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DE Relief Grants Expense Reporting -
How to Rename a File

Open File Explorer (folder icon on a PC) or the Finder app (on a Mac) to locate the file(s) that

needs to be renamed
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Once you have located the file that needs to be renamed, click once to select it. There are two

ways to change the file name:

Option 1: Right click on the file and select "Rename” in the drop-down menu.

|

Share

Wil Co
Pinto Quick Copy Paste
access

Clipboard
- v 4 [ « Pictu... »
B Desktop ~ # »

¥ Downloads

Documents

& Pictures
DE Relief Grants
DRG Expense Re
FAOs

Screenshots
« Creative Cloud Fil

I This PC
i 3D Objects
I Desktop
Documents
& Downloads
b Music
[&] Pictures

B Videos v
1 item selected 146 KB

4 items

D b cut

[7] Paste shortcut

= | DRG Expense Reporting Screenshots

View

-

Move
ta

Py path

DRG Expense Repor...

T —
T~

e

Screenshots

B X =]

Copy
to~

Delete Rename  New
- folder

Organize Mew

o

T2 New item -

7 Easy access ~

EH setect an

1 select none
5 invert selection

Select

e 3 Open ~
1]
f Edit
Properties

£ History
Open

2 Search DRG Expense Reporting Screenshots

Bob's B

2 (D)

| &)

Open with Adobe Acrobat DC
Print
B Share with Skype

rel

nt

) Edit with Adobe Acrobat
8 Combine files in Acrobat...
3%, Share using Adobe Acrobat

I Share
Open with

Give access to

Restore previous versions

Send to

Cut
Copy

Create shortcut

Delete

Rename

Properties




3 Delaware

DIVISION OF SMALL BUSINESS
Option 2: Click on the text of the file name (in this case the text is Bob’s Bakery tax return),
and type the new filename.
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Continue steps 1-2 for the remaining files until all file names match the expense filenames in
the DE Relief Grants portal.



