
 

Instruction   Screenshot/Details 

How To Change File Names Within Your Packet 

1) Remember your file names 
are visible by the reviewer. 
You may rename files after 
they are added to your 
packet by selecting “Edit” 
next to the file you want to 
change.  

 

2) Alter the document title 
from the next window and 
select “Save”.  

 

3) Now your new document 
title will show.  

 

 

 

 

 

 

 

 

 

 

 


