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YellowFolder

The Education Documentation Experts

Welcome to Splitting
Documents 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.
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Your Access : Archive Admin
Your Title : Super Administrator

« Back to Document List

Upon the document you
wish to split opening, click
“Split Document” button.
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Attendance 2001243
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) English Il
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Corracs 25 Seals Seom

a Acrigvament Level Advanced
Achievemant Level: Proficient
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support: (844) YELLOW-9
(844) 935-5699
support@yellowfolder.com

File Uploads Tools

Hi, Tessa Tyler (ttyler.dms@yellowfolder.com)
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Document Metadata

First Name: Betty

Middle Adrienne

Name:
= | R -
R g 238PM

6/1/2017
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This pop-up will appear for Click on the pages of this
you to select the pages to document you wish to split and a
be split from the original red box will appear around each
document. page selected indicating those to
be split from the original.

Split Document

a0 D Standardized Testing - Anderson, Betty - 222001240.pdf

Document Type

gmMiardized Testing

‘ Anderson ,Betty - 222001240 * ‘

Split Document Name
Standardized Testing - Anderson,Betty-222001240

Pages Selected: 1

Chat with us
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To change
the location
of the

To change the
person in which the
selected pages

.yellowfolder.com/Dashboard

selected need to be filed in,
pages, click click “X" next to the
p! ocumen
th € (1 EDD Standardized Testing - Anderson, Betty - 222001240.pdf name.
“Document Document Type Begin typing the
” I Standardized Testing
Type” drop i = last name of the
down and S o, S5 S T person and the
select the E S At * system will search
FN: Zachariah DOB: 2/17/2010
correct - G a: for the name.
fOIder' _— o =y i:t::l:'lmve DOB: 6/18/2006 - Once name appears
CAREET 2aan Splt

in list, click the
name and it will
appear in field.
Click “Split”.

Click “Split”.

Chat with us
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Demo of splitting documents:

https://www.dropbox.com/s/lobué6ijoucjnze5/Bright%20Splitti
ng.mp4?di=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.


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



