
The Education Documentation Experts

Welcome to Edit Document 
Metadata 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.



Editing Document Metadata

Edit Document Metadata is a tool that allows you to 
move documents from one folder to another, from 
one person to another, or change the document 
date.

Edit Document Metadata should be used when a 
document has been placed in the wrong document 
folder or in the wrong person folder, or when you 
want to change the date associated with the 
document. 
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Editing Document Metadata
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Editing document metadata 
is located on the right panel 
when viewing the document 
list or with a file open.
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Clicking on the metadata tab will open the following pop-up.
From here, you can edit: 

• Person Data (the person the document belongs to)
• Document Type (the folder the document belongs in)
• Document Date (the date associated with the document)

Editing Document Metadata
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Typing the employee/student 
name will bring up options 
from the latest updated 
employee/student list

Editing Person Data
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The Document types listed are the 
folders from your file architecture

Editing Document Type
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Clicking on the calendar opens up 
the ability to choose a new 
document date. Pro tip: Clicking on 
the header allows scrolling across 
dates, up to 12 years at a time

Editing Document Date
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Hovering your mouse over the document name shows the editing pencil. Clicking 
on the pencil will allow you to change the document name. It is recommended 
that you leave the current naming convention and simply add descriptions to the 
front.

Editing Document Name



What do I do if I need help??

• You can email our support team at 
support@yellowfolder.com
• If you can’t find a document, you can email our 

record retrieval team at 
recordrequest@yellowfolder.com
• You can call our support team at 214-431-3600 or 

844-YELLOW-9 (press 2 to speak with a 
representative) 
• Contact your YellowFolder Paperless Nation 

Engineer
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