
The Education Documentation Experts

Welcome to Advance 
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 does YellowFolder do?

• YellowFolder works exclusively with K–12 school 
districts across the United States to provide an 
electronic filing cabinet. We replace your metal 
paper-filled filing cabinets.

• YellowFolder works with your existing Information 
System to store, index, and protect all your 
important documents created from those systems 
and any others outside that system. 

• YellowFolder will become your electronic filing 
cabinet!
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Seven Simple Questions

1. Do you know how to print a document?
2. Do you know how to scan a document?
3. Have you ever attached a document to an email?
4. Have you ever dragged and dropped a document into a folder on 

your computer?
5. Have you ever searched through a file tree on your computer?
6. Have you ever searched in Google?
7. Have you ever refined a search on Amazon?

If you can do these you can use YellowFolder like a pro!  

Let’s rate your computer skills, how savvy are you with technology?

© YellowFolder, LLC, All Rights Reserved. 3



Understanding Your File Structure

File structure template – documents 
will be filed in these folders.

STUDENT RECORDS - FILE STRUCTURE

ACADEMIC  TESTING

ACKNOWLEDGEMENT FORMS

CORRESPONDENCE

ENROLLMENT AND ANNUAL REGISTRATION FORMS

HOME LANGUAGE SURVEY

LEARNING DIFFERENCES (504-Dyslexia-ESL-GT)

LEGAL

MEDICAL (Shot Records-Allergies-Diabetic)

MISCELLANEOUS

OFFICIAL TRANSCRIPT AND GRADES

PRE-YELLOWFOLDER

RECYCLE BIN - TRASH

WITHDRAWAL-TRANSFER DOCUMENTS

File structure in YellowFolder –
documents are recognized and filed.
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Understanding Your File Structure

File structure template – documents 
will be filed in these folders.

File structure in YellowFolder –
documents are recognized and filed.
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SPECIAL EDUCATION RECORDS  - FILE STRUCTURE

BEHAVIOR (Restraint-Incident Reports)

CHILD OUTCOME SUMMARY FORMS

CORRESPONDENCE

FULL INDIVIDUAL EVALUATIONS 

INDIVIDUAL EDUCATION PLANS

LEGAL 

MEDICAID

MEDICAL (Prescriptions-Health Plans-DNR)

MISCELLANEOUS

PRE-YELLOWFOLDER

RECYCLE BIN - TRASH

THERAPY SERVICES LOGS



Understanding Your File Structure

File structure template – documents 
will be filed in these folders.

File structure in YellowFolder –
documents are recognized and filed.
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EMPLOYEE RECORDS - FILE STRUCTURE
APPLICATION PACKAGE
BENEFITS AND BENEFICIARY DESIGNATION
CERTIFICATIONS-PERMITS-PD-TRANSCRIPTS
CONTRACTS AND JOB DESCRIPTIONS
CORRESPONDENCE
DIRECT DEPOSIT
EMPLOYEE ACKNOWLEDGEMENT FORMS
FINGER PRINTS AND CRIMINAL HISTORY
I-9
LEGAL-MEDICAL-ATTENDANCE
MISCELLANEOUS
PERFORMANCE (Evaluation-Discipline-Grievances)
PRE-YELLOWFOLDER
RECYCLE BIN - TRASH
RESIGNATION-RETIREMENT-TERMINATION
SALARY DOCUMENTS
VERIFICATION OF PRIOR EMPLOYMENT
W-4



Understanding Your File Structure

File structure template – documents 
will be filed in these folders.

File structure in YellowFolder –
documents are recognized and filed.
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ADMINISTRATIVE RECORDS - FILE STRUCTURE
ACCOUNTING

BANKING STATEMENTS
BUDGET
CORRESPONDENCE

EXTRACURRICULAR
FACILITY USE-WORK ORDERS-MAINTENANCE
FOOD SERVICES
HEALTH SERVICES
HUMAN RESOURCES
LEGAL

MISCELLANEOUS
PAYROLL
PRE-YELLOWFOLDER
RECYCLE BIN - TRASH

SCHOOL BOARD
TECHNOLOGY

TITLE 1 DOCUMENTATION OF 36 INDICATORS
TITLE 1 FEDERAL MONITORING REPORTS
TRANSPORTATION
VENDOR CONTRACTS



Uploading Documents
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There are four ways to upload documents to YellowFolder:

1) Using the Virtual Printer
2) Using the Droplet
3) Using Scan 
4) Using Upload

Which do I use?
It depends on what you are uploading and personal preference…



Virtual Printer
You already know how to print a document, 

so you know how to use YellowFolder.
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Virtual Printer – Logging into the Tool
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The user will click the “Submit” button after 
typing in the username and password.

HINT:  The 
“Forgot 
Password” 
feature 
will aid in 
resetting 
the 
password 
if it is 
forgotten.



Droplet – Current Tool
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Click “Help”, then click “Check for Updates” to ensure you have 

the most current Droplet and Virtual Printer – Tool Dashboard.



Droplet – Current Tools, Cont.
A pop-up will appear to indicate whether you have the current version 
of tools.  If not, you will be prompted to update your Tool Dashboard.  
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HINT:  Once you log into the tools, the application will continue 
running in order to finish processing, especially Virtual Printer 
uploads.  Due to a Windows issue, find the tools icon in the system 
tray to “re-store” the tool’s window.



Virtual Printer - Uploading Documents

Watch a live 
demonstration in the 
YellowFolder system of 
how to use the Virtual 
Printer tool
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Uploading Documents
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Using the Virtual Printer 
is as simple as clicking 
print from the document 
you already have open.
1) Click File

2) Click Print



Uploading Documents
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Using the Virtual Printer

3) Choose 
YellowFolder
VirtualPrinter from 
the printer drop 
down menu 4) Click Print button



Uploading Documents
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Print

* May select specific 
page ranges if not 
needing to upload an 
entire document or if 
needing to break up a 
document
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Uploading Documents

Print

You can access a 
list of recently 
printed 
documents by 
clicking on the 
Recently Printed 
Documents tab 
from your Tool 
Dashboard.
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Uploading Documents

Print

From the list, 
you are able 
to:
• View 

recently 
printed 
documents

• Download 
recently 
printed 
documents 
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Uploading Documents

Print
You can search 
documents in 
YellowFolder by 
clicking Search 
Records in 
Browser.

You can view 
and register for 
our weekly live 
training 
sessions by 
clicking View 
Weekly Training 
Sessions



Uploading Documents
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Your turn to use Virtual Printer.  Simply open a 
document, go to print and view how easy it is to use 
Virtual Printer.  Recommend NOT using this unless you 
have actual documents to upload into the system.  



The Droplet
You have probably attached documents to an email and dragged 
and dropped documents into a folder on your computer, 
therefore you already know how to use YellowFolder.  
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Droplet - Uploading Documents

Watch a live 
demonstration in 
the YellowFolder 
system of how to 
use the Droplet tool
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HINT:  Once you log into the tools, the application will continue 
running in order to finish processing, especially Virtual Printer 
uploads.  Due to a Windows issue, find the tools icon in the system 
tray to “re-store” the tool’s window.



Droplet – Logging into the Tool
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The user will click the “Submit” button after 
typing in the username and password.

HINT:  The 
“Forgot 
Password” 
feature 
will aid in 
resetting 
the 
password 
if it is 
forgotten.



Droplet – Current Tool
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Click “Help”, then click “Check for Updates” to ensure you have 
the most current Droplet and Virtual Printer – Tool Dashboard.



Droplet – Current Tools, Cont.

A pop-up will appear to indicate whether you have the current version 
of tools.  If not, you will be prompted to update your Tool Dashboard.  
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Droplet – Welcome Screen
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The upload tool home screen lets the user know how many 
batches of documents have been uploaded that month.  Also, a 
greeting message keeps the user appraised of any updates or 
other messages from YellowFolder.



Droplet – Uploading Documents
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The Droplet tool 
allows the user to 
upload in 
different ways.  
The user can 
select the 
documents OR
drag the 
documents across 
the desktop into 
the Droplet.

Helpful Hint: When scanning consider saving your documents on a flash/USB drive 
rather than emailing them to yourself for easier and faster uploading using the Droplet.   



Droplet – 2 Ways to Use It!
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Option #1:  The user can drag over one or multiple documents to upload.

Option #2:  The user can click on the “Select File” button to pick one or multiple 
documents for uploading.



Droplet – Uploading Single Person 
Documents
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If all of the 
documents 
belong to one 
person, the 
user will pick 
the “Single 
Person” 
button to 
continue the 
loading 
process.

Select the “Submit 
Batch” button.



Droplet – Uploading Multiple Persons 
Documents
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If the 
documents 
belong to 
multiple 
poeple, the 
user will pick 
the “Multiple 
Persons” 
button to 
continue the 
loading 
process.

Select the “Submit 
Batch” button.



Droplet – Recent Upload List
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The “New 
Upload” 
button will 
start the 
upload 
process again.

Selecting the 
download icon will 
provide the user with a 
copy of the document.

The user can select 
the eye icon to 
immediately view 
the document.



Droplet – Extra Features
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The weekly training 
sessions offered by the 
Paperless Nation 
Engineer team can be 
easily accessed within 
the Droplet tool.

The “Search Records in 
Browser” feature 
allows the user to click 
and go online to the 
YellowFolder platform.



Uploading Documents
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Your turn to use Droplet on your computer.  Open the Tool 
Dashboard, click on the record series and see how easy to use 
Droplet.  Do NOT recommend using Droplet unless you have 
actual documents to add to YellowFolder.  



Scan and Upload
You have probably scanned and attached documents, 
therefore you already know how to use YellowFolder.  
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Scan and Upload- Uploading Documents

Watch a live demonstration in the YellowFolder system 
of how to use the Scan and Upload tool
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Scan and Upload - Uploading Documents
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Choose File Uploads 
button to go to the 
dashboard



Scan and Upload - Uploading Documents
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To begin uploading documents with the Scan & Upload click tab at the upper 
right corner of your dashboard.
**For the scanning feature, you will need a scanner connected to your 
individual computer, however you can still use the upload feature without a 
scanner.



Scan and Upload – Uploading Documents
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Incorporates two ways to upload:
• 1. A scanner attached directly to 

your computer.
• 2. An attachment from documents 

saved on your computer.



Upload Tool – Uploading Documents
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1) Click Choose file to browse your files
2) When the window opens with your 
records, double click the document you 
want to upload
3) Click upload to send the document to 
the grey staging area on the right

*Works like 
attaching a 
document to 
an email



Upload Tool - Uploading Documents
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• Can manipulate files
• Can split large multi-student files

1. Click the boxes under 
the thumbnails to 
choose pages to send to 
gray staging area

2. Arrow 
buttons move 
items 
between 
thumbnail 
view and gray 
staging area.

3. Use the Save button if all documents are for one person.
or
3. Use the Save & Next button if you have multiple 
documents for multiple students to upload. In order to use 
this feature, move only one document at a time in the gray 
staging area.



Uploading Options to Split and Merge

Upload Options
If the document requires splitting or merging continue with the following additional steps:
Option 1 – Splitting Documents
A. To split the document, check box beside document in gray area and click left arrow to move 

document into viewer area.  
B. Check the boxes under the thumbnail pictures to choose pages to split out of the original 

document, then click right arrow to send back to gray staging area as a new document.  
C. Check box beside document in gray area and click Save (if documents are all for one person) or 

Save & Next (if documents are for different people) button to complete saving to YF. In order for 
this to use this feature, move only one document at a time in the gray staging area.

Option 2 – Merging Documents
A. To merge documents, must have uploaded at least two documents from your computer. 
B. Check boxes beside all documents to be merged in gray area, then click left arrow to move 

documents into viewer area.  
C. Click page to merge with another document and drag it to that document and drop where that 

page needs to be, then check the boxes under the thumbnail of pages that will be part of that 
document.

D. Click the right arrow to send the document to gray staging area as a new document.  
E. Check box beside document in gray area and click Save (if documents are all for one person) or 

Save & Next (if documents are for different people) button to complete saving to YF. In order for 
this to use this feature, move only one document at a time in the gray staging area.
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Scan & Upload Tool – Uploading 
Documents
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Clicking on the pencil, gives a 
screen where you can increase 
the size of the thumbnails for 
better viewing and easier 
manipulation

Hover a page 
with the mouse 
to highlight and 
produce a pencil 
and an “X” icon

Clicking on the “X” 
icon will delete the 
page out of the 
document before 
uploading



Scan & Upload Tool – Uploading 
Documents
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After clicking on the pencil icon, the image editor screen will pop up

Allows the size of 
the images to be 
increased and 
decreased

Allows for scrolling 
through the pages 
inside the image editor

Rotation and 
cropping tools



Dividing a Batch with Scan and Upload

• Ways to divide a large batch of document by individual student and/or 
staff information:

1. Can use the Scan & Upload page to bring the document in and split 
manually. This can be time consuming.

2. If document is of a set length (1 page only, 2 pages only, etc… where 
document can be evenly split into multiple documents), a PDF editor 
such as Adobe Acrobat Pro or Foxit can easily split document into 
separate files. Once in separate files, make sure the YellowFolder
virtual printer is your default printer and highlight all the files, right-
click on one and select Print. All batches will be automatically printed 
into separate batches and uploaded. Depending on the number of 
files, it could take awhile for this process to complete but the 
required time to accomplish would only be a couple minutes.

3. Can use the YellowFolder Virtual Printer and use the page range field 
to manually split the document. This has to be repeated until each 
individual document inside the main document is split out and 
printed to YellowFolder Virtual Printer. 
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Scan and Upload - Uploading Documents
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Your turn to upload a document using Scan and Upload tool to 
see all the features available within this tool.  Do NOT
recommend you trying this feature unless you have documents 
ready to upload into the system.



Interactive Dashboard
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Interactive Dashboard

Watch a live demonstration in the YellowFolder system 
of how to use the Interactive Dashboard.
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Interactive Home Page
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Click on the Lock to go back to 
this Dashboard from any screen

Takes you to 
Upload/Scan/Print 
Dashboard system

Bookmarks Recent Downloads

Search bar

Advanced 
Search

Takes you to downloadable 
Droplet and Printer tools



Interactive Home Page
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Personal Monthly 
Uploads

Information 
Required

Verification 
Required

In-Process and 
Completed

Shared 
Documents

Checked Out 
Documents

Saved 
Searches



Interactive Home Page
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Support contact information

Support Live Chat and 
contact information



Interactive Home Page
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Click to bring up 
options

Click for chat 
box

Click to hide 
options

Shows email 
address

Shows phone 
number

Fill out information and click Send 
Chat Request



Dashboard 
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All uploads appear on user’s dashboard
To get to your dashboard, you can click on File 
Uploads, Uploads this month, Uploads needing 
information, Uploads needing verification, or 
Batches in complete status.



Dashboard
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All uploads appear on user’s dashboard

If you see this screen when you log into 
YellowFolder after uploading documents, 
Click the Dashboard tab to bring up your 
dashboard.

This is how the dashboard initially 
appears before doing any uploads. 



Dashboard
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Appearance of Dashboard after an upload when document is 
going through OCR processing

Batch name 

Status
• OCR 

Processing
• In Processing
• Analyzing
• Filing
• Completed

Method 
record was 
uploaded

Record series of batch 
will be listed unless user 
has access to more than 
one record series



Dashboard
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Information found in Batch Names:

School code

Upload 
tool initial

Date batch 
was uploaded 

Sequence in 
queue Record series & method of 

upload to YellowFolder

If you need to contact support to help with something pertaining to a specific batch you 
have uploaded, you will need the data starting with the school code through to the 
sequence number.  (the portion of the Batch Name that is underlined in the above 
example



Dashboard
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Three parts of the Dashboard:

1. Information Required

2. Verification Required

3. In process and completed

A

B

C



Dashboard
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INFORMATION REQUIRED:

• IR is a queue where batches enter when a user has more than one 

record series.

A user can update one 
batch at a time or multiple.  

* Must check box before 

records will merge or save

A user can also preview 
the document by selecting 

the batch name.

Saving the update will 
move batch to the next 

stage for processing.

Select record series here



Dashboard
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After clicking save in the Information Required portion of the 
Dashboard, the batch(es) will move to In-Process.

In-ProcessUpdated Record Series 
from information required



Verification Required

Watch a live demonstration in the YellowFolder system 
of how to use the Verification Required Dashboard.
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Dashboard
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VERIFICATION REQUIRED

• VR is a queue where batches enter when the system is unable 

to associate the files to a person from the CSV. 

Click here 

to edit 

batch

Deletes batch
* After clicking edit, an update 
button will appear and you will have 

the ability to write in the identifying 

information boxes



Dashboard
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VERIFICATION REQUIRED Continued

2)  Click the “Update” button to 
move batch straight to the digital 
file folder it belongs in after 
entering missing information

1) Enter missing information into text boxes

A user can preview 
the document by 
selecting the batch 
name.



Dashboard

© YellowFolder, LLC, All Rights Reserved. 62

VERIFICATION REQUIRED Continued

A drop down of current names will appear. 
Scroll through the names. If you see the person 
for which you are looking, click on his/her 
name. If you do not see the name for which 
you are looking, choose “Add New Person”.



Dashboard
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VERIFICATION REQUIRED Continued

Fill in the information required 
then choose “Add Person”



Dashboard
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After clicking Update on the Verification Required Screen, the 
batch(es) will move back to the In-Process and Completion 
screen as Filing then Completed. Once it is in Completed status, 
it is searchable.

Completed status



Dashboard
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Depending on whether or not you uploaded any documents in 
this training your dashboard could still be empty, however if 
you did upload documents you will see them here.  Complete 
the final process by verifying any documents you have in 
Information or Verification Required.  



Search
You have conducted a Google search, 

therefore you already know how to use YellowFolder.  

© YellowFolder, LLC, All Rights Reserved. 66



Searching

There are four ways to search for documents in YellowFolder:

1) Using a File Tree Search

2) Using Search

3) Using Advance Search

4) Using Box Search
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Searching for Documents
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Firstly, to use the file tree, click on plus signs to open up each individual folder. 
This is long and is NOT recommended.

There are two ways of basic searching in YellowFolder:  
1) Through the file tree (not recommended).  
2) Using the search field (recommended).



File Tree Searching
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After navigating to the folder you
are looking for, the contents will
be displayed on the right side of
the screen in a list, as shown
above. Click view to open the
document, or download to save
the document to your computer.

Note: Folders only appear if there are documents in them. If there
are no documents within a folder, then the folder will not appear.



File Tree Searching
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Shows the path to the folder you are currently in as you 
navigate down the folder tree. You can go back to any of the 
folders in the path by clicking the respective folder name.



File Tree Searching
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Your turn to try the long way of searching through the file tree.  
Pay attention to all the clicks you have to make to find a 
document.  



Searching
Watch a live demo of basic search:
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Quick Search
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The quickest way to conduct a basic search for a word 
within a document is using the search bar. This feature 
looks for all typed words on all your documents!

Pro Tip: Using 
identifiers such 
as ID# and last 
name will 
improve results.



Quick Search
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To View the document, lick the View button beside the document 
or check the box and click the blue View Document button

After clicking search, the results of the search will be 
displayed in a list.

Pro Tip: Clicking 
the ‘+’ explains 
why documents 
show in search



Searching for Documents
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Your turn to try the “Google way” of searching for a file using 
Search field.  See how much faster it is to search.  



Searching for Documents
Pro Tips

When looking at a document list. Clicking the 4 
squares button will provide a thumbnail preview 
of the documents without having to view the file. 
Clicking on the 3 bars switches to list view.



Searching for Documents
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Once you are viewing files, type keywords into  
the document search bar above to locate 
sections. Clicking on the results in the grey box 
will take you to that page in the document!

Link back to the 
document list

Pro Tips



What is Advanced Search?

Advanced Search is a search feature that allows you to 
narrow your results for documents by choosing various 
criteria.

Advanced Search should be used most frequently when 
searching for active or archive documents as it is the 
easiest and most accurate way to search for specific 
criteria.
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How do I use Advance Search?

Watch a live demonstration in the YellowFolder system 
of how to use Advance Search.
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Advanced Search is located on 
the right side of your homepage.



How do I use Advanced Search?
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1. Click on the Advanced Search tab.



How do I use Advanced Search?
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2. Select any combination of criteria to narrow your search results.



How do I use Advanced Search?
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3. Enter the applicable information into the text fields for the criteria chosen.
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How do I use Advanced Search?

4. Once all applicable information has been entered, click the Submit button.
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Where will my Advanced Search 
results appear?

Your search results will appear in a document list in the middle of your screen.



Are there different ways to view my 
search results?

Clicking the 4 squares button will provide a 
thumbnail preview of the documents without 
having to view the file. Clicking on the 3 bars 
switches back to the list view.
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How do I view the document I need?

You can view your document by clicking 
on the View tab under the Action 
column of the document list.

You can also view a document by 
clicking the checkbox beside the 
document then clicking the blue View 
Document tab on the right side of the 
screen.



Searching for Documents
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Once you are viewing files, type keywords into  
the document search bar above to locate 
sections. Clicking on the results in the gray box 
will take you to that page in the document!

Link back to the 
document list

Pro Tips



Searching for Documents
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The history can be viewed as a spreadsheet by clicking the Export .csv button

Pro Tips



Searching for Archive Documents

There are two types of archive documents:

1. Archive
Ø People who have previously been in a district, on the 

CSV file, and have a file structure; however, they are 
no longer are a part of the district.

2. Box Level
Ø People who have never been on the CSV file and do 

not have a file structure. They were inactive staff/ 
students when boxes were picked up and scanned 
into the system by YellowFolder. 
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Searching for Archive Documents
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Select Archive

* Remember, Archive is for those people who 
were a part of your district and on your CSV file 
but no longer are i.e. Withdrawn students

Watch a live demo of archive searching.  



Archive File Tree Searching

© YellowFolder, LLC, All Rights Reserved. 91

After navigating to the folder you
are looking for, the contents will
be displayed on the right side of
the screen in a list, as shown
above. Click view to open the
document, or download to save
the document to your computer.

Note: Folders only appear if there are documents in them. If there
are no documents within a folder, then the folder will not appear.



Archive Quick Search
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The quickest way to search is using the search 
bar. This feature looks for all typed words on 
your documents!

Pro Tip: Using 
identifiers such 
as ID# and last 
name will 
improve results.



Quick Search
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After clicking search, the results of the search will be 
displayed in a list.

Pro Tip: Clicking 
the ‘+’ explains 
why documents 
show in search

To View the document, click the View button 
beside the document or check the box and 
click the blue View Document button



Archive Advanced Search Documents
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1) Use an advanced search
2) Click first, last name and any other criteria you wish to include
3) Enter information in first and last name and any other fields selected
4) Click submit
5) Choose the file you want to view



Searching for Archive Documents
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Type identifier into search bar to find information 
within a single multipage document



Searching in Archive and Box Level for 
Documents

Your turn to try searching through Archive.  
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Searching for Box Level Archive Documents

Watch a live demo of box level searching.
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Searching for Box Level Archive Documents
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Select Box 
Level

* Remember, Box Level archive is for people who have 
never been on the CSV file and do not have a file structure. 
They were inactive staff/ students when boxes were picked 
up and scanned into the system by YellowFolder staff

There are two ways to Search through Box Level Documents



How do I use Box Level Search?

• Watch a live demonstration in the YellowFolder 
system of how to use Box Level Search.
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Searching for Box Level Archive Documents
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One way to box level search:
1) Enter name in Search field
2) Click “Search” button



Searching for Box Level Archive Documents
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Results appear below
3)  Click “+” sign to view where 
name shows in box to double 
check if it is the person you are 
searching for.  



Searching for Box Level Archive Documents
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If correct box based on 
information, then click “View” 
to open box.



Searching for Box Level Archive Documents
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Search results appear in new screen.  
Click (+) sign for information regarding search.  



Searching for Box Level Archive Documents

© YellowFolder, LLC, All Rights Reserved. 104

Another way to box level search:
Using this box level search you can look for a name during the time 
period to assist in finding the document(s).
1) Enter dates in “YYYY” fields (search can be done without dates)
2) Enter name searching for in “Name” field
3) Click “Search” button
4) When search results appear, click “View” to open the box



Searching for Box Level Archive Documents
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Type name or other identifiers into search bar to 
find information within box level pdf document 
without having to download the document 



Your turn to box search.  Remember there are several tricks you 
can use to find what you are looking for.  Use the search within 
the search.  
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Searching for Box Level Archive Documents



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
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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.



There are 3 different ways to Download a 
document:
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From within the document pdf viewer, you 
can click here to download the document

Watch a live demo of downloading a document.  



Downloading Documents 
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You can click on the Green 
Download Document tab located 
at the right side of the screen



Bookmark and Downloading
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To Download a document from the search results list, click the Download 
button beside the document or check the box and click the green 
Download Document button

You can bookmark a document for easy 
access from your main Dashboard screen



Downloading Documents
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Recent Downloads shows all documents you have recently 
downloaded to your computer



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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How do I Share documents?

Watch a live demonstration in the YellowFolder system 
of how to Share documents.
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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:

© YellowFolder, LLC, All Rights Reserved. 123

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

Your turn to try sharing a link.  We recommend emailing the 
link to yourself to test it.
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Move Document Button

The Move Document button is a tool that allows you to 
move documents from one folder to another, from one 
person to another, change the document date, or add a 
description of the document.

The Move Document button should be used when a 
document has been placed in the wrong document 
folder or in the wrong person folder, when you want to 
change the date associated with the document, or 
when you want to add a description of the document.
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How do I use the Move Document 
button?

Watch a live demonstration in the YellowFolder system 
of how to use the Move Document button.
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Document Metadata
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Document Metadata shows 
in the gray box to the right of 
the document.



Move Document Button
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Move Document button is 
located on the right panel 
when viewing the document 
list or when viewing a 
document.
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Clicking on the Move Document button 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)
• Description (information describing the document)

Move Document Button
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Typing the employee/student 
name will bring up options 
from the latest updated 
employee/student list

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

Changing the 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

Changing the Document Date
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To add a description of the 
document, simply begin typing in 
the Description text box.

Changing the Description
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Save Your Changes!

To save your changes, click on the 
Update tab.



Renaming a Document

Renaming a Document is a feature that allows you 
to change the name of a document to a title that 
best meets your needs.

Renaming a document should be used when you 
want to change the name of a document so it’s 
easier for you to locate.
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How do I Rename a Document?

Watch a live demonstration in the YellowFolder system 
of how to Rename a document.
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Renaming a document 
can be accessed when 
the document is in the 
PDF viewer or from the 
document list. 

Renaming a Document
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From the document list:
Hover over the document name and a pencil icon appear.
Click on the pencil to the right of the document name.

Renaming a Document
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The document name should now show in an editable text field. 
You can delete the YellowFolder document name altogether and type 
your own. 
OR
You can leave the YellowFolder naming convention and add your 
document name to the beginning or end of the YellowFolder
document name.  This may cause you to run out of room in the title.  

Renaming a Document
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Click the checkbox to the right of the editable text field to save 
your new document name.

Renaming a Document
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Renaming a Document

When the document is in the PDF viewer:
The document name is listed at the top in the black bar.
Click on the pencil icon to the right of the document name.
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Renaming a Document
The document name should now show in an editable text field. 
You can delete the YellowFolder document name altogether and type your own. 
OR
You can leave the YellowFolder naming convention and add your document name 
to the beginning or end of the YellowFolder document name. This may cause you 
to run out of room in the title. 
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Click the checkbox to the right of the editable text field to save 
your new document name.

Renaming a Document



How do I use Check Out/In?

Watch a live demonstration in the YellowFolder system 
of how to use Check Out/In.
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Check In and Out

© YellowFolder, LLC, All Rights Reserved. 147

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 Out
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Check In Check Out

To check out a document:
1. Click Check Out icon



Check Out
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2. Click the Check Out button



Check Out
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3. Document will automatically download.

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



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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Check in

2. Click Check In icon



Check In
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3. Choose 
Upload New 
Version radio 
button.
4. 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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5. When find 
document, 
double click 
it to attach.



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



Check In
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8. Verification 
pop-up will 
appear.



How do I use Splitting?

Watch a live demonstration in the YellowFolder system 
of how to use Splitting.
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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.

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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Key Takeaways
• Like any of the information you have dealt with before 

regarding records, confidentiality is still imperative and 
YellowFolder adheres to all aspects of confidentiality.  
Access to any type of record is determined by the 
user’s role on the campus.  

• YellowFolder is HIPPA and FERPA compliant with all 
employees trained regarding confidentiality laws.  

• Accuracy is still key!  Please ensure any information 
you enter on documents is accurate and complete.  For 
example, Smith vs. Smythe will create delays in 
properly filing, finding or accessing documents.  
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Key Takeaways continued

• Any of the four record systems can be accessed from any 
electronic device with internet, school computer/laptop, 
iPad, phone.  Sign-in is required in order to see your 
students/staff records.  Please make sure to sign-out of 
the platform when not in use.  Also allowing other 
employees to use your access information is prohibited.

• A digital record of access log is created each time you 
sign-in to a record.

• Scanning documents can be accomplished in a few ways: 
sent electronically from your computer, scanned at a 
multipurpose scan/copy machine, or from an individual 
scanner.  
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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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