an Exact 
Target are also available to the Highlighted Target. 

Note: It is assumed that a highlight is created prior to interacting with the Highlighted Target. 

Want to Learn More about Highlights? Watch the Introduction to Highlights video on our website in the 
 Getting Started section. Try the Highlights in a Web Environment video in the Intermediate Videos 
 section for a full example. 

9: If Statements
Quite often, a process may require more logic than simple data entry; a process may require a set of 
Actions if some condition is met, or if a particular target is found. If Actions are one of the most 

widely used Actions, as they allow for customized logical commands to drive 
the direction of a script. Every If Action will conclude with an End If. Any 
Action(s) to be performed if the condition is “true” should be included 
between the If and End If end-caps. 

An Else clause may also be included, to take Action if the original condition 
does not hold. In the example below, a Task will be run if some condition is 
met, otherwise (else), Foxtrot will send an email. 

Foxtrot has four different types of If Actions.

9.1 If Statements 
If Statements can be found in the Flow section of the Actions list. They allow simple or complex 
decisions to be made. Foxtrot can compare hard coded values, or Tokens within a script. 

Comparison Types include: 

• Is blank
• Is not blank
• Is equal to
• Is greater than
• Is less than
• Contains

• Begins with
• Ends with
• Is numeric
• Is not numeric
• Is not equal to
• Is greater than or equal to

• Is less than or equal to
• Does not contain
• Does not begin with
• Does not end with
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The values to be compared are to be specified by the user. 
To create an If Statement: 

1. Make a selection for the value to be
compared

2. Choose a Comparison type
3. Make a selection for the value to be

compared against
4. Select the Else clause to specify a

series of steps to be completed if
the condition does not hold
(optional)

5. Verify the Preview
6. Click OK to create the If Statement

9.2 If the Target’s Text 
A similar comparison with a value on the screen may be made. Using If the Target’s Text will do just 
that, regardless of an Exact Target, or a Highlighted Target. The comparison options are the same as 
our Standard If Statements. To create this type of If Action.

1. Use the Selector to target some value
on the screen

2. Select the If Action from the Action list
3. Verify the Target Preview
4. Change the first Condition to "The

Target's Text"
5. Choose a Comparison type.
6. Choose the item value to be

compared
7. Click OK to create the Action.

The construction of this If Statement is 
similar to the Standard If Statements. The 
difference however, is that the first 
Condition is a value from the screen, 
rather than a Token or something 
hardcoded. 
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9.3 If the Target is Found or Not Found 
The existence (or nonexistence) of a particular target on the screen may be important. For example, a simple 
click to save changes may have worked previously, but for certain records results in an error message from the 
application.  

Foxtrot can determine if a target exists. By targeting the element in question, and selecting the  If Action from 
the Action Builder, Foxtrot can determine if the target 

• Is found
• Is not found

To do so: 
1. Use the Selector to target the

desired element on the screen
2. Select the If Action from the

Action List
3. Verify the target’s preview
4. Change the value of the first

Condition to "the target"
5. Select the desired method of

comparison
6. Click OK to create the Action

In the example above, we are 
instructing Foxtrot to perform a specific set of Actions if the target is found. Alternatively, the 
Comparison parameter may be set to “is not found”, reversing the logic of the If Statement. 

9.4 If the Highlight 
Lastly, Foxtrot can make a decision based on the location of a Highlight. Note that this particular If 
Statement is only available when targeting a web table, and is made visible by selecting the Table 
Target option. 

Foxtrot can determine if the highlight 
• Is in the First Row
• Is in the First Column
• Is in the Last Row
• Is in the Last Column

• Is not in the First Row
• Is not in the First Column
• Is not in the Last Row
• Is not in the Last Column
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10: Logs 
Logs allow for the recording of certain events or information from a Project in real time. Foxtrot RPA 
can record information gathered from the screen, create a success, error, or exception report. A Project 
can even attach this file to an email, or open it internally as a new data set. Note that the log must be in 
a .csv format, and it is recommended that the file is saved on a local drive. All Foxtrot RPA needs to 
know is what information to store in the file, and when to record that information. 

10.1 Creating a Log 
To create a Log, start by navigating to the Project Pane. Next, click Add, then More, then Log. 

This will display the Log Wizard.

Want to Learn More about If Statements? Watch the If Statements Part 1 video on our website, in the 
 Advanced Videos section. There are 4 parts as they relate to the each of the sections above. 

To determine the location of the highlight: 

1. Use the Selector to target a web table
2. Select the Table target option
3. Select the If Action from the Action Builder
4. Change the first Condition to the 

highlight
5. Choose a Comparison type
6. Click OK to create the If statement
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Foxtrot will only write to this file when a 
Write Log Action is executed. 

10.2 Writing to a Log
Once a Log is created, the Project may write to it at any time. For example, within an If Statement, or 
when logging an error within an Error Task (see 11: Tasks). In any case, the  Write Log Action will be used 
to log the desired data to the file. This Action is found in the Data section the Actions list. Once selected, 
specify the Log(s) to write to. If the file does not exist, Foxtrot will create it. If the file does exist, Foxtrot will 
append to the current file. 

Note that Foxtrot cannot write to this file if it is open. Please make sure that the file is not in use while running the associated 
script. 

Want to Learn More about File Templates? Watch the Using File Templates  video on our website, in the 
 Intermediate Videos section. 

To create a log:

1. Define a Log Name unique to the
Project

2. Provide a unique File Path to save
the log to

3. Click Add Items to customize the
Fields the template will contain.

4. One at a time, select each desired
Token the file will include. Click OK
after each selection.

5. After adding all desired fields, items
may be rearranged to how this
information should be displayed in
the Log file. Highlight the item you
wish to move and use the "Move
Up" and "Move Down" buttons
change it's position in the list.

6. Click OK on the Log menu.
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11: Tasks 
Tasks are used to incorporate 
an organizational flow within a 
Project. The Project Pane will 
allow a user to view, edit, add, 
delete or duplicate any Task. 
To add a Task to a Project, 
navigate to the Task Pane and 
right-click. Tasks can be used 
to store a sub routine of 
Actions that may be called 
upon at a later time. There are 
three types of Tasks, all of 
which have their own unique 
use.

11.1 Start Here
A project must contain one and only one Start Here Task. In fact, when creating a brand new project, 
Foxtrot will provide the Project with a Start Here Task, named "New Task". There Start Here Task serves 
as the beginning and ending of every Project; the very first Action in a Project will be the very first Action 
in the Start Here Task, and the very last Action will be the End Task at the end of the Start Here Task. 
The Project's Start Here Task may be changed at any time by right-clicking and editing the Task.

11.2 Task
A Task is a subroutine of commands that can be called upon at any time, using the  Run Task 
command. A script can include an infinite number of Tasks that may be called upon as needed. Think of 
a Task as a set of Actions that are packaged into one slick Run Task Action. A Task may be called upon 
from a Start Here Task, or even another Task. 

Once a Task has reached the End Task Action within that particular Task, Foxtrot RPA will return to the 
Task in which the Run Task Action was executed (In the case of a Start Here Task, the Project will restart 
itself on the next record/iteration once it reaches the End Task command). To end a Task prior to 
reaching the End Task, an Exit Task Action may be used. Foxtrot RPA will know to proceed with the 
Action following the Run Task Action. 

11.3 Run on Error
By default, in the event of an error, Foxtrot RPA will automatically stop the Project and display an error 
message. However, if a Project contains a Run On Error Task, Foxtrot RPA will instead call this Task 
automatically, and perform the Action(s) specified by the scripter to handle the error. A Run on Error 
Task is a special Task, in which certain rules and restrictions apply: 

• Only one Error Task may be used at a time*
• Certain Navigation Actions such as Run Task and Skip to End , and cannot be used
• A Mouse Sequence cannot be used (see 19: Recording a Mouse Sequence) 
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Once Foxtrot PRA has handled the 
error(s) as specified within the Error 
Task, a Project may be resumed to 
complete the process, or continue 
updating records that do not exhibit 
an error. Foxtrot RPA may continue 
running the script following an error 
with a Resume Action. A script may 
be resumed nine different ways as 
seen to the left. 

By resuming the script, Foxtrot will 
automatically continue running the 
process, regardless of an error 
message. It is recommended to log 
these errors in a Log file. 

*The Set Error Task and Clear Error Task Actions may be used to substitute a Task as the current Run on Error Task (see 22: 
Advanced Tricks & Tips for Robust Scripting) 

12: Additional Technologies & Connections 
Foxtrot is smart enough to interact with applications that are used on a daily basis in many institutions. 
Thus far, the features and methodology taught in this guide have been directed towards Internet 
Explorer. Aside from Highlights (which are unique to a web browser), everything covered in this guide up 
to this point can also be applied not only to Windows applications, but also to Excel Workbooks, PDF 
Forms, and certain supported Emulators ( or “green screens”). One key difference between targeting in 
previous chapters, and an Excel Workbook for example, is the inclusion of Connections. 

12.1 What is a Connection? 
A Connection is a unique letter identifier used to establish communication between Foxtrot RPA and the 
Target Application. With a Connection, additional Smart Actions may be used as they relate to the 
Target Application. As this guide will describe in subsequent sections, such technologies have unique 
Smart Actions. The following technologies require a Connection: 

• Emulator
• Excel

• FTP
• PDF

12.2 Creating Connections 
For the most part, the methods of creating a Connection are universal for Emulator, Excel and PDF 
technologies – simply drag and drop over the Emulator Screen, Excel Workbook, or PDF document. 
While doing so, a blue banner will appear, indicating that a Connection has been made. Foxtrot 
RPA will automatically assign a unique Connection Letter to the document or session.

22



Releasing the mouse anywhere over the 
document or session will allow you to create 
an Action. Once the desired Action is created, 
a unique Connection will appear in the 
appropriate Project Pane. Foxtrot will auto-
assign Connection letters with the next 
available letter, starting with A and ending 
with Z.

In this example, a Connection to an Excel Workbook was made. The methods for connecting to an 
Emulator Session* or PDF document are exactly the same, while the methods for FTP are slightly different. 
This will be reviewed in section 18: FTP Automation. 

*Note: An Emulator Session also requires a Short Name in order to make a valid Connection with Foxtrot.

13: Excel Automation 
As described above, Foxtrot RPA can interact directly with Microsoft Excel Workbook to automate any 
job. Rather than importing a dataset, Foxtrot RPA can work directly with your spreadsheet. Before 
Foxtrot RPA can communicate with the Workbook, a Connection must be established. The previous 
chapter provides more detail on creating Connections. This chapter is dedicated to outline the features 
and functionality of Foxtrot RPA and Excel. 

Want to Learn More about Connections? Watch the Connecting to Excel Workbooks and Connecting Foxtrot to 
  a Terminal Emulator videos on our website, in the Getting Started With Foxtrot and Intermediate Videos 
 sections. 
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13.1 Targeting Options Available 
Targeting the spreadsheet will allow Foxtrot RPA to lock in on each cell, row, column or sheet targeted. 
Hovering over Targets will display all available targeting options:

• Excel will display Actions regarding the Excel application. Actions such as Open App, Set
Connection , and Open Workbook are found here.

• Workbook displays Actions in respect to the Workbook itself. Some popular Workbook Actions
include Excel Macro , Select All Cells , and Save Workbook .

• Sheets allow for the management and selection of a specific worksheet within the Workbook.
Actions such as A d d  S h e e t , Copy Sheet, and  Select Sheet are available in the Sheets section.

• Cells provide Actions to interact with specific cells within the Workbook. Most Excel automation
processes will involve some degree of cell interaction. Common cell Actions include  Send Data,
Copy Data,  Move Selection , and     S e a r c h  C e l l s . The next section will explain four different
targeting options available within a cell.

• Columns will display Actions unique for interacting with a particular column in the Workbook.
Popular Column Actions include  Format Column ,  Select Column and  Insert Column . Columns
have three additional targeting options.

• Rows provides row-specific Actions. Similar to Column Actions, rows have three additional
targeting options available. Popular Actions include  Insert Row,  Select Row, and  Format Row.

13.1.1 Cell, Column, and Row Options Available 
Cells, columns, and rows all have additional targeting options available. Hovering over these options 
will display the targeting options available. The target option can always be changed by clicking the 
right arrow icon on the Action Builder.
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• Exact interacts with a single static cell, column, or row. After choosing the Exact option, Foxtrot
RPA will require the user to input the desired row, column, or cell to interact with. Going forward,
Foxtrot RPA will always know to interact with that particular cell, column, or row. Note that
Tokens may be used to select a specific cell, column, or row.

• Current dynamically interacts with the active cell, column, or row. Foxtrot RPA will not ask
which row, column, or cell to interact with, because it will interact with the cell, column, or row
that is currently active.

• Range interacts with a range of cells, columns, or rows. Choosing the Range option will require
the input parameters of the desired range. Notice that Tokens may be used to specify some
range. The Range option may be used to search a set of cells for a particular value, for example.

• Named Range is only available for cell Actions. A Named Range allows the user to choose a
cell range that is specified by some custom name as it appears in the Workbook itself.

13.2 Interacting with a Workbook 
The list of things Foxtrot RPA can do within an Excel Workbook is virtually endless and usually requires 
a combination of targeting options. A simple, yet popular example may provide some insight on how 
to properly use Foxtrot RPA’s Excel technology. 

Example: 
For this example, a user needs to update the ASSETS field in the Workbook below. It is assumed that a 
Connection exists, and the asset information is already copied from a third party application (maybe a 
website), and stored within a Variable. 

1. Hover over Targets and select
Cells > Cell Range.

2. Specify the range in which to
search.

3. Choose the Search Cells Action.
4. Select the desired value to

search. For this example, specify
Foxtrot to search for the City field.
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By using a Search Cells Action, 
Foxtrot RPA will select the cell 
that matches the value of the 
CITY field. This cell will then 
become the Current Cell. The 
purpose of the Search is to 
efficiently update the proper 
record according to the City in 
the dataset. 

Next, move the Selected Cell to 
the left 1, relative to the Current 
Cell:

5. Hover over Targets and select
Cells > Current Cell.
6. Foxtrot will now interact with the cell
that contains the value we searched for.
Choose the Move Selection Action.
7. Specify Foxtrot RPA to move to the
Left 1 column.

By moving the Current Cell to the left 1 
column, a new Current Cell will be 
established.

Finally, input the desired Variable to the 
Current Cell:

8. Hover over Targets and select Cells >
Current Cell.

9. Choose the Send Data Action.
10. Select the appropriate Variable – In this

example, “Assets”.

This example will perform the same Actions 
against different data values. 
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14: PDF Automation 
Working with PDF forms is easy – simply drag and drop the Selector onto the PDF document to Actions, 
similar to that of Excel, Web, or Windows. 

14.1 Targeting Options Available 
Depending on which Adobe product is installed, Foxtrot RPA will allow you to interact with the form 
itself, and the application as a whole. The following are available when hovering over the Targets icon 
that sits atop the PDF document. 

• Adobe Reader/Adobe Acrobat will provide Actions such as Open PDF and Set Connection ,
similar to Excel’s Open Workbook and Set Connection . 

• PDF Document will allow for the interaction with the document itself. Actions such as Close
PDF, Save PDF , and Print PDF will be available when targeting this option.

Aside from the options available under the Targets icon, you can target a field, paragraph, dropdown 
menu, etc… just as you normally would with a web or Windows application. 

15: Emulator or “Green Screen” Automation 
Foxtrot RPA is also able to interact within an emulator or “green screen” environment to automate data-
related Tasks. Advanced users may wish to toggle between emulator and browser environments to 
perform more complex Tasks. Similar to Excel technology, Foxtrot RPA will make a direct connection to 
the emulator and perform the Actions written by the user. 

15.1 Supported Emulators 
Before beginning a script within an emulator environment, first determine if Foxtrot supports the desired 
emulator. If Foxtrot does not support your emulator, please let us know! 
Foxtrot currently supports the following emulators: 

• Attachmate EXTRA! X-treme
• Attachmate INFOConnect
• Attachmate Reflection Workspace
• Aviva
• CAIL Tandem
• Esker TUN
• IBM Client Access
• IBM iAccess
• INFOConnect

• Jolly Giant QWS3270 PLUS
• Passport
• MicroFocus Rumba Desktop
• NetManage Rumba
• Century Software TinyTERM Plus
• Open Text HostExplorer
• Rocket BlueZone
• Wall Data Rumba 2000 AS400

15.2 Creating a Connection to an Emulator 
Creating a Connection to the emulator is similar to that of previous chapters with one extra step – the 
emulator must have a unique short name. The methods for configuring the short name are different for 
every emulator. Please contact a system administrator to assist in setting up a short name, or verifying 
that one is set up if unsure.  

Once the Short Name is properly configured and verified, create a Connection as you normally would by 
targeting anywhere over the emulator screen. The Emulators view in the Project Pane will display all 
emulator connections in the current Project.
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15.3 Available Targeting Options 
Targeting the emulator will allow for the targeting of a specific row and column coordinate. Hovering over 
Targets will display all additional targeting options.

• Screen allows for the interaction of the entire emulator screen. Targeting the Screen option allows Foxtrot
RPA to unlock the screen if in a locked state, or search the screen for specific text using the Search Screen
Action.

• Exact Position will interact with a fixed coordinate. Choosing the Exact Position option will require a user
to enter a specific row and column to interact with. Note that Tokens may be used to specify a specific
coordinate. If the coordinate is unknown, simply target the desired position and let Foxtrot do the rest.
Targeting Row 1, Column 1, and choosing a Send Data Action for example, will always Send Data to Row 1
Column 1.

• Cursor Position interacts with the current position of the cursor. If a Send Data Action is configured to
the Cursor Position, Foxtrot RPA could potentially send the information to Row 1, Column 1 in one
instance and Row 1, Column 16 in another instance, depending on the current active cursor position.

15.4 Emulator Tokens 
When opening the Expression 
Builder while in an emulator 
screen, the Keyboard Tokens are 
replaced with Emulator Keys . Any 
combination of command keys 
may be sent to the emulator by 
using the Emulator Keys Tokens. 
Multiple steps of an entire process 
may be arranged into one Send 
Data Action. 

There is no limit to the number of 
Tokens that can be combined.

15.5 Interacting with an Emulator 
Interacting with an emulator may be best explained with another example. 

Example: 
The Company Name of each order form needs to be updated according to a dataset. The location in which to input the 
company name may change on a record to record basis. The goal is to dynamically determine where the input field for 
the Company Name exists, update it, and submit the changes. 

28



1. Hover over Targets and select the Screen option
2. Choose the  Search Screen Action
3. Within the Action Builder, type your desired search term into the text to search. Foxtrot RPA will

automatically move the cursor to the position with the leading character in your term

Click Ok to create the Action 

In order to navigate to the corresponding 
field, a Tab Key must be sent to the screen. 
A Tab Key , the text to input, and the Enter 
key may be combined into  a single Send 
Data Action. 

4. Hover over Targets and select the
Current Position option

5. Choose  the Send Data Action
6. Open the Expression Builder  and select

a Tab Key , your text to input, and an
Enter key

Click OK to create the Action.

Foxtrot will preform all three Actions 
without interruption.
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16: Lists 
Lists are an extremely powerful, simple to use tool. They avoid using multiple If statements, as they 
allow for countless complex decisions to be made at once. Lists can be used to: 

• Reference an alternate name or value 
• Interact with a collection of files or information
• Store a collection of information
• Data mapping

There are two different types of Lists; a Custom List and a Files & Folders List. For the former, a user will create 
rows and columns of information that can be referenced at any time within the script. The latter is used to obtain 
information from a collection of folders or files in a particular directory. 

16.1 Custom Lists 
A Custom List is used to reference an alternate value, or hold a collection of information that meets some certain 
criteria. For instance, you could create 20 If statements to determine various area codes in respect to their city, or 
search a list for an area code, and obtain the corresponding value in a single Action. At a minimum, a Custom List 
must have two columns and one row. To create a Custom List, first think about what information to include in the 
list, and the purpose of it. Essentially, Foxtrot RPA will use Lists to search one particular column, and return another. 

Example: 
A customer may purchase one of three plans of product support; Bronze, Silver, or Gold. In a spreadsheet, this 
information is displayed as 1, 2, or 3, where 1 is Bronze, 2 is Silver, and 3 is Gold. When sending the information to the 
screen, the application only recognizes the text “Bronze”, “Silver”, or 
“Gold”.  These values must be translated before they are sent to the screen. 

16.1.1 Creating a Custom List 

1. Start by choosing the Lists option
in the View Center, and click Add
List in the Options to the left.

2. Foxtrot requires a List Name that is
unique to the project, as well as a
minimum of one row and two
columns. Start by giving the list a
name

3. Select Add Column, and give the
column a desired name. In the
example above, name the first
column “Data”, and the second
column “Actual”

4. Select Add Row. The first Row will
have the values “1” and “Bronze” in
the respective columns. The
second row should display “2” and
“Silver” and so on

5. Click OK when all values have been
entered. It should look similar to
the example below
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16.1.2 Using a Custom List 
A List can be accessed at any time 
through the Expression Builder. 

1. From the Expression Builder,
choose the Lists Tokens

2. Choose the desired List
3. Enter a value to search. This will be

a Variable called “Level” for this
example

4. Select a Column to Search for the
value.

5. Select the Column to Return.
6. Click Add to use the token
7. Click OK to use the value of the List

Dependent upon the value of the 
Variable, each instance of “1” will 
return “Bronze”, “2” will return 
“Silver”, and so on. 

16.2 Files & Folders Lists 
Files & Folders Lists allow Foxtrot RPA to access collections of files or folders on a local or remote machine. Such Lists 
can be customized to filter certain file types, include hidden items, items in subfolders, and more. Files & Folders 
Actions work almost exclusively with Files & Folders List. 

Files & Folders Lists and their respective Loop Tokens go hand-in-hand (see 17: Loops). Before jumping too far ahead, a 
Files & Folders List must first be created. 

16.2.1 Creating a Files & Folders List 
Select the    Create List Action located, 
located under the Lists header. Doing so 
will display the Action Builder, in which 
certain parameters may be configured to 
build the List. 
1. Provide a unique List Name.
2. Select a List Type. Choose Files &
Folders List for this example.
3. Specify any Items to retrieve in the
Settings section. For this example, use
Files Only.
4. Choose a Parent folder. This will be the
location in which all desired files should
exist.
5. Select any options, or filter files as
necessary. Separate any filtered files with a
comma.
6. Click OK to create the list.

31



or a Files & Folders List, the number of items is the same as the number of files in the specified folder. By 
selecting the List and choosing Edit List, yo uwill notice a number of attributes about each file or folder 
within the list; the name, the location, the size, whether the document is read only, etc...

A Files & Folders List may be referenced the same way as a Custom List, however, referencing a value is 
much easier within a Loop . To learn more, please reference section 17.4 Loop Tokens. 

17: Loops 
A Loop is the ability to repeat a set of Actions a predetermined number of times. In fact, a script running 
in Records mode is essentially a Loop which runs against the database. A Loop can be as simple or 
complex as desired, as it allows for the repetition of steps to be performed. Loops can be run to: 

• Navigate a web table or a List
• Repeat a series of Actions or an

entire process

Creating a Loop Action will also create 
the closing End Loop Action (similar to 
the End If Action that is created along 
with the If . See the image to the right). 
Anything between these two Actions will 
be looped according to the Loop type 
specified. There are three different types of 
Loops.

17.1 Running a Loop a Specific Number of Times 
Creating a Loop Action will prompt the user to choose the Loop type. Running a Loop 15 times, for 
example, will run the Actions between the Loop and End Loop 15 times. Of course, a Token may also be 
used to set the number of times a Loop should run. Once the Loop has reached the last iteration, the 
script will exit the Loop automatically, and continue with the Action following the End Loop . 

17.2 Running a Loop Forever 
Running a Loop forever will essentially run the Actions between the Loop and End Loop Actions forever – 
but more practically, until an Exit Loop Action is encountered (this Action will probably be triggered by an 
If Statement). By running a Loop forever and specifying when to end, a Loop may run dynamically until 
something of interest occurs like a Target appearing on the screen, a file appearing in a directory, or a 
Variable reaching a desired value. 

17.3 Looping Through a Files & Folders List 
A Loop may also run against a Files & Folders List. Doing so will first require that a List is created (see 
16.2 Files & Folders Lists). When executed, Foxtrot RPA will run the Loop according to the number of 
entries in the List; if the List has 6 entries, the Loop will run 6 times. The advantages of running a loop 
through a Files & Folders List are better explained in the next section, Loop Tokens. 
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17.4 Loop Tokens 
When inside of a Loop, our Expression Builder will provide Loop Tokens. 

When inside of a Files & Folders Loop, additional Loop Tokens regarding the current item in the List will 
be seen. Referencing Files & Folders values within Loop Tokens is easier than through the traditional List 
Expressions reviewed in section 16.1.2 Using a Custom List. Values for List item 1 are visible when the 
Loop index is 1, and values for List item 2 are visible when the Loop index is 2, and so on. 
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18: FTP Automation 
Foxtrot RPA's  FTP Technology is not a replacement for a typical FTP client, but is instead used for 
general file maintenance on an FTP server. Prior to using FTP Actions, a Connection to the FTP server 
must first be established. However, this is different than the Connections made to applications such as 
an Excel Workbook, PDF document or Emulator. Since there is not anything to target, the method for 
creating a FTP Connection is slightly different. 

18.1 Creating an FTP Connection 

To start, navigate to the FTP Pane in the Project Pane and click (+), then More at the bottom, followed 
by clicking FTP in the list. Doing so will display the Connection Wizard (below), in which the end user will 
need to specify the following: 

1. A Connection Letter
2. A Host Name
3. A Port Number
4. A Username
5. A Password

Note: Most FTP servers will use Port 21. Please verify the Host, Port, and login credentials with a network administrator. 

18.2 Navigating Through an FTP Server 

Once an FTP connection has been properly configured and established, there are eight Actions that may 
be used to automate certain FTP Tasks: 

• FTP Create Folder
• FTP Delete File
• FTP Download File
• FTP Go to Folder

• FTP Log Off
• FTP Log On
• FTP Rename File
• FTP Upload File

After creating a Connection, instruct Foxtrot RPA to log onto the server using the  FTP Log On Action. 
This should be the first Action in any FTP automation process. Once logged on, Foxtrot will display 
information regarding the Connection in the FTP view in the Project Pane. Any of the remaining seven 
Actions (excluding FTP Log Off, which simply logs off the server) will be performed to the folder which is 
the Current Folder. Initially, Foxtrot will navigate to the root folder on the server. Using the  FTP Go to 
Folder Action will allow for the navigation to different locations on the server, which changes the 
Current Folder. From here, FTP Actions may be used to perform maintenance, such as FTP Upload File 
and FTP Download File. 

Similar to Connections created in section 12.2 
Creating Connections, a Connection letter 
will be established, distinguishing one 
connection from another.

Note: It is recommended that the user is familiar with the layout of the FTP server prior to attempting to use Foxtrot’s FTP Actions. 
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19: Recording a Mouse Sequence 
A process may require a series of uninterrupted mouse movements to better interact with a target. 
Hovering over a menu to display its contents or performing a right-click to display an options menu are 
perfect examples of appropriates time to utilize a Mouse Sequence.

19.1 Creating a Mouse Sequence 
To start creating a Mouse Sequence, navigate to "Tools" in the menu bar.

Clicking Record Mouse will display Foxtrot RPA’s Mouse 
Recorder, in which every mouse movement is precisely 
calculated, logging every click and hover Action as they are 
executed. 

The following Actions may be recorded within a Mouse 
Sequence: 

• Hover Mouse
• Right Click
• Click

19.2 Editing a Mouse Sequence 
Each element of a Mouse Sequence may be edited just like any other Action. 
When editing a Mouse Sequence, more advanced users may wish to add 
additional Actions such as a Wait or an If statement. Notice that only certain 
Actions are available within a Mouse Sequence.  

20: Action Builder Options 
Each Action has different options that are completely customizable depending on the specifications of 
the Project. Upon creating or editing most Actions, the Action Builder will display three additional 
options along the top: Rules, Time, and On Error.

20.1 The Action Builder
The Training Guide thus far has only exposed the options available within the Action Builder. This is 
where any unique options of an Action are configured. The Action Builder is the window that opens 
after selecting an Action. 

35

To record a  Hover Mouse Action, simply hover over the specific target for five 
seconds. Foxtrot will display a yellow informational banner. After five seconds, a 
Hover Mouse Action will then be recorded. 

When a specific sequence has been performed, clicking Done on the Mouse 
Recorder will create a Mouse Sequence Action.
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 20.2 Timing 
The Timing tab provides options regarding how long Foxtrot will wait for the target to appear before an 
error occurs. Depending on the Action, there may be no timing options available. The following are 
available under the Timing tab: 

Do Not Wait – Foxtrot will not wait for a target to appear/disappear, instead will continue with the next 
Action in the script 
Wait Up To – This is the factory default value. Foxtrot will wait up to 3 seconds by default for the target 
Wait Forever – Foxtrot will wait until the target is found 

Actions interacting with a web browser will have an additional option called Browser Timing. While 
navigating from page-to-page, Foxtrot will know to wait for the browser to “catch up”. In some cases, the 
browser never reports that it is ready. Foxtrot may be instructed to automatically continue if the browser 
is busy for a certain amount of time. 

20.3 Errors 
Some Actions also have error handling options within the Errors tab. If an error occurs, Foxtrot can Stop, 
Ignore and Continue, or Run Error Task (default setting), if an Error Task exists within the script.

If the option to Ignore and Continue is enabled, Foxtrot RPA will not run an Error Task or display an error 
message, but simply proceed with the next Action in the script.

36



20.4 Rules 
The Rules button will only have options for some  Actions. The options in the Rules menu will 
instruct Foxtrot RPA to either restrict the information used to locate a target, or more tightly define it. 
Additionally, there may be different options within the Rules menu, depending on what has been 
targeted. For the simplicity of basic training, this guide will only review the Target's Text options.  

The Target's Text option tells Foxtrot RPA what the text of the object reads. Foxtrot RPA may use this text 
to help locate a target. If the text changes on a record-to-record basis, it is wise to change this option to 
"Ignore". Notice that Token values may be used as the Target's Text(see 22.3 Using Expressions to 
Dynamically Set a Target Caption). 

Additionally, this option may be modified to only use the leading characters of the Target's Text. 
Modifying the Rules section of an Action should only be done by experienced users comfortable making 
such changes. 

Want to Learn More about Action Builder Options? Review the Action Builder Options: The Advanced Tab 
 Support article on our website. 
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21.2 Understanding Modes
Foxtrot can run under two modes: Beginner and Expert. By default, the Beginner Mode option is 
enabled. Beginner Mode provides access to the essential features of Foxtrot. For more seasoned users, 
Expert Mode provides access to additional features, actions and options. Expert features include: 
bookmarks and breakpoints. Expert Actions include: DDE, Powershell and VBScript. Expert Options 
include: embedded If Statements.

21: The User Account Panel 
Remember, Foxtrot is your personal Automated Employee. 
You can customize the look and feel of your Foxtrot. The User 
Control Panel can be accessed through the Account (A) 
menu. The User Account Panel allows you to add a Profile 
Image (B), change your Mode (C), pick your Theme (D), and 
adjust your Preferences (E).

21.1 Profile Image
A Profile Image may be added to your Foxtrot account. By 
clicking the default Profile Image, the Photo Editor will 
appear. The Photo Toolbar provides quick access to tools to 
modify the image. A new photo may be added by Clicking 
Open Image. Once a photo has been added, you will be able 
to customize the appearance. Drag the Edit Control to resize 
or crop the image. There is a Preview located on the right, this 
preview will update in real time as the image is modified. The 
Photo Toolbar will expand to provide additional tools such a 
Rotate and Flip.

21.3 Themes
Clicking the Theme item in the User Account Panel will toggle between themes. Currently there are 3 
available: blue, raspberry and dark. The Blue theme is the default option. Once a theme is chosen, it is 
saved to the user’s profile. There is no difference in performance of Foxtrot between themes.

21.4 Preferences
Feel free to instruct Foxtrot to always remember certain things that make it easier to complete a job 
more efficiently. Foxtrot’s preferences can be located by navigating to Account > Preferences. From 
here, any custom preference may be set in regards to specific Actions, folder locations, and run 
settings. The most popular preferences are below. 
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22: Advanced Tricks & Tips for Robust Scripting 
This guide reviews the most essential of functionalities that Foxtrot RPA can perform. Of course, there is 
always more to learn about Foxtrot RPA, as virtually any manual process may be automated. In closing, 
EnableSoft would like to offer a set of tricks and tips that will make your team more successful and 
efficient in managing and using Foxtrot RPA. 

22.1 Waiting for Targets 
In general, Foxtrot RPA will wait for a webpage to refresh, or certain elements to appear on the screen 
before continuing. However, sometimes it may be necessary to verify that Foxtrot RPA is not moving 
faster than the target application. A delay can be set between Actions. However, setting a 5 second delay 
for example, will add 5 seconds to a script every time this Action is performed. By performing a Wait for 
Target Action instead, Foxtrot will wait until something unique appears on the screen.  

A delay may be incorporated within this Action by modifying the Timing tab, to wait as long as the 
scripter desires. This way, if a Wait for Target Action is configured to wait for 5 seconds, and the target 
appears in 2 seconds, a script has ultimately saved 3 seconds of runtime. Multiplying the time saved by 
the number of records or iterations in the script, this method will save minutes, possibly hours of 
runtime.

22.2 Changing Speed within a Project 
Most, if not all, projects can be run at Max Speed given the proper timing allocations (Delays, Wait for 
Targets, etc…). Some Actions may require more timing allocations in which Max Speed is not 
recommended. A Set Speed Action may be used in these scenarios to alter the speed at any point in a 
script. 

22.3 Using Expressions to Dynamically Set Target's Text
Actions will use a Target's Text in the Rules menu of the Action Builder. Depending on what has been 
targeted, the Text Preview may be edited to either match, or not to match the original value. If the 
Target's Text is matched, Foxtrot RPA will look for the exact value of the Target's Text to locate a target. If 
this text changes however, it may be helpful to change this option, or dynamically set the Target's Text. A 
Token may be used for the Text Preview, to have Foxtrot RPA match some field from Data, a Variable, etc. 
Doing so will dynamically set this value, thus running a project more efficiently.

22.4 Automating Foxtrot RPA
Foxtrot RPA can be configured to run on a schedule – daily, weekly, monthly – according to how a job 
must be run. To do so, please reference the Automating Foxtrot section of the Help Guide, located in the 
advanced chapter. Please note that the machine must be unlocked in order to run Foxtrot (the Unlock 
Action can be used to achieve this). Foxtrot RPA requires a mouse and keyboard to operate, and if the 
machine is locked, these components cannot be accessed. Please contact a system administrator to 
configure these options as needed. 

Foxtrot can run a scheduled Task on a virtual environment as well. When running on a virtual 
environment, the machine must still be unlocked. However, the host machine in which the VM is running 
may be locked.
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22.5 If The Target Is Found/Is Not Found 
Using an If Statement to determine whether or not something is visible on the screen is ideal for 
checking for error messages, or determining if Foxtrot RPA has successfully processed a record. To 
save time when a script is running, it makes more sense to use this If Statement to look for that is 
more likely to be found.

For example, an If Statement would most likely be used to 
determine if an error message is visible. This message is rare, but it 
is possible that it could appear 1 out of every 100 records. That 
means it does not appear 99 out of 100 records, essentially wasting 
unnecessary time  looking for a target that probably will not appear. 
If using the default Timing of 3 seconds, for a target to appear, the 
project will have close to 5 minutes of additional run-time!

Instead, reverse the If Statement, checking for something that you 
would expect to see. Maybe this message prevents the next screen 
from displaying? Create an If Statement that looks for something 
that is expected, namely If the Target is Not Found.

An Else clause may be included to perform the desired Actions when the error message is visible. This 
method will save the script time, in that Foxtrot does not look for something that is unlikely to 
appear every record, but rather, look for something that is expected to be found. If that target is not 
visible on the screen, then check for a warning message, for example.

22.6 Programmatically Setting an Excel Connection 
Setting a Connection to an Excel Workbook is simple, however, running a project against a connection 
requires that the Workbook to be open prior to clicking Run. Furthermore, if the name of the Workbook 
changes, the connection must be reconfigured. By using an Open Workbook Action, Foxtrot RPA can 
automatically open a Workbook, and set the desired connection. This saves the user time and effort.

22.7 Setting and Clearing Error Tasks 
Using an Error Task is great, in that they allow a project to continue regardless of the event an error. 
However, a project can have only one Error Task at a time. Use Set Error Task and Clear Error Task 
Actions to control what the current Error Task is. It may not make sense to handle different errors the 
same way. Telling Foxtrot when to use what Task as the current Error Task is a helpful method in 
creating more robust scripts. 

22.8 Using a Bypass Mouse Click 
Foxtrot RPA has the ability to send an invisible click to targets in a web environment, known as a 
Bypass Mouse Click. Selecting the Bypass Mouse option will result in faster clicks and faster projects. If 
a click could potentially result in a pop-up message (an error from the webpage, a prompt to save or 
discard changes, etc…) it is best to avoid using the Bypass Mouse Click option, as Foxtrot RPA will wait 
for a response from the browser before moving to the next Action, failing to dismiss any pop-up 
messages.
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22.9 Using the Bypass Keyboard 
Similar to a Bypass Click, Foxtrot RPA can send data to a web environment without actually using the 
keyboard. Using the Bypass Keyboard option results in sending data faster and more reliably. Some 
applications do not support the Bypass Keyboard option, as the application fails to recognize any 
keystrokes sent from this invisible keyboard. When using this option, it is highly recommended to verify 
any changes that have been made to the record prior to deploying a script to production. 

22.10 Icon and Browser Size 
If sharing scripts between multiple machines, it is recommended that the machines exhibit the same 
icon size. EnableSoft recommends using the Windows default value of 100% icon size, however some 
users may prefer to increase icon size. If the icon size is any different than that of the values in which the 
project has been written, it is possible that certain components of a project may not work as they do on 
another machine. To make these adjustments, right-click on your Desktop and select Personalize. Then 
click the option named Make text and other items larger or smaller.

Additionally, if using a web browser, it is recommended that this browser be zoomed to 100%. To 
ensure that a browser is always at 100%, use the Zoom Browser Action, available when targeting 
Internet Explorer. Anything larger or smaller may cause Foxtrot RPA to display odd Target Previews and 
other unexpected behaviors.
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Foxtrot Dictionary of Terms 
• Actions – Instructions provided to perform a job.
• Action Builder – The Action Builder contains all available Actions, or instructions, that can be 

performed on the specific target. Once an Action is chosen, specific parameters will be available 
for the selected Action. For any Action, the Action Builder will only contain the parameters for 
the selected Action.

• Breakpoint – a predetermined pause within a script. When a breakpoint is encountered, Foxtrot 
will automatically pause the script at the Action containing the breakpoint (this Action will not 
be executed). Breakpoints are especially helpful when testing scripts.

• Bypass Keyboard – A method used to Send Data without use of the keyboard. This option will 
only appear when the target resides in a browser window. Using this option can increase the 
speed of your script, if it is supported by the target application.

• Bypass Mouse - A method used to Click without use of the mouse.  This option will only appear 
when the target resides in a browser window. Using this option can increase the speed of your 
script, if it is supported by the target application.

• Client Machine – Typically referred to as a machine that points to a License Host.
• Comparison – A parameter used within a If Statement to compare two values.
• Concurrent License – Foxtrot may be installed on an infinite number of machines, but the 

number of simultaneous running instances is limited to the number of licenses.
• Connection – A unique letter used to establish communication between applications (Excel, 

PDF, and emulators) or systems.
• Current Row/Column/Cell – The current active row, column or cell in an Excel spreadsheet.
• Current Position – The current active position of the cursor in an emulator or “green screen” 

environment.
• Custom List – A collection of information that is used to map values to a respective counterpart.
• Else – A clause used within an If Statement that allows for an alternate set of Actions to be 

performed in the event that an If Statement does not evaluate as true. If an If Statement 
evaluates as false, and an else clause is used; the Actions between Else and End If will be 
performed.

• Error Task – A Task that is designated for handling errors. In the event of an error, Foxtrot will 
automatically run the Actions within the Error Task.

• Exact Position – A cursor position within an emulator or “green screen” that is specified by a 
user (or Token).

• Exact Cell/Column/Row – A cell, column, or row position within an Excel spreadsheet that is 
specified as a hard coded value or Token.

• Exact Target – A targeting option available when targeting a web table. When the Exact Target 
option is used, Foxtrot will not use table technology, unless using a Start Hightlight Action. 
Instead, Foxtrot will interact with whatever the user has targeted.

• Expression Builder – Access to Tokens.
• Field – A column within your database.
• Files & Folders List – A collection of files or folders in a directory.
• Highlight – A method used to dynamically interact with a set of targets within a web table.
• Highlighted Target – A targeting option available when targeting a web table, specifically, when 

targeting a pre-existing Highlight. When the Highlighted Target option is used, Foxtrot will 
interact with the cell of the table that is currently highlighted.  
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• License Host – The location of the licenses. Typically, this machine will also maintain audit trails 
and security logins. A Managing Machine and License Host are one in the same in all cases except 
for a Folder Installation.

• List – Allows for the lookup of alike values. For example, a List provides the power to map state 
capitals to their time zone.

• Log – A csv file that is created by Foxtrot with the use of a  Write to Log Action.
• Managing Machine – Machine that maintains all licensing information. This is the only machine 

that can add, remove, or migrate licenses.
• Mapped Drive – A method used to access shared storage area on another computer over a 

network.
• Mark – To classify a record as “Done”, or completed.
• Mouse Recorder – Special technology that will record a fluid sequence of mouse movements.
• Mouse Sequence – A collection of mouse movements that are consolidated into a single Action.
• Normal Task – A type of Task which serves as a collection of Actions. The  Run Task Action is used 

to call upon a Normal Task.
• Project – An automated job that Foxtrot RPA understands as hand-given instructions.
• Project Pane – Home to different Views within your script including any Data views or created 

Variables.
• Record – A row within your database.
• Run Arrow – A green arrow located within the Task Pane that notifies a user which Action will be 

performed next. By clicking “Run”, Foxtrot will begin performing Actions beginning with the Action 
that this arrow points to.

• Run Bar – Foxtrot’s control center – manages the running of your script.
• Selector/Targeting Tool – Tool used to create Interactive Actions with a drag & drop method.
• Smart Actions – Actions that are presented dependent upon the target. For example, Excel Actions 

are only available when targeting an Excel Spreadsheet.
• Start Here Task – Is considered the main Task within a script. The very first Action within a project 

will be the first Action within the Start Here Task, and the very last Action is the End Task Action at 
the end of the Start Here Task. Rewinding a project to the very beginning will bring the Run Arrow 
to the top of the Start Here Task.

• Stepper – Allows for the single execution of the selected Action.
• Table – A targeting option available when targeting a web table. When the Table option is used, 

Foxtrot RPA can interact with the entire table itself, as opposed to a single cell in the Highlighted 
Target option, or a single Target in the Exact Target option.

• Target – An element on the screen native to the Target Application that Foxtrot RPA interacts with 
in the form of an Action. A button to be clicked or a field to send data to are examples of Targets.

• Target Application – The application(s) that Foxtrot RPA interacts with.
• Target Caption – The caption of the targeted object that Foxtrot uses to locate a target.
• Tasks – Sub-routines within a project that are used to maintain organization of a script.
• Task Pane – Center of the application, home to all available and created Actions.
• Token – Individual values displayed within the Expression Builder. Tokens are defined codes that 

are translated from supplied information such as data field values, system dates, Variables, and 
the Windows clipboard value.

• Toolbar – Manages your project and data
• UNC Path – Universal Naming Convention, specifies a unique location in a file system.
• Unmark – To classify a record as “Pending” or not completed.
• Variables – Custom Tokens that are used primarily to copy and evaluate data.  

43


	Foxtrot RPA Training Guide
	1: Product Introduction
	1.1 What are some key areas of focus for automation?
	1.2 The Foxtrot Suite
	1.3 Activating Foxtrot Licenses

	2: Starting a Project
	2.1 Home Screen
	2.2 Meet Foxtrot RPA

	3: Importing Data into Foxtrot RPA
	3.1 Supported Data Formats
	3.2 Importing Non-Database Files
	3.3 Foxtrot RPA Source File - ACCDB

	4: Introduction to Actions
	4.1 Actions in Foxtrot
	4.3 Action Library and Search
	4.3 Fundamental Actions
	4.3.1 Click
	4.3.2 Send Data
	4.3.3 Copy Data


	5: Expression Builder
	5.1 Tokens: Access to Data Resources
	5.2 Variables: Customizable Tokens
	5.3 Creating a Variable
	5.3.1 On the Fly
	5.3.2 From the Project Pane


	6: Using Expressions and Actions
	6.1 Sending Data to a Text Field
	6.2 Copying Data into a Variable

	7: Running a Script
	7.1 Menu Bar Overview
	7.2 Run Bar Overview
	7.2.1 Run Options
	7.2.2 Stats


	8: Using Highlights in a Web Environment
	8.1 Identifying a Web Table
	8.2 Highlighting Actions Available
	8.3 Interacting with the Highlighted Target

	9: If Statements
	9.1 Non-Interactive If Statements
	9.2 If the Target’s Text
	9.3 If the Target is Found or Not Found
	9.4 If the Highlight

	10: Logs
	10.1 Creating a Log
	10.2 Writing to a Log

	11: Tasks
	11.1 Start Here Task
	11.2 Tasks
	11.3 Run on Error Tasks

	12: Additional Technologies & Connections
	12.1 What is a Connection?
	12.2 Creating Connections

	13: Excel Automation
	13.1 Targeting Options Available
	13.1.1 Cell, Column, and Row Options Available

	13.2 Interacting with a Workbook

	14: PDF Automation
	14.1 Targeting Options Available

	15: Emulator or “Green Screen” Automation
	15.1 Supported Emulators
	15.2 Creating a Connection to an Emulator

	16: Lists
	16.1 Custom Lists
	16.1.1 Creating a Custom List
	16.1.2 Using a Custom List

	16.2 Files & Folders Lists
	16.2.1 Creating a Files & Folders List


	17: Loops
	17.1 Running a Loop a Specific Number of Times
	17.2 Running a Loop Forever
	17.3 Looping Through a Files & Folders List
	17.4 Loop Tokens

	18: FTP Automation
	18.1 Creating an FTP Connection
	18.2 Navigating Through an FTP Server

	19: Recording a Mouse Sequence
	19.1 Creating a Mouse Sequence
	19.2 Editing a Mouse Sequence

	20: Action Builder Options
	20.1 The Action Builder
	20.2 Timing
	20.3 Errors
	20.4 Rules

	21: The User Account Panel
	21.1 Profile Image
	21.2 Understanding Modes
	21.3 Themes
	21.4 Preferences

	22: Advanced Tricks & Tips for Robust Scripting
	23.1 Waiting for Targets
	22.2 Changing Speed within a Project
	22.3 Using Expressions to Dynamically Set Target's Text
	23.4 Automating Foxtrot RPA
	22.5 If The Target Is Found/Is Not Found
	22.6 Programmatically Setting an Excel Connection
	22.7 Setting and Clearing Error Tasks
	22.8 Using a Bypass Mouse Click
	22.9 Using the Bypass Keyboard
	22.10 Icon and Browser Size

	Foxtrot Dictionary of Terms



