
The Education Documentation Experts

Welcome to Renaming a 
Document Title Training

PNE Name, Paperless Nation Engineer
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Please ensure you have used the phone dial in method for audio for this training. 
If you have signed in via your computer audio, please switch to your phone audio.



Renaming a Document

Renaming a Document is a feature that allows you to change 
the name of a document to a title that best meets your needs.

Renaming a document should be used when you want to 
change the name of a document so it’s easier for you to 
locate.

Note: The original file name is 
– maintained with:

• Droplet
• Upload, however will not when doc is manipulated (merged, split…)

– not maintained using:
• Scan since doc comes from paper and doesn’t have a name
• VP because of variety of ways printed with and without names, plus some printers 

allow original file names, while others do not (out of our control) 
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How do I Rename a Document?

Watch a live demonstration in the YellowFolder system 
of how to Rename a document.
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Renaming a document 
can be accessed when 
the document is in the 
PDF viewer or from the 
document list. 

Renaming a Document
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From the document list:
Hover over the document name and a pencil icon appear.
Click on the pencil to the right of the document name.

Renaming a Document
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The document name should now show in an editable text field. 
You can delete the YellowFolder document name altogether and type 
your own. 
OR
You can leave the YellowFolder naming convention and add your 
document name to the beginning or end of the YellowFolder
document name.  This may cause you to run out of room in the title.  

Renaming a Document
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Click the checkbox to the right of the editable text field to save 
your new document name.

Renaming a Document
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Renaming a Document

When the document is in the PDF viewer:
The document name is listed at the top in the black bar.
Click on the pencil icon to the right of the document name.
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Renaming a Document
The document name should now show in an editable text field. 
You can delete the YellowFolder document name altogether and type your own. 
OR
You can leave the YellowFolder naming convention and add your document name 
to the beginning or end of the YellowFolder document name. This may cause you 
to run out of room in the title. 
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Click the checkbox to the right of the editable text field to save 
your new document name.

Renaming a Document



Renaming a Document

Your turn to try renaming a document.  If you do not wish to 
complete the entire process at least walk through the steps to 
ensure you understand the process.  
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Any Questions or Additional 
Support/Training Needed
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To learn more about the features in YellowFolder, go to 
www.yellowfolder.com and click on Training for a list of 
Weekly Live Training Sessions available each week.  
Simply register and you will receive an invitation to 
attend the virtual session from your desk.   

http://www.yellowfolder.com/


Any Questions or Needed 
Additional Support/Training

© YellowFolder, LLC, All Rights Reserved. 13



PNE Contact Information

► PNE- Enter Name

► Enter phone number

► xxxx@yellowfolder.com

► Address:

1617 W Crosby Road Suite 100 

Carrollton, TX 75006
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