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Renaming Files and Folders

Rename a File
To rename a spreadsheet, click the expand arrows next to the spreadsheet. Next, click “Properties.”
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Click “Rename” next to the spreadsheet name.

File Properties File Name: AA Demo.xlg

Cwmer: anewman Eexpressoconp.com
Description: [ Ef change ]

File Size: 16kKb

Upload Date: 202007 06:15:10: PM

Lock Status: &5 Fie is not locked.
Tags:
Shared File With The spreadsheet has been shared to user(s):
» cdark @etiring-enterprise. co.uk on 12/19/2007 09:06:39 AM with shared access [V ® @
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Enter the new name for your spreadsheet and click “Rename.”
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Rename a Folder
To rename the folder, click “Move To” and then click the edit icon next to the folder you want to

rename.
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You will then be able to rename the folder and/or give it a description.

Faolder Editting
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