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Working with documents and items

How to rename a document

" J Classic View

Renaming a document

1. Navigate to the document that you want to rename

Enterprise * HUMAN RESOURCES MANAGEMEN... * AWARDS AND RECOGNITION
E EXCEPTIONAL ACHIEVEMENT AWARD - o
| &
B copy | Gy Move | 3% Deletz | [} Zip & Download | [ Zip & Email | [ Email Link | ¥: 37 | (% |k add item
[] Type MName Size Modified

O I Awards list.dooe 12KB 2019-02-13 11:52
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2. Select the Functions menu

@ Notification of Appointment - Carl Gibbons.doﬂ

3. Select Rename

Download

Add Version

Rename

Add to Favorites

Copy

4. Rename the document in the Name field

Name: ‘ | Notification of Appointment - Carl Gibons|  x |Qﬁ

| Update || cancel |

5. If the document name is required in both official languages, select the

Multilingual icon (2]

6. Enter the name in the other official language

Edit Additional Languages
Name
(S16 - Job Aid - How to English ( Canada )
Francais (Canada)
OK Cancel
OK
7. Select OK

Update

8. Select Update

Page 1 of 1

myschool-monecole.gc.ca Canadi




	Renaming a document

