
The Education Documentation Experts

Welcome to Splitting 
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.



Splitting Documents
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Upon the document you 
wish to split opening, click 
“Split Document” button.



Splitting Documents, cont. 
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This pop-up will appear for 
you to select the pages to 
be split from the original 
document.

Click on the pages of this 
document you wish to split and a 
red box will appear around each 
page selected indicating those to 
be split from the original.



Splitting Documents, cont.
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To change 
the location 
of the 
selected 
pages, click 
the 
“Document 
Type” drop 
down and 
select the 
correct 
folder. 
Click “Split”.

To change the 
person in which the 
selected pages 
need to be filed in, 
click “X” next to the 
name.
Begin typing the 
last name of the 
person and the 
system will search 
for the name.
Once name appears 
in list, click the 
name and it will 
appear in field.  
Click “Split”.



Splitting Documents, cont.

Demo of splitting documents:

https://www.dropbox.com/s/lobu6ijoucjnze5/Bright%20Splitti
ng.mp4?dl=0

Watch my live demo of splitting documents.

Your turn to try splitting documents.  If you do not have a 
document to split, then just view the steps of how it is done on 
your own computer.  
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https://www.dropbox.com/s/lobu6ijoucjnze5/Bright%20Splitting.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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