
The Education Documentation Experts

Welcome to Sharing 
Documents 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.



Sharing Documents

Documents can be shared in two methods:

1. Public Link 
Ø When sharing with those who are not 

YellowFolder users

2. Private Link 
Ø When sharing with those who are YellowFolder

users
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Sharing Documents
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To Share a document, check the box beside the document and click the 
pink Share Document button



Sharing Documents
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1) Choose to share the 
document privately 
(with other 
YellowFolder users) 
or publicly (with 
anyone).  

2) Select expiration of 
link date.

3) Check to allow 
downloads.

4) Click Next button.



Sharing Documents
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5) Enter email in 
“To” field and 
information in 
“Subject” field.

6) Click Save 
button.



Sharing file from within the same subfolder:
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1) Check boxes in from of the desired files 
2) Click on pink “Share Document” button
3) Follow same process as sharing one document

Sharing Multiple Documents
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1)  Bookmark all desired files 
within different subfolders for the 
same person

2) Click the Yellow Lock to return to
Dashboard and view all bookmarked
documents

Files from different subfolders:

Sharing Multiple Documents



Files from different subfolders:
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3) Select files to be 
shared

4) Click “Share 
Document” button 
and follow same 
process as sharing a 
single document

Sharing Multiple Documents



Sharing Documents

Demo of sharing a link:

https://www.dropbox.com/s/xl8pp94vz8tcomb/Sharing%20Do
cuments.mp4?dl=0

Watch my live demo of sharing a link.

Your turn to try sharing a link.  We recommend emailing the 
link to yourself to test it.
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https://www.dropbox.com/s/xl8pp94vz8tcomb/Sharing%20Documents.mp4?dl=0


Any Questions or Needed 
Additional Support/Training

• Online support can be found at 
support@yellowfolder.com or 
recordrequest@yellowfolder.com  

• The support helpline number is 214-431-3600 
or 844-YELLOW-9 (press 2 to speak with a 
representative) 

• Your YellowFolder Paperless Nation Engineer is 
PNE Name (pne@yellowfolder.com)  
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