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The Education Documentation Experts

Welcome to Viewer Toolbar —
Checking In and Out Training

PNE Name, Paperless Nation Engineer

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.




What enhancements are part of M
the new viewer toolbar? ' YellowFolder

Ability to attach
additional
documents to the
viewed document
prior to uploading

Bookmarking
(pages should be
bookmarked
before uploading

Toggle Side Bar

Full size page
viewing

-~ 4 AutomaticZoom *

L%
[

Anytown ISD |




wHat otHer Buttons are ava"l‘able ~

on the viewer toolbar? ' YellowFolder

Search within Zoom-in/ Check Out/
a search Zoom-out Check In

— 4 AutomaticZoom *+ =2

Anytown ISD |

Download



How do | use the tools while ~
viewing a document? * YellowFolder

Watch a live demonstration in the YellowFolder system
of how to use the tools on the Viewer Toolbar.

Hi, Kelly

« Back | Enroliment and Annual Registration Form - Smith, ... ¢

- 4 AutomaticZoom ~




Toggle Sidebar ' YellowFolder

« Back | Miscellaneous - Yawn, Griselda - 525363414789 pdf #

This button

allows the user

to see a share Document |
View Document |
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Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce

. .
t h u I I I b n a I I | I St a-52 14789 posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna eros

quis urna. Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus. Pellentesque habitant morbi
INDENCE tristique senectus et netus et malesuada fames ac turpis egestas. Proin pharetra nonummy pede. Mauris
Of a I I of t h e et orci. Aenean nec lorem. In porttitor. Donec laoreet nonummy augue. Suspendisse dui purus,
—'» scelerisque at, vulputate vitae, pretium mattis, nunc. Mauris eget neque at sem venenatis eleifend. Ut Document Metadata
nonummy. Fusce aliquet pede non pede. Suspendisse dapibus lorem pellentesque magna. Integer nulla.

a h f ND TESTING
p a ge S WI I I I it (504-Dys| Donec blandit feugiat ligula. Donec hendrerit, felis et imperdiet euismod, purus ipsum pretium metus, in First Name: Griselda
erences (504-Dysl.... X N s
lacinia nulla nisl eget sapien. Donec ut est in lectus consequat consequat. Etiam eget dui. Aliquam erat

the document. voltpa.

Jame o ol 3 1 of9 — 4+ AutomaticZoom * 53 - " S B

* Sed at lorem in ﬂl;ll’lC porta tristique. Proin nec augue. Quisque aliquam tempor magna. Pellentesque Date Of 05/28/2018
ous habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Nunc ac magna. Birth:
T h e u S e r Ca n ION-TRANSFER INE Maecenas odio dolor, vulputate vel, auctor ac, accumsan id, felis. Pellentesque cursus sagittis felis. 1D Number: Tt
: Pellentesque porttitor, velit lacinia egestas auctor, diam eros tempus arcu, nec vulputate augue magna :
. vel risus. Cras non magna vel ante adipiscing rhoncus. Vivamus a mi. Morbi neque. Aliquam erat Status: Active
C I I C k 0 n a ny Of volutpat. Integer ultrices lobortis eros. Pellentesque habitant morbi tristique senectus et netus et
_ malesuada fames ac turpis egestas. Proin semper, ante vitae sollicitudin posuere, metus quam iaculis Account: QA1
nibh, vitae scelerisque nunc massa eget pede. Sed velit urna, interdum vel, ultricies vel, faucibus at,
t h e p a ge S a n d _ quam. Donec elit est, consectetuer eget, consequat quis, tempus quis, wisi. In in nunc. Class aptent taciti Record SR
sociosqu ad litora torquent per conubia nostra, per inceptos hymenaeos. Donec ullamcorper fringilla Series:
g h _ eros. Fusce in sapien eu purus dapibus commodo. Cum sociis natoque penatibus et magnis dis Document Miscellaneous - Ya
J u m p to t a t parturient montes, nascetur ridiculus mus. Cras faucibus condimentum odio. File Name: 525363414789 pdf

. Sed ac ligula. Aliquam at eros. Etiam at ligula et tellus ullamcorper ultrices. In fermentum, lorem non

p a ge I n cursus porttitor, diam urna accumsan lacus, sed interdum wisi nibh nec nisl. Ut tincidunt volutpat urna.
Mauris eleifend nulla eget mauris. Sed cursus quam id felis. Curabitur posuere quam vel nibh. Cras
dapibus dapibus nisl. Vestibulum quis dolor a felis congue vehicula. Maecenas pede purus, tristique ac,

d O C u m e n t o tempus eget, egestas quis, mauris. Curabitur non eros. Nullam hendrerit bibendum justo. Fusce iaculis,

< est quis lacinia pretium, pede metus molestie lacus, at gravida wisi ante at libero. Quisque ornare
' nlacerat risus Ut molestie magna at mi_Integer alinuet mauris ot nibh. Uit mattis lioula nosuere velit M Record Series Administrator
»

Original File QA1_SR_D_06142
Name:

yfga.gal.1.c@dispostable.com
Test234 Test1




Bookmarks t YellowFolder

A user can bookmark
pages prior to uploading
and the bOOkmarkS Will The pdf995 suite of products - Pdf995, PdfEdit995, and Signature995 - is a complete solution for your document publishing needs. It

: -
b e ava I | a b I e I n Pd{995 makes it easy and to create quality uments in the popular PDF file format. Its easy-to-use interface _

helps you to create PDF files by simply selecting the "print" command from any application, creating documents which can be viewed Share Document
YellowFolder.

HI, Kepecca Melo (rmel

| Miscellaneous - Yawn, Griselda - 525363414789 pdf  #

1t = <+ Automatic Zoom

on any computer with a PDF viewer. Pdf995 supports network file saving, fast user switching on XP, Citrix/Terminal Server, custom
page sizes and large format printing. Pdi995 is a printer driver that works with any Postscript to PDF converter. The pdf9g5 printer
driver and a free Converter are available for easy download.

PAfEdit995 offers a wealth of additional functionality, such as: combining documents into a single PDF; automatic link insertion;
hierarchical bookmark insertion; PDF conversion to HTML or DOC (text only); integration with Word toolbar with automatic table of
contents and link generation; autoattach to email; stationery and stamping

Signature995 offers state-of-the-art security and encryption to protect your documents and add digital signatures.

Ilwhen Would this be Document Metadata

First Name:  Griselda

h elp ul ? 7 The Pdf995 Suite offers the following features, all at no cost: Last Name: Yawn
; .

Automatic insertion of embedded links Option to attach PDFs to email after creation Date Of 05/28/2018
Hierarchical Bookmarks Automatic text summarization of PDF Birth:

For example, when using
a Pre-YellowFolder cover
sheet to upload an
entire folder the user
could bookmark student
transcripts.

Support for Digital Signatures

Support for Triple DES encryption

Append and Delete PDF Pages

Batch Print from Microsoft Office

Asian and Cyrillc fonts

Integration with Microsoft Word toolbar
PDF Stationery

Combining multiple PDF's into a single PDF

Three auto-name options to bypass Save As dialog

Imposition of Draft/Confidential stamps
Support for large format architectural printing
Convert PDF to JPEG, TIFF, BMP, PCX formats

Convert PDF to HTML and Word DOC conversion

Convert PDF to text
Automatic Table of Contents generation

Support for XP Fast User Switching and multiple user

sessions

Standard PDF Encryption (resiricted printing, modifying,

copying text and images)
Support for Optimized PDF
Support for custom page sizes

documents

Easy integration with document management
and Workflow systems

n-Up printing

Automatic page numbering

Simple Programmers Interface

Option to automatically display PDFs after
creation

Custom resizing of PDF output
Configurable Font embedding

Support for Citrix/Terminal Server

Support for Windows 2003 Server

Easy PS to PDF processing

Specify PDF document properties

Control PDF opening mode

Can be configured to add functionality to
Acrobat Distiller

Free: Creates PDFs without annoying
watermarks

Free: Fully functional, not a trial and does not
expire

Over 5 million satisfied customers

Over 1000 Enterprise Customers worldwide

ID Number: 525363414789

Status: Active

Account QA1

Record SR

Series:

Document us - Yawn, (

File Name: 525363414789 pdf

Original File  QA1_SR_D_06142018_
Name:

Record Series Administrator

yfga.gat.1.c@dispostable.com
Test234 Test1
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Attachments t YellowFolder

Prior to
uploading a user
can use a PDF

creator to add Doble ek on e i 1o pen the attached fle
attachments to a o
document. This
would link the S
documents
together. This o
feature is located Recod s

Series:

— + AutomaticZoom * 134

« Back | Miscellaneous - Yawn, Griselda - 525363414789 pdf # m

TCPDF Example 041
by Nicola Asuni - Tecnick.com

Document Miscellaneous - Ya

inside the Toggle

A Original File QA1_SR_D_0614:
Sldebar- Name:
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Full Size Viewing ' YellowFolder

M, neny

« Back | ACADEMIC TESTING - Smith, Bobbi - 222001630... #

4+ Automatic Zoom
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This button, located to the right side of the Zoom option, allows the
user to view the document in full size. After viewing it full size, the user
can press the “Esc” button to return to standard viewing within the
YellowFolder platform.




Check Out + YellowFolder

1. This button allows the user to “check out” the document.

« Back | ACADEMIC TESTING - Smith, Bobbi - 222001630.pdi #

Check Out Document

To edit a document or replace with a new version, click
the Check Out button below. A copy of this file will
immediately begin downloding.

Note: Users cannot modify this document while
checked out, but can see who and when the
document was checked out.

Check Ouf Cancel




Check Out t YellowFolder

Check Out Document X

Physician Reports - Anderson, Daniel - 1234567899.pdf

Tculds Care

f To edit a document or replace with a new version, click the Check Out
u button below. A copy of this file willimmediately begin downloading.

Note: Users cannot modify this document while checked out, but can
see who and when the document was checked out.

Check Out

/

2. Click the Check Out button




Check Out ' YellowFolder

Check Out Document x

File has been successfully checked out and downloaded.

3. Document will automatically download.

Chat with us

() vwowrosno.ze ~ 4, Open downloaded document, complete necessary Showal | X
7 activities and save the document.




Check In and Out | "f YellowFolder

Saved Searches

O O O O On your

uploads this month uploads needing uploads needing Batchesin Ap p I |Cat|0 n
information verification complete status
Screen, all

ﬂ View All $ View All C h ecC ked

out
Il Standardized Testing - Anderson, Betty - 222001... $ Standardized Testing - Aguirre, Vivian - 22200123.... / d OC u m e nts
Checked Out Documents .
M Student Information Card - Anderson, Betty - 22... | &  Report Cards - Aguirre, Vivian - 222001239.pdf Wi I I be
View All .
H Standardized Testing - Anderson, Betty - 222001... €J Physician Reports - An... h ereu ntl I

checked
b back in.

Shared with Me Shared by Me

In the document list view,

this symbol denotes a file is
Filename Action ¥ Doc Date / checked out.

a Physician Reports - Anderson, Daniel - 1... A View Download 07/09/2013 63




.

Check In

0 0

uploads this month uploads needing
information

N View All

I Standardized Testing - Anderson, Betty - 222001...
[a Student Information Card - Anderson, Betty - 22...
[} Standardized Testing - Anderson, Betty - 222001...

Shared with Me

0

uploads needing
verification

v

t YellowFolder

Saved Searches

0

Batches in
complete status

View All

$ Standardized Testing - Aguirre, Vivian - 22200123...

Checked Out Documents

$ Report Cards - Aguirre, Vivian - 222001239.pdf

Shared by Me

View All
Physician Reports - An...

To Check In a document:

1. Click the arrow beside the
document to be checked back in
to open that document.




Check In + YellowFolder

This button allows the user to “check in” a new version of the document.

NOTE: If you do not want to upload a new version of the document, you may cancel
the check out.

« Back | ACADEMIC TESTING - Smith, Bobbi - 222001630.pdf #

1. Click Check In icon

Choose any option below.
@Check In
Choose file Browse

©Undo Checkout

\‘_nac_s

Check ancel




Check In

2. Choose
Upload New
Version radio
button.

3. Click Browse
to locate saved
version of
document on
your computer.

+ YellowFolder

Check In Document X

Physician Reports - Anderson, Daniel - 1234567899.pdf
;2 Choose an option below and click the Check In button.

» Upload New Version

Browse

Cancel Check Out

Returns the document without creating a new version.



Check In + YellowFolder

Yearly Attendance Record - Adams, Guadalupe - 222001236.pdf

Open

4. When find
document,

|- Desktop »
-

Organize v New folder B v [l

- . FE -
%X Favorites | m File folder } F File folder
.
d O u b I e CI I C k B Desktop Dropbox (YellowFolder) GoToMeeting
& Downloads z: Shortcut w Shortcut
t o attac h P i 4 @¥ 10k 128 KB
I . Dropbox (Yellow! Kofax Web Capture Service = Report Cards - Adams, Guadalupe -
z,: . P . Zig) Shortcut TR 222001236
all]|Recent Places @ :, ‘ 987 bytes -— ﬁ Foxit PhantomPDF PDF Document
I Salesforce for Outlook < Support
w4 Libraries Shortcut : PNG image
[ Documents 242KB . 306 KB
@ Music —I. Todo (77" | Yearly Attendance Record - Adams,
[&5] Pictures § ;\gi;rzécft Word Document | ?ug;i;l:p m
B Videos X = -0- [ Foit Phan b mengions: 1306 x1010

Size: 306 KB

File name:




Check In

5. Document
title will
appear in
Browse
window.

6. Click
Check In
button.

* YellowFolder

Check In Document X

Yearly Attendance Record - Adams, Guadalupe - 222001236.pdf

‘ Choose an option below and click the Check In button.

« Upload New Version

» | Yearly Attendance Record - Ad:

) Cancel Check Out

Returns the document without creating a new version.

Chat with us




Check In t YellowFolder

7. Verification
pop-up will
appear.
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Print or Download ' YellowFolder

The Print button will bring up the user’s default printer. It will allow the user to print the
entire document or pick the specific pages that are needed for printing.

The Download button will place a copy of the document on the user’s screen, which can
be opened or saved to the user’s computer desktop.

« Back | ACADEMIC TESTING - Smith, Bobbi - 222001630.pdi #

- 4 AutomaticZoom * $3

— e Missoun End-of-Course Assessment
Missoun End-of-Course Assessment _

English il

Smith. 2obbi
...T: th, Bobbi Algebrai

Missoun End-of-Course As




Uploading Documents | ' YellowFolder

Your turn to view a document and see how easy it is to
use the Viewer Toolbar options.



Any Questions or Additional ' YellowFolder
Support/Training Needed

TRAINING  CONTACT US €]
LOGIN

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 Additional ¢ YellowFolder

Support/Training Needed

Questions, Problems?
We're here for YOU.

Support 214.431.3600 (dial 2) » support@yellowfolder.com
Contact Support for:

* General questions about using YellowFolder * Remote virtual training

* Software support ¢ CSVfile related tems

* YellowFolder Tool(s) Support ¢ Matriculation related items
(Dropfet, Virtual Printer; Scan & Upload) ¢ User acoess related items

* Assistance finding digitzed documents

Record Retrleval 214.431.3600 (dla/2) ® recordrequest@yelowrfolder.com
m Contact Record Retrieval for:

Retrieving non-digitized documents. These are generally documents YellowFolder is only storing in the warehouse
(never been digitized). However, this also applies to documents that have not been digitized yet (open project).

*Conpletion of a Records Request Form is necassary for prompt retrievals. The form can be ined by ihg supp 'Yelowfolder.com
ar recordre

-l

Paperless Nation Engineer (PNE) Each PNE member has their own contact information.
About Paperless Nation Engineers:

A ¢ Educational Consultant for a smooth transition ¢ On-site and virtual trainings (both infial and refreshers)
= to YellowFolder to ensure users understand how to best utilize YelowFolder
¢ Creation and modification of your urique File Structure * On-going assessments of the implementation and
« Guidance in implementation and procedure planning to usage of YellowFdder to inform your Administration and
incorporate the culture change necessary to go paperiess provide support

Accounting accounting@yelowrfolder.com
Contact Accounting for: All biling/invoice related questions




PNE Contact Information | 1 YellowFolder

» PNE- Enter Name
» Enter phone number

> xxxx@yellowfolder.com

» Address:

1617 W Crosby Road Suite 100
Carrollton, TX 75006


mailto:xxxx@yellowfolder.com

