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Chapter 1 Application Access 

Purpose 
 

 
The purpose of this application is to name all of the files for a set of plans 

into a similar naming convention that is recognized by DocuSign and 

Adobe, thereby ensuring that the set of plans will remain in a consistent 

order throughout the merging and signing process. 

Startup Window 
 

 
When the Plan File Rename application is launched, you will see this 

window. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the Plan 

File folder here 

Click OK to 
continue to the 

main window 
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Main Application Window 
 

 
After you have selected the Plans folder, you will see the main window. 

 

 

 

 

 

Subfolder Window Files Window 
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The Toolbar 
 

 
 

 The Toolbar will appear at the top of the Main Window.  

The toolbar will contain buttons which perform the following functions: 

 

 
 

Open: Click this button to open a new folder. 

 
 

Rename Files: Click this button to rename all of the files 

in the currently selected folder with a section number and 

page number 

 
 

Remove Prefixes: Click this button to Remove the 

previously attached section and page numbers 

 
 

Move to Top: Click this button to move the selected file to 

the top of the folder. 

 
 

Move Up: Click this button to move the selected file up 

one space. 

 
 

Move Down: Click this button to move the selected file 

down one space. 

 
 

Move to Bottom: Click this button to move the selected 

file to the bottom of the folder. 

 
 

Number Spacing: Click this button to set the numeric 

distance between each of the page numbers. 

 
 

Help: Click this button to view help for the application. 
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Chapter 2 Procedures 

Opening a New Folder 
 

 
Step Action Result 

 
1 Click the  button. The Browse For 

Folder dialog will 

appear. 

 

 
 

 

 
2 Select the folder you wish to open. The folder name will 

be highlighted. 

 
3 Click the OK button. The folder will open 

in the Main 

application window. 

 
Continued on Following Page 
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Reordering Files 
 

 
Once you have opened the Folder you wish to view: 

 

 
Step Action Result 

 
1 Select one or more files by left clicking 

on the filenames.   

NOTE: Multiple files may be selected 

by holding down the Ctrl or the Shift 

key while left clicking. 

The selected files 

will appear 

highlighted. 

 
2 Reorder the selected files by clicking on 

one of the Reorder buttons in the 

Toolbar at the top of the window. 

NOTE: You may also reorder files by 

clicking and holding the left mouse 

button and dragging to the new location. 

The selected files 

will move to the new 

position. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(Main Window) 

Select files with a left mouse click.  
Select multiple files by left clicking 
while holding down the Ctrl or Shift 
keys. The currently selected file(s) 
will be highlighted. 

Use these buttons to reorder the selected files. 

The Section numbers 
are retrieved from the 

parent folder. 
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Renaming the Plan Files 
 

 

 

 
Step Action Result 

 
1 From the TOOLBOX, click the 

 button. 

The Files in the Files 

window will be 

renamed to include 

the section and page  

numbers. 

 

 
 

 

 

Removing the Prefixes from Previously Renamed Files 
 

 

 

Removing 
Prefixes 

3 In THE TOOLBOX, CLICK ON THE 

 BUTTON. 

The prefixes will be 

removed from the 

files. 

 
NOTE: If the files were manually named, but they do not follow the 

standard naming convention exactly (###_###_filename) then the 

utility will not remove the prefix.  This is to protect the integrity of 

the filenames.  These prefixes will have to be manually removed. 

 

 

 

 

 

 

 

 
 

 


