
The Education Documentation Experts

Welcome to Viewer Toolbar –
Checking In and Out 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.



What enhancements are part of 
the new viewer toolbar?
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Toggle Side Bar

Bookmarking 
(pages should be 
bookmarked 
before uploading 

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

Full size page 
viewing



What other buttons are available 
on the viewer toolbar?
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Search within 
a search

Zoom-in/ 
Zoom-out 

Check Out/ 
Check In

Print

Download



How do I use the tools while 
viewing a document?

Watch a live demonstration in the YellowFolder system 
of how to use the tools on the Viewer Toolbar.
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Toggle Sidebar
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This button 
allows the user 
to see a 
thumbnail list 
of all of the 
pages within 
the document.  
The user can 
click on any of 
the pages and 
jump to that 
page in 
document.



Bookmarks
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A user can bookmark 
pages prior to uploading 
and the bookmarks will 
be available in 
YellowFolder. 

“When would this be 
helpful?”

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



Attachments

© YellowFolder, LLC, All Rights Reserved. 7

Prior to 
uploading a user 
can use a PDF 
creator to add 
attachments to a 
document.  This 
would link the 
documents 
together.  This 
feature is located 
inside the Toggle 
Sidebar.



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



Check Out
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2. Click the Check Out button



Check Out

© YellowFolder, LLC, All Rights Reserved. 11

3. Document will automatically download.

4. Open downloaded document, complete necessary 
activities and save the document.



Check In and Out
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On your 
Application 
Screen, all 
checked 
out 
documents 
will be 
here until 
checked 
back in.

In the document list view, 
this symbol denotes a file is 
checked out.  

*Note: When a document is checked out, it can only be 
viewed… all other features will be inactive for it.



Check In
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To Check In a document:
1. Click the arrow beside the 
document to be checked back in 
to open that document.



Check In
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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.

1. Click Check In icon



Check In
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2. Choose 
Upload New 
Version radio 
button.
3. Click Browse 
to locate saved 
version of 
document on 
your computer.

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



Check In
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4. When find 
document, 
double click 
it to attach.



Check In
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5. Document 
title will 
appear in 
Browse 
window.
6. Click 
Check In 
button.



Check In
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7. Verification 
pop-up will 
appear.



Print or Download
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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.



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



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 Additional 
Support/Training Needed
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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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mailto:xxxx@yellowfolder.com

