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Background:  When land changes from one owner or operator to another, the Customer File Folder can be 
renamed to reflect this change. 

Procedure: 

1. Check out the existing Customer. 

2. Go to the Folders tab. 

3. Click on the Rename Folder icon  found in the vertical task bar on the left side of the screen. 

4. A Rename Customer Folder window will open. 

 

 
5. Type in the new Company/Business name and Identifier; click OK. 

6. A pop-up window will confirm that the file was successfully renamed. 
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