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YellowFolder

The Education Documentation Experts

Welcome to Advance
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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What does YellowFolder do? ' VYellowrolder

* 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 t  YellowFolder
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?

nd

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?
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Understanding Your File Structure ' YellowFolder

File structure template — documents File structure in YellowFolder -
will be filed in these folders. documents are recognized and filed.

STUDENT RECORDS - FILE STRUCTURE =

" YellowFold e |
ACA D E M I C TESTI N G ' 1 ‘»,g.wow\ _9 o Eer support@yellowfolder.com
AC K N OW LE DG E M E NT FO R M S Hi, Tessa Tyler (ttyler.dms@yellowfolder.com)
CORRESPONDENCE T,
ENROLLMENT AND ANNUAL REGISTRATION FORMS Ondor By
¥ Campus [ Name Anytown Elementary School / B / Baker, Scotty - 222001244
HOME LANGUAGE SURVEY o
LEARNING DIFFERENCES (504—Dys|exia—ESL—GT) 8 htive ACADEMIC TESTING
LEGAL =. A"KDW" BemertaySe.. ACKNOWLEDGEMENT FORMS
Grades And Testing

MEDICAL (Shot Records-Allergies-Diabetic) ® o2 | (D
MISCELLANEOUS :E:z;w&; v MEDICAL Shot Records-Alergies-Diabetc) ;ZZ:;QMVZ";WO'“
OFFICIAL TRANSCRIPT AND GRADES Gais i RIS

LE6AL PRE-YELLOWFOLDER
PRE-YELLOWFOLDER WEDICALSo..
RECYCLE BIN - TRASH e vt g Ly

WITHDRAWAL-TRANSFER DOCUMENTS
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Understanding Your File Structure ' YellowFolder

File structure template — documents File structure in YellowFolder -
will be filed in these folders. documents are recognized and filed.

SPECIAL EDUCATION RECORDS - FILE STRUCTURE
BEHAVIOR (Restraint-Incident Reports)

CHILD OUTCOME SUMMARY FORMS A P o e Q)
support: (844) YELLOW-9
CO R R ES PO N D E N C E ' YEIIUWEQIdgr suppon@yell?ﬁlls:is:r-.ii!:

FULL INDIVIDUAL EVALUATIONS .

Order B
LEGAL ’r égmgus Name Anytown ES / A / Anderson, Daniel - 1234567899
M E D I CAI D Folder Name

CORRESPONDENCE
MEDICAL (Prescriptions-Health Plans-DNR) 8 Actve Batis & Pclogias

9 £ Anytown ElemenarySc... FULL INDIVIDUAL EVALUATIONS

A

M ISC E L LA N EO U S « INDIVIDUAL EDUCATION PLANS Record Series Administrator

@ 1 Anytown ES

.
e A MEDICAL (Prescriptions-Health Plans-DNR) rmelo.c@yahoo.com
PRE-YELLOWFOLDER R e O oo
CORRESPOND...

RECYCLE BIN - TRASH Evalutions & PREVELLOWFOLDER Chat with us LICIESR

THERAPY SERVICES LOGS
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Understanding Your File Structure ' YellowFolder

File structure template — documents File structure in YellowFolder -
will be filed in these folders. documents are recognized and filed.

EMPLOYEE RECORDS - FILE STRUCTURE
APPLICATION PACKAGE
BENEFITS AND BENEFICIARY DESIGNATION

CERTIFICATIONS-PERMITS-PD-TRANSCRIPTS S )
CONTRACTS AND JOB DESCRIPTIONS 8| sppr (840) ELLOWS
CORRESPONDENCE t | YellowFolder sl
DIRECT DEPOSIT —
EMPLOYEE ACKNOWLEDGEMENT FORMS -
FINGER PRINTS AND CRIMINAL HISTORY orae oy N

I _9 Folder Name

LEGAL-MEDICAL-ATTENDANCE

MISCELLANEOUS T T

PERFORMANCE (Evaluation-Discipline-Grievances) I T— Rocod Soris Admiistor
PRE-YELLOWFOLDER o Al Joyten 9. ::TI:VNV:Z;;DPIG eeeeeee ) © mecevahoocon
RECYCLE BIN - TRASH ' — m Ly

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.

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

~
t YellowFolder

File structure in YellowFolder —
documents are recognized and filed.

File Uploads Tools Logout o -

support: (844) YELLOW-9

¢ YellowFolder o 559

The Education Documentation Expert support@yellowfolder.com

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

i D

FACILITY USE-WORK OR.. Record Series Administrator

HEALTH SERVICES 0 rmelo.c@yahoo.com
Box Level

Rebecca Melo

=l

Contact us | Privacy Policy © 2016 YellowFolder. All Rights Reserved. Chat with us
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Uploading Documents ‘ YellowFolder

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...
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t YellowFolder

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 . YellowFolder

Let's Get tartec
~ o ~ HINT: The
0 e ey TGSt o “Fo rgot
Password”
\J will aid in
— resetting
the
password
The user will click the “Submit” button after if it is
typing in the username and password. forgotten.
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Droplet — Current Tool ' YellowFolder

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

-

S YellowFolder

File View Helpk

Learn More
View Training Sessions
Contact Us

Troubleshoot >

Check for Updates...

About YellowFolder

Let's Get Started

Login with your YellowFolder username and password to begin uploading documents.

M

Password
I eI IOWI OI der ¥/ Remember me Forgot Password

The Education Documentation Experts

ttyler.dms@yellowfolder.com
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Droplet — Current Tools, Cont. ' YellowFolder

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.

File View Help

S YellowFolder X

(a)
* You're up to date! You are already running the latest version of the YellowFolder app &

Let's Get Started

Login with your YellowFolder username and password to begin uploading documents.

M

Password
YellowFolder R

The Education Documentation Experts

ttyler.dms@yellowfolder.com

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

+ YellowFolder

Print

Specify how you want the item
=3 to be printed and then click
Print.

Print

Printer

<> YellowFolderVirtualPrinter .
o=
Ready

& Print Options

Settings

. Table Style
E Memo Style
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Uploading Documents t YellowFolder

H -0 = Documentl74 - Word . = =

file ~ Home Inset Design  layout  References  Mailings  Review  View  FoxitPDF  Q Tell mewhat you want to do US|n g the Vll’tua| Prlnter
is as simple as clicking
print from the document
you already have open.
1) Click File

Sample document to virtually print to YeIIowFoIder\

Documentl74 - Word ! TessaTyler 7? = X
Info
Protect Document Properties ~
} Control what types of changes people can make to this document. Size e s
Protect :
Document ~ Pages 1
Words 7
Total Editing Time 2 Minutes
p- Inspect Document Title Add a title
\ :j Before publishing this file, be aware that it contains: Tags Add a tag
Chec for Document propertiss and authar'e name Comments Add comments

2) Click Print

Last Modified
Created Today, 8:29 AM
Last Printed

—\7 Manage Docur

Q Check out document or recover unsaved changes.
Manage 7 Th dch

Document ~ ere are no unsaved changes.

Account
Related Peonle
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Uploading Documents t YellowFolder

Using the Virtual Printer

3) Choose
YellowFolder
VirtualPrinter from
the printer drop
down menu

P

Printer \ ‘
,  YellowFolderVirtualPsinter .
=¥z Ready

\7‘_ Fax
= Ready
; Foxit Phantom PDF Printer
=z Ready
/ Microsoft XPS Document Writer . :
- ick Print button

PaperPort Image Printer

=z Ready

; Print to Evernote
e

; Send To OneNote 2016
=z Ready

/ Snagit 13
= Ready

/| YellowFolderVirtualPrinter
7| Rea dy

Add Printer...
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Uploading Documents t YellowFolder

Print

- | * May select specific
e | page ranges if not

Printer Properties

ettings needing to upload an
L. " entire document or if

B needing to break up a

= Collated

[E[E 123 123 123

Ee—— document




Uploading Documents

Print

T YellowFolder

' YellowFolder

You can access a
list of recently
printed
documents by
clicking on the
Recently Printed\
Documents tab

from your Tool
Dashboard.

File View Help

% Droplet

Special Education Records

Employee Records

Administrative Records

= Virtual Printer

Recently Printed Documents

? YellowFolder

Q_ Search Records in Browser

& View Weekly Training Sessions

My Activity

[ Logout

16
12

8

4 /\/\

o—TT 1 r—r— S ————
12 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17

Welcome Beta Users!

The initial beta release for the new YellowFolder upload tools is here! This limited release

allows us to get our newest technology into the hands of our users while testing is
completed. Please let us know your thoughts and any issues you may have at
support@yellowfolder.com.

Notifications
®,, Version 3.2.32-beta

A limited beta release of the tools has been
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t YellowFolder

Uploading Documents

Print

2 YellowFolder —— . e e |

| File View Help

ol Tool Dashboard [ Logout
i ' F the list
Virtual Printer rom tne list,
A you are able
_‘_‘ Droplet Filename Date Uploaded
FSA-Enrollment-Form_HR 12222016_1.pdf 12/19/2018 8:44 am O wt to:
Special Education Records Certificate_HR 122222016_1.pdf 12/19/2018 8:44 am © % PY Vi ew
Empl Records
recently
Transcript_HR 12222016_1.pdf 12/19/2018 8:44 am © %
o . . Benefits application_HR 12222016_1.pdf 12/10/2018 10:43 am © Y p rl nted
= Virtual Printer
Certificate_HR 122222016_1.pdf 12/10/2018 10:43 am © % d OC u m e nts
[ Recently Printed Documents ]
Benefits application_HR 12222016_1.pdf 12/10/2018 8:36 am @ i, ° Down I Oa d
~ Employment Application_HR 12222016_1.pdf 12/10/2018 8:36 am © i,
+ YellowFolder recently
1-9_HR 12222016_1.pdf 12/10/2018 8:36 am @ &,
Q Search Records in Browser . t d
@ View Weekly Training Sessions FSA-Enrollment-Form_HR 12222016_1.pdf 12/10/2018 8:36 am © % p rl n e
« <1z documents

Terms of Use | Privacy Policy




Uploading Documents

——— W -

~
t YellowFolder

training

Q Search Records in Browser

Print == :
|
YOU can SearCh ol Tool Dashboard [> Logout
documents in Virtual Printer
YellowFolder by n
. . 1 Droplet Filename Date Uploaded
clicking Search | R o © <
Records in - © &
Browser. = @@EEmEas © o
<
ffffff ® &
You can vie é Virtual Printer e “ . ® &

t iR 122 81 @ |i)
and register fo (Rfo’:w?l', Printed Documents ) - @ tiJ
our weekly live — ® &

y ? YellowFolder
R122 1 12/1 1 @ &l
®

sessions by
clicking View
Weekly Training
Sessions

@ View Weekly Training Sessions

Terms of Use

Privacy Policy
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Uploading Documents t YellowFolder

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.
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t YellowFolder

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 ' YellowFolder

T YellowFolder / ==
File View Help /
My Activity

= Droplet

Watch a live T i

. . Employee Records
demonstration in
the YellowFolder & Virtual Printer
system of how to

use the Droplet tool 2 YellowFolder

Q_ Search Records in Browser

0-1 T T T T T T T T T T T T T
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 1920

No activity yet this month.

Welcome Beta Users!

) o ) The initial beta release for the new YellowFolder upload tools is here!
® View Weekly Training Sessions This limited release allows us to get our newest technology into the
hands of our users while testing is completed. Please let us know
your thoughts and any issues you may have at

support@yellowfolder.com.

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.
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Droplet — Logging into the Tool ' YellowFolder

Let's Get tartec
~ o ~ HINT: The
0 e ey TGSt o “Fo rgot
Password”
\J will aid in
— resetting
the
password
The user will click the “Submit” button after if it is
typing in the username and password. forgotten.



(|
Droplet — Current Tool ' YellowFolder

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

-

S YellowFolder

File View Helpk

Learn More
View Training Sessions
Contact Us

Troubleshoot >

Check for Updates...

About YellowFolder

Let's Get Started

Login with your YellowFolder username and password to begin uploading documents.

M

Password
I eI IOWI OI der ¥/ Remember me Forgot Password

The Education Documentation Experts

ttyler.dms@yellowfolder.com
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Droplet — Current Tools, Cont. ' YellowFolder

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.

File View Help

D YellowFolder ‘ X

o
* You're up to date! You are already running the latest version of the YellowFolder app w

Let's Get Started

Login with your YellowFolder username and password to begin uploading documents.

~

7
YellowFolder

The Education Documentation Experts

ttyler.dms@yellowfolder.com

ssssssssss

Remember me Forgot Password
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Droplet — Welcome Screen ' YellowFolder

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.

o Droplet

~
= Virtual Printer

Recently Printed Documents

? YellowFolder

Q_ Search Records in Browser

@ View Weekly Training Sessions

[ Logout

My Activity

Welcome Beta Users!

The initial beta release for the new YellowFolder upload tools is here! This
limited release allows us to get our newest technology into the hands of our
users while testing is completed. Please let us know your thoughts and any
issues you may have at support@yellowfolder.com.
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Droplet — Uploading Documents ' YellowFolder

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.

—==] The Droplet tool
allows the user to
o Droplet Upload |n

different ways.

The user can
select the

documents OR

H Virtual Printer

Drag and drop your files here to upload

Recently Printed Documen ts

SELECI'FILE drag the
m
7 YellowFolder documents across
E\S/e :v:eklyTla BgSessos the dESktOp Into

the Droplet.




Droplet — 2 Ways to Use It!

File View Help

- Droplet

é Virtual Printer

Recently Printed Documents

? YellowFolder

Q Search Records in Browser

® View Weekly Training Sessions

M

t YellowFolder

Special Education Records

g

Drag and drop your files herg
OR

SELECT FILE

Terms of Use | Privacy Policy

@Qv\ » SPED examples

ﬁ Open ~

% Project Files (\\ Name

Organize v

% Processed Batc
< Account Mgmt
@ Network
3 Control Panel
% Recycle Bin
AR Sample Docs
Dec Screen Phot N
HR Training Exar|= €| Progress Monitoring - Jackson, Ale)|
PNE Shadowing

Sensit Training

D - Jackson, Alexxa - 123456812
xample for training
€| Speech Evaluation - Jackson, Alexx:
SPED examples . _ _ N
SR Trainina Fxan ~ ¢ U 0
Consent for Disclosure of Confidential Info - Jack...
Foxit PhantomPDF PDF Document

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 M
Documents ' YellowFolder

If all of the
documents Batch Type
belong to one

®) o)
person, the oo o
) Single Person Multiple Persons
u Se r WI | I p I C k e The documents in this batch must belong to only e The documents in this batch belong to more than
. one person. one person.
t h e ”S | n gl e e Different document types must be a separate file in e Each person with different document types must
order to upload to the correct folder. be a separate file to upload into the correct person
Pe rSO n ” e Thefirst page of each document determines the and folder.
folder it will be filed in. e The system does not split persons or documents

buttOn tO . :I_Zijﬁtti?;ii?;gnlztf:z.“t persons or documents from within a single file.
continue the Select the “Submit
loading Batch” button.

Cancel

pProcess.




Droplet — Uploading Multiple Persons

Documents

~
t YellowFolder

If the

Batch Type

@)
(g

Single Person

e The documents in this batch must belong to only
one person.

e Different document types must be a separate file in
order to upload to the correct folder.

e Thefirst page of each document determines the
folder it will be filed in.

e The system does not split persons or documents
from within a single file.

documents
belong to

[0))
M

Multiple Persons

multiple

The documents in this batch belong to more than

one person.
Each person with different document types must

be a separate file to upload into the correct person
and folder.

The system does not split persons or documents
from within a single file.

Select the “Submit

Batch” button.

—

Cancel

poeple, the
user will pick
the “Multiple
Persons”
button to
continue the
loading

process.
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Droplet — Recent Upload List ¢  YellowFolder

2 YellowFolder == E

File View Help I

Special Education Records The “New
2\ Droplet Recent Uploads Upload”

Filename Date Uploaded

button will
( ) .

RED - Jackson, Alexxa - 1234568126.pdf 12/20/2018 4:19 pm @
oot start the
Administrative Records

Physician Reports - Jackson, Alexxa - 12345... 12/20/2018 4:19 pm @ v

upload

process again.
The user can select /'@ & |

the eye icon to > » :
2 YellowFolder y » Selectlng the

immediately view : :
Q_ Search Records in Browser y download Icon WIII

® View Weekly Training Sessions the dOCument' . .
| provide the user with a

Terms of Use | Privacy Policy CO py Of t h e d OC u m e nt .

m
. . . Progress Monitoring - Jackson, Alexxa - 123... 12/20/2018 4:19 pm @ N
= Virtual Printer ¢ ¢ ‘ =
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Droplet — Extra Features ' YellowFolder

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

YellowFolder platform. ™
¢ YellowFolder

The weekly training
sessions offered by the
Paperless Nation _—
Engineer team can be
easily accessed within
the Droplet tool.

Q Search Records in Browser

_» & View Weekly Training Sessions
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Uploading Documents ' YellowFolder

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.
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t 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 ' YellowFolder

Watch a live demonstration in the YellowFolder system
of how to use the Scan and Upload tool

n Download Dashboard Search Records Logout

t  YellowFolder
Hi, Sharon McClain (smcclain @yellowfolder.com)

Scan & Upload

Account Name PNEDemo02 PNEDemo02 - Student Records

Record Seriss [Studem Recorde vJ Select All | Del




Scan and Upload - Uploading Documents

I
¢  YellowFolder

The Education Docume

Your Access : Archive Admin
Your Title : Full Subscriber

Order By
¢ Campus Name

Active O O

Welcome, Sharon McClain

Archive uploads this month uploads needing
Box Level information
View All
HR

H Standardized Testing - Anderson, Betty - 222001...

M Student Information Card - Anderson, Betty - 22...

~
t YellowFolder

File Uploads Tools

Logout O

support: (844) YELLOW-9
(844) 935-5699
support@yellowfolder.com

Choose File Uploads
button to go to the
dashboard

Hi, Sharon McClain (smcclain.dms@yellowfolder.com)

Saved Searches

0 0

Batches in
complete status

uploads needing
verification

$ View All

$ Standardized Testing - Aguirre, Vivian - 22200123...

Checked Out Documents
$ Report Cards - Aguirre, Vivian - 222001239.pdf

N\
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Scan and Upload - Uploading Documents ' YellowFolder

n Download Scan & Upload
¢ YellowFolder

Search Records Logout

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.
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Scan and Upload — Uploading Documents YellowFolder

Download Dashboard Search Records Logout

¢ YellowFolder

Hi, Sharon McClain (smcclain @yellowfolder.com)

Scan & Upload

Account Name PNEDemo02 PNEDemo02 - Student Records
Select All | Del

Record Series [Smdsnt Rscorde v]

o fils chosan ] Up|08d

»
Incorporates two ways to upload: «

1. Ascanner attached directly to
your computer.
e 2. An attachment from documents

saved on your computetr.
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Upload Tool — Uploading Documents  : Vp|lowFolder

Download Dashboard Search Records Logout

¢ YellowFolder

Hi, Sharon McClain (smcclain @yellowfolder.com)

Scan & Upload

PNEDemo02 - Student Records

Account Name PNEDemo02

Select All | Del

1) Click Choose file to browse your files *Works like

2) When the window opens with your attaching a

records, double click the document you document to
an email

want to upload
3) Click upload to send the document to

— the grey staging area on the right
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Upload Tool - Uploading Documents  + Vp|lowFolder

e Can manipulate files
* Can split large multi-student files

ﬁ ) - e tewe * fm - - -
r  YellowwfFolder

1. Click the boxes under ~e-
the thumbnails to

1 -
choose pages to send to o 7 buttons move
gray staging area « :

items
between
, thumbnail
3. Use the Save button if all documents are for one person. :
view and gray
or staging area.

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.

e

© YellowFolder, LLC, All Rights Reserved
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Uploading Options to Split and Merge : VallowFolder

Upload Options
If the document requires splitting or merging continue with the following additional steps:

Option 1 - Splitting Documents

A.

B.

C.

To split the document, check box beside document in gray area and click left arrow to move
document into viewer area.

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.

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.
B.

C.

m O

To merge documents, must have uploaded at least two documents from your computer.

Check boxes beside all documents to be merged in gray area, then click left arrow to move
documents into viewer area.

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.

Click the right arrow to send the document to gray staging area as a new document.

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.




Scan & Upload Tool — Uploading M
Documents ' YellowFolder

[ V] Scan [ Choose File | No file chosen ] Upload

1 Document select Al Del Page Count 10
I E
= 5
N »
: 5
3 7 -
E! e i «
' VIR 0

0

Page 1 Page 2

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

Clicking on the pencil, gives a
screen where you can increase
the size of the thumbnails for
better viewing and easier
manipulation




Scan & Upload Tool — Uploading

~
Documents t YellowFolder

After clicking on the pencil icon, the image editor screen will pop up

Show Image Editor

Rotate Image
c

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
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Dividing a Batch with Scan and Upload ' YellowFolder

* 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.



(g
Scan and Upload - Uploading Documents ' YellowFolder

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.



~
t YellowFolder

Interactive Dashboard
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Interactive Dashboard ' YellowFolder

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

File Uploads Tools Logout c

. support: (844) YELLOW-

¢t YellowFolder (405355
The Educatior on xDe support@yellowfolder.cc
Hi, Kelly Oglesby (Koglesby.dms@yellowfolder.co

Your Access : Archive Admin
Your Title : Full Subscriber

Show More
Order By Welcome, Kelly Oglesby
Campus [] Name Saved Searches
62 53 18 29
Archive uploads this month uploads needing uploads needing Batches In
Box Level Information verlfication complete status
CE * i
_ You have not bookmarked any document yet. & 2016 Yearly Attendance Record - Abbott, Quentin - ...

Checked Out Documents
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Takes you to
Click on the Lock to go back to Upload/Scan/Print Takes you to downloadable

this Dashboard from any screen Dashboard system Droplet and Printer toéols/
\mum Toois | Logout O

¢ YellowFolder Search bar

HI, Sharon McClaln (smccaln.dms @ yellowfoider.com)

‘Your Access : Archive Admin
‘Your Title : Full Subscribar

Order Bv ‘ - Saved Searches

. 0 0 0 Advanced
Active uplosds this month uplads needing e ot ke Sea rCh

13t Anytown Elementary School
147 Anytown High School

&7 Amytown Middle Schoal ﬂ View All 3 View All
Archive

72 Anytown Elementary School
M Standardized Testing - Anderson, Betty - 222001240 pdf $ \Standardized Testing - Aguirre, Vivian - 222001239.pdf
1ir Anytown High School
i ] Checked Out Documents
fir Anytown Middle School R Standardized Testing - Anderson, Betty - 222001240 pdf 3 port Cards - Aguirre, Vivian - 222001239.pdf

M Standardized Testing - Anderson, Betty - 222001240.pdf

Link Name Expiration Link Type Shared By

No documents are shared with you.

Bookmarks Recent Downloads Record SeriesAdministntor

anytownsr.rsa@yellowfolder.com
SR_ANYTownRSA_fn SR_ANYTownRSA_In

® 2016 YellowFolder. All Rights Reserved. Contact us | Privacy Palicy




Interactive Home Page ~
' YellowFolder

. Verification In-Process and
Personal Monthly Required Required Completed

Uploads

Your Title : Full Subscriber

Information

I

Search Advanced Search

Jrder By
# Campus Name

lcome, Sharon McClain

Archive uploads this month uploads needing uploads needing Batchesin \

3 Active
3ox Level information verification complete status

“ View All 3 View All Searches

Saved Searches

A Standardized Testing - Anderson, Betty - 222001... $ Standardized Testing - Aguirre, Vivian - 22200123...

Checked Out Documents
H Student Information Card - Anderson, Betty - 22... 3 Report Cards - Aguirre, Vivian - 222001239.pdf

M Standardized Testing - Anderson, Betty - 222001... \

or Checked Out

Shared with Me Shared by Me DOC ume ntS
Shared No documents are shared with you. No documents are shared by you

Documents A
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File Uploads Tools Logout o

n support: (844) YELLOW-9
* Ye"owFolder Support contact information > (844) 935-5699

The Education Documer support@yellowfolder.com

Hi, Sharon McClain (smcclain.dms@yellowfolder.com)

Your Access : Archive Admin
Show More

drder By Welcome, Sharon McClain

@ Campus [] Name Saved Searches
3 Active O O O O

Archive uploads this month uploads needing u .

3ox Level information Su pport Live Chat and

contact information

View All View All
:

M Standardized Testing - Anderson, Betty - 222001... &  Standardized Testing - Aguirre, Vivian - 22200123...

Checked Out Do« 2\ 'nts
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Click to bring up

~ / options

Fill out information and click Send
Chat Request

Click for chat Click to hide Chat with us! ﬂ
box options
/ Enter your info below to begin
Chat with us ﬂ S XJ
Shows email Shows phone
address number Send Chat Request

)
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All' uploads appear on user’s dashboard

To get to your dashboard, you can click on File =~ [e%e® Tl tooent 0]

™ Uploads, Uploads this month, Uploads needing support: (844) YELLOW-9

¢ YE||0WFO|dEI' information, Uploads needing verification, or summn@ye,,‘fﬁjjjj;_ifﬂﬁ
o | Batches in complete status.

v, Sharon McClain (smcclain.dms@yellowfolder.com)

Your Access : Archive Admin
Your Title : Full Subscriber

re
Order By Welcome, Sharon McA4in
¥ Campus [] Name Saved Searches
Active O O O O
Archive uploads this month uploads needing uploads needing Batchesin
Box Level information verification complete status
View All View All

R .

H Standardized Testing - Anderson, Betty - 222001... 3 Standardized Testing - Aguirre, Vivian - 22200123...

Checked Out Documents
H Student Information Card - Anderson, Betty - 22... $ Report Cards - Aguirre, Vivian - 222001239.pdf

N\
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All uploads appear on user’s dashboard

support: (844) YELLOW-9

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

t YellowFolder

Droplet Printer (64 bit) @

™ M

¢ YellowFolder

haron McClain (smeclain @yellowfolder.com)

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

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

"‘? Electronic Records Mana xY 2 YellowFolder

Csharon' || =S EIS "~ =X

€« C' | @ vellow Folder, LLC [US] | https://erm.yellowfolder.com/Dashboard.aspx

Download Scan & Upload Search Records Logout

¢ YellowFolder

Hi, Sharon McClain (smcclain@yellowfolder.com)

Dashboard

In Process & Completed From
Status
: e OCR
Batch name Record series of batch hod Processing
will be listed unless user Met g * In Processing
has access to more than reclor d“:jas Analyzing
one record series uploade * Filing

e Completed




~
Dashboard t YellowFolder

Information found in Batch Names:

Date batch
was uploaded
Uplo.aq . Sequence in
tool initial queue Record series & method of

Ba¥eh Name upload to YellowFolder

School code
T, ANYS09182016-51500_ANY_SR_Categorize Scan
ANYS09182016-51498_ANY_SR_Categorize Scan
ANYS09182016-51498_ANY_SR_Categorize Scan

ANYS09182016-51497_ANY_SR_Categorize Scan

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

t YellowFolder

Three parts of the Dashboard:

1. Information Required
2. Verification Required
3. In process and completed

n Download Scan & Upload Search Records Logout
¢t YellowFolder
‘ Selecting Record Series

Hi, Tester One (testerone @dispostable.com)

Dashboard

A Information Required

ELYETLE Student Records

Printed Date

Batch Name Record Series Status
07/13/2016 YJMP07132016-40484_YJM_Categorize Scan [-»Please Select-- Information Required 0
07/13/2016 YJMP07132016-40486_YJM_Categorize Scan —Please Select— Information Required [X]
5 q |
Results 1 to 2 of 2 Page 1 1 Special Education Records

Human Resource Records Merge Save

B Verification Required

Batch Name Date Record Series First Name Last Name Identification Number Status
YJMP07122016-40407_YJM_SR_Categori .- p )
G Q9 20 Scan 07/12/2016 Student Records ( )( )( ) (Active w)
Results 1to 10f 1 Page ' 1
C In Process & Completed To Go
Date Batch Name Record Series Channel Status
07/12/2016 YJMP07122016-40412_YJM_SPED_Categorize Scan Special Education Records Print Completed
07/12/2016 YJMP07122016-40410_YJM_HR_Categorize Scan Human Resource Records Print Completed
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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 also preview
the document by selecting

the batch name.
Select record series here

Dashboard

Information Required

ETLERTLE St dent Records

Printed Date

Record Series Status

07/13/2016 YJMP07132016-40484_YJM_Categorize Scan [--Please Select-- V) Information Required @
07/13/2016 YJMP07132016-40486_YJM_Categorize Scan | Information Required (%]
Special Education Records
A user can update one /

batch at a time or multiple.
* Must check box before
records will merge or save

Saving the update will
move batch to the next

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

n Download Scan & Upload Search Records Logout

¢ YellowFolder

Hi, Sharon McClain (smcclain @yellowfolder.com)

Dashboard

In Process & Completed From To Go
Date Batch Name Record Series Channel Status
08/25/2018 PNCP08252016-45268_PNC_HR_Categorize Scan Human Rezource Records Print In-Procsss
Results 1to 1 of 1 Pags 1 / I
Updated Record Series In-Process

from information required



Verification Required | 1 YellowFolder

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

Download Scan & Upload Search Records Logout

(g ) support: (844) YELLOW-9
4 YellowFolder (844) 935-5699

support@ycllowfolder.com

Hi, Sharen McClain (smcclain.dms@vyellowfolder.com)

Dashboard

Verification Required

Batch Name Dste Record Series Person Data
@ 0 ANTS08182017-227305_ANT_HR_Categorize Scan 06/19/2017 Hum;:;:g:urce [Saa':ﬂ by First Name, Last Name or Identification Number ]

Results 1to 1 of 1 Pages 1
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VERIFICATION REQUIRED

* VRis a queue where batches enter when the system is unable
to associate the files to a person from the CSV.

Download Scan & Upload Search Records Logout
(' support: (844) YELLOW-9
. ¢ YellowFolder (844) 935-5699
Click here support@ycllowfolder.com
to ed it Hi, Sharon McClain (smcclain.dms@yellowfolder.com)

SEIEL

\ Batch Name Dste Record Series Person Data
Human Rezourcs

@ 0 ANTS08192017-227305_ANT_HR_Categorize Scan 06/18/2017 Records [3»:-9’:* by Firet Name, Last Name or Identification Number J

Results 1t 1 of 1 Pags © 1

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

the ability to write in the identifying
information boxes
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VERIFICATION REQUIRED Continued

. Download Scan & Upload Search Records Logout
A user can preview
“V the document by support: (844) YELLOW-9
? . (844) 935-5699
selectlng the batCh support@ycllowfolder.com
n a m e . Hi, Sharon McClain (smcclain.dms@yellowfolder.com)
Dashboard
Verification Required
Batch Name Dste Record Series Person Data
@ o ANTS068198017-227305_ANT_HR_Catsgorize Scan 06/19/2017 Humsgczi:umé [Z-:«;':‘ by Firet Name, Last Name or Identification Number ]
ANT_HR_S_08222017_408378.pdf  Miscsllansous v (08i23/2017 JIX)
eoate ] cance |
Rssults 110 1 of 1 \ 1) Enter missing information into text boxes

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

Download Scan & Upload Search Records Logout
™ support: (844) YELLOW-9
¢ YellowFolder (844) 935-5699

support@ycllowfolder.com

Hi, Sharen McClain (smcclain.dms@yellowfolder.com)

Dashboard
Verification Required
Batch Name Dsate Record Series Person Data
CD @ ANTS08182017-227305_ANT_HR_Categorize Scan 081812017 H“mézcifzzmé [ nders Lila, 8878543 ive ____ J
ANT_HR_S_08222017_408375.pdf ( Application v (osi01/2013 J[X Termination Date:None -
Phillips,Lilly Lia-0876543566
m m DO0B:12/23/1970 Srarus:Active
_ . 5 Termination Date:None
ssults 1to 1 0of1 age 1
Reese,Liliana Savanna-9876543583
- - . DOB:1/9/1971 Starus:Active g
A drop down of current names will appear. Recor| Termination Date:None

Special Edu¢  Sanders,Lila Nyla-9876543614

DOB:2/9/1971 Starus:Active
Termination Date:None

for which you are looking, click on his/her
name. If you do not see the name for which S .
you are looking, choose “Add New Person”.

Scroll through the names. If you see the person <
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VERIFICATION REQUIRED Continued

Download Scan & Upload Search Records Logout

™ support: (844) YELLOW-9
4 YeIIowFoIder (844) 935-5699

support@ycllowfolder.com

Hi, Sharon McClain (smcclain.dms@yellowfolder.com)

Dashboard
Verification Required

Batch Name Dste Record Series Person Data
@ 0 ANTS08192017-227305_ANT_HR_Categorize Scan 06/19/2017 sy ['3»:@-:* by First Name, Last Name or Identification Number ]
- - - Recorde
ANT_HR_S_08222017_408375pdf (Application v (osi01/2013 JIX) Firet Name

Last Nams

Identification Number -

Date of Birth:

NN Y Y Y
(S N N N N

Fill in the information required
then choose “Add Person”

Campus:

Active W

 ueoare J canceL

Results 1to 1 of 1 Pags 1
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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.

ﬁ Download Scan & Upload Search Records Logout

t  YellowFolder

Hi, Sharon McClain (smcclain @yellowfolder.com)

Dashboard
In Process & Completed From (D Go
Date Batch Name Record Series Channel Status
08/29/2018 PNCP08292016-46240_PNC_Categorize Scan Print OCR Procsssing

08/25/2016 PNCP08252018-45268_PNC_HR_Categorize Scan Human Rezourcs Records Print Complsted

Resulte 1to 2 of 2 Pags 1 /

Completed status
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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.
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Search

You have conducted a Google search,

therefore you already know how to use YellowFolder.
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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



™
Searching for Documents ' YellowFolder

There are two ways of basic searching in YellowFolder:
1) Through the file tree (not recommended).
2) Using the search field (recommended).
support: (844) YELLOW-9

? YEI IOWFQIder (844) 935-5699

support@yellowfolder.com

ile Uploads Tools Logout O

Hi, Alex Crampton (acrampton.dms@yellowfolder.com)
Your Title : Full Subscriber m Advanced Search
(]

Order By Welcome, Alex Crampton
7] Campus [] Name Saved Searches

0 0 0 0

N uploads this month uploads needing uploads needing Batchesin
7ir Anytown Elementary School information verification complete status

7ir Anytown High School

74 Anytown Middle School
o CMS R $ View All
H

7 No Campus
B Archive You have not bookmarked any document yet. & Benefit Application - Nichols, Faith - 9876543533 pdf

x Level Checked Out Documents

[+ I+ I+ I + ]

[+]

Shared with Me Shared by Me

Firstly, to use the file tree, click on plus signs to open up each individual folder.
This is long and is NOT recommended.
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File Tree Searching ' YellowFolder

Your Access : Archive Admin

Your Title : Full Subscriber
Show More

Order By
[v] Campus [] Name

& 7ir Anytown High School
A
e B
& @ Barr, Mallory - 222001249
Attendance
-] Grades And Testing
Report Cards

Anytown ... / B/ Barr, Mall... / Grades An... / Standardized Testing E
Filename Action ¥ Doc Date
[B Standardized Testing - Barr, Mallory - 222001249.pdf H View Download 08/25/2015
[ Standardized Testing - Barr, Mallory - 222001249.pdf A View Download 10/21/2016

|

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

Standardized Testing ==
Legal
(-] Transcript-Permanent

Immunization Shot Record
Official Transcript Of Gra...
& Barrera, Brandie - 222001250

& Barrett, Joanne - 222001251

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.
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~
t  YellowFolder

Your Access : Archive Admin
Your Title : Full Subscriber e  Eltmd et
rder By ~ Anytown ... / A/ Abbott, Q... / Attendance / Yearly Attendance Record 7’
@ Campus () Name R — et
TS ename_ _ _ _ _ _ _ - e Action ~ Doc Date
3 Active [B Terrence Attendance Record - Abbott, Quentin - 2220.. n View Download 06/22/2017
3 1 Anytown Elementary School [B Yearly Attendance Record - Abbott, Quentin - 2220012... R View Download 02/17/2016
== : TP [B Yearly Attendance Record - Abbott, Quentin - 2220012. . n View Download 02172016
© W Amendence o e [ Yearly Attendance Record - Abbott, Quentin - 2220012... l View Download 10/01/2016
<: - _Yearlv Attendance R:e:nE:’
Grad;lrnrﬁ'e;jn_q
Legal
TranscriptPermanen Shows the path to the folder you are currently in as you
@ Acosta, Allyson - 222001235 .
£ S navigate down the folder tree. You can go back to any of the
s folders in the path by clicking the respective folder name.
B
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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 + YellowFolder
Watch a live demo of basic search:

File Uploads Tools Logout @

support: (844) YELLOW-9
¢ YellowFolder o555
The Education Documentation Experts SupPOl"@YE"OWfOldEr.COm

Hi, Alex Crampton (acrampton.dms@yellowfolder.com)

=T T
e —

Your Access : Archive Admin
Your Title : Full Subscriber

Order By Welcome, Alex Crampton
Campus ] Name Saved Searches

0 0 0 0

_ uploads this month uploads needing uploads needing Batches in
7 Anytown Elementary School information verification complete status

+r Anytown High School

Anytown Middle School
oms “ $ View All

7 No Campus
Archive You have not bookmarked any document yet. &  Benefit Application - Nichols, Faith - 9876543533, pdf

Box Level Checked Out Documents

SPED

HR

Shared with Me Shared by Me

No documents are shared with you. No documents are shared by you.

Chat with us !J M ﬂ
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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!
support: (844) YELLOW-9
? YE"OWFQIder (844) 935-5699

support@yellowfolder.com

Hi, Alex Crampton (acrampton.dms@yellowfolder.com)

Your Access : Archive Admin
Your Title : Full Subscriber

Show More
Order By Welcome, Alex Crampton
[#] Campus [F] Name Saved Searches
Active O O O 0
Archive uploads this month uploads needing uploads needing Batches in
information verification complete status
$ View All
You have not bookmarked any document yet. &  Benefit Application - Nichols, Faith - 9876543533.pdf
Checked Out Documents
° .
.
Pro Tip: Using
I I Shared with Me Shared by Me
No documents are shared with you. No documents are shared by you.

improve results.

Chat with us :J &J XJ
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After clicking search, the results of the search will be
displayed in a list. FloUpiosds | Toos  Logan ()

support: (844) YELLOW-9
4 Yel IOWFOIder (844) 935-5699

The Education Documentation Expel support@yellowfolder.com

Hi, Alex Crampton (acrampton.dms@yellowfolder.com)

standardized testing mallory barr 222001249 m Advanced Search

Your Access : Archive Admin
Your Title : Full Subscriber

Show More
Order By
V] Campus [7] Name Content Results: "standardized testing mallory barr 222001249" @
= =
Archive | v Score Filename Action ¥ Doc Date MesiDocument
Box Level A Download Document
[ - a Official Transcript of Grades - Barr, Mal... R View Download 06/03/2016
[ - a Standardized Testing - Barr, Mallory - 2.... H View Download 10/21/2016
] g [® Standardized Testing - Barr, Mallory - 2... H View Download 08/25/2015 Record Series Administrator
X anytownsr.rsa@yellowfolder.com
(] g a Yearly Attendance Record - Barr, Mallo... R View Download 02/17/2016 SR_ANYTownRSA_fn SR_ANYTownRSA_In
- B Immunization Shot Record - Barr, Mallo... n View Download 10/21/2016
P ro Ti O CI i C ki n - [® Parent-Guardian Consent for Release o... R View Download 09/01/2016
p: g
h ) I . - a Report Cards - Barr, Mallory - 22200124... n View Download 05/22/2013
t e + eX p a I n S [C] bd 2 Immunization Shot Record - Barron, Au... n View Download 10/21/2016
W hy d 0 c u I I I e n ts (] - n Official Transcript of Grades - Barrett, J... n View Download 06/03/2016
h . h \ bl [® official Transcript of Grades - Bar....pdf n View Download 11/06/2017
S OW I n Sea rc O L [® official Transcript of Grades - Rollins, D... n View Download 06/03/2016 Chat with us :J H ﬂ
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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

¢  YellowFolder

Your Access : Archive Admin
Your Title : Full Subscriber

Order By
v| Campus Name

Active
Archive

Box Level

When looking at a document list. Clicking the 4

M

?

YellowFolder

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.

Score e

Official Transcript of Grade...

SPED

Score @m»
Standardized Testing ... »*

n View

Download

Score D

Immunization Shot Record -....

n View
Download

Score D

Parent-Guardian Consentf...

Content Results: "standardized testing mallory barr 222001249"

HR

Score e
Standardized Testing - Barr,...

n View
Download

Score amm®
Report Cards - Barr, Mallor...

Logout O

support: (844) YELLOW-9
(844) 935-5699
support@yellowfolder.com

File Uploads Tools

Hi, Alex Crampton (acrampton.dms@yellowfolder.com)

standardized testing mallory barr 222001249 m Advanced Search

[] Score e

Yearly Attendance Record -...

n View
Download

[] Score cm®

Immunization Shot Record -..

Download Document

Record Series Administrator

anytownsr.rsa@yellowfolder.com
SR_ANYTownRSA_fn SR_ANYTownRSA_In

Chat with us

LJIL IS
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Pro Tips
Link back to the
document list

Hi, Alex Crampton (acrampton.dms@yellowfolder.com)

« Back to Document List standardized testing mallory barr 222001249 m Advanced Search

Share Document
Search
p-1 : 222001249 missouri end-of-course View Document
assessment ii campus: dislrict

Download Document

anytime isd no. pos...

p-1 : 222001249 missouri end-of-course
assessment i barr, mallory mosis
id: 222001249 miss...

Document Metadata

=) NoComet 77 SceSess 25 AryouniS0)

First Name:  Mallory

Once you are viewing files, type keywords into wia.  aec

Name:

the document search bar above to locate Last Name:  Ban
sections. Clicking on the results in the grey box **

Suffix:
will take you to that page in the document! Date0f 111041969
The ACT* W [ [ erou e
sors (33 L7 Twe Lot 30 ][ = | = | oeorz ID Number: 222001249
..... ammnal e ] AT
Campus: Anytown High School
Status: Active
Grade: No Grade
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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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Watch a live demonstration in the YellowFolder system
of how to use Advance Search.

Advanced Search is located on
the right side of your homepage.

Hi, Claudia Mullins (@yllins.dms@yellowfolder.com)
Your Access : Archive Admin
ot I T T
More

Order By

¢ Campus [} Name Advanced Search Saved Searches

Select any combination of criteria to search. Click a criteria more than once to search by more than one value.

Active FirstName ~ LastName  IDNumber  DateOfBith ~ Age  Campus  DocumentType  Status
O Archi
:oxrlfe\ll‘: Record Series Box Number Document Id Batch Name Document Name Document Description

Applicable School Year  Graduation Date Withdrawal Date _ _

*=wildcard

My Saved Search-1 ‘ m
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File Uploads Tools Logout @

support: (844) YELLOW-9

¢ YellowFolder T

The Education Documentation Experts support@yellowfolder.com

Hi, Candice Earnest (cearnest.dms@yellowfolder.com)

Your Access : Archive Admin

Show More
. a
Order By Welcome, Candice Earnest
7] Campus [[] Name Saved Searches
1 1 6 0
Archive uploads this month uploads needing uploads needing Batches in
Box Level information verification complete status

SPED

View All

AR

You have not bookmarked any document yet. &  FIECurrent 2017 - Anderson, Daniel - 1234567899.pdf

Plcclend Nt Nanceea

1. Click on the Advanced Search tab.
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Hi, Claudia Mullins (cmullins.dms@yellowfolder.com)

ot ]
Your Title : User m Advanced Search

Show More
Order By
¢ Campus (] Name Advanced Search Saved Searches
Select any combination of criteria to search. Click a criteria more than once to search by more than one value.
Active First Name Last Name IDNumber ~ Date OfBirth ~ Age Campus  DocumentType  Status
- R
:o:r::\ll:? Record Series Box Number Document Id Batch Name Document Name Document Description

Applicable School Year Graduation Date Withdrawal Date _ _

SPED

7 *= wildcard

My Saved Search-1 ‘ m

2. Select any combination of criteria to narrow your search results.
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Hi, Claudia Mullins (cmullins.dms@yellowfolder.com)

Your Access : Archive Admin
s B T

Show More
Order By
¥ Campus [] Name Advanced Search Saved Searches
Select any combination of criteria to search. Click a criteria more than once to search by more than one value.
Active First Name Last Name 1D Number Date Of Birth Age Campus Document Type Status
D Archi
:oxr:e\ll‘:: Record Series Box Number Document Id Batch Name Document Name Document Description

Applicable School Year Graduation Date Withdrawal Date _ —

CEE ——
o o o

\
Last Name ‘ \ ) ‘ [x) Checked Out Documents

N\

*=wildcard

3. Enter the applicable information into the text fields for the criteria chosen.




How do | use Advanced Search? 1 YellowFolder

First Name equals 3 Daniel o
and 3 Last Name equals 3 Anderson Q

4. Once all applicable information has been entered, click the Submit button.

Save Search




Where will my Advanced Search M
results appear? ' YellowFolder

Search Results E§
Filename Action ¥ Doc Date
£ 2016 Parent Contact Log - Anderson, Daniel - 12... H View Download 10/20/2016
ﬂ FIE Current 2017 - Anderson, Daniel - 123456789. .. N View Download 08/16/2017
O 9 IEPs - Anderson, Daniel - 1234567899.pdf H View Download 01/27/2014 P
[l E Notes from Nurse - Anderson, Daniel - 12345678... H View Download 09/11/2017
(N B Physician Reports - Anderson, Daniel - 1234567... H View Download 07/09/2013
] a Progress Monitoring - Anderson, Daniel - 12345... H View Download 02/17/2014
I RED - Anderson, Daniel - 1234567899.pdf H View Download 01/20/2014
B Speech Evaluation - Anderson, Daniel - 1234567..... H View Download 10/20/2016
B9 Transfer Packet - Anderson, Daniel - 1234567899. . H View Download 12/07/2017

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

Your Access : Archive Admin
Your Title : Full Subscriber

Order By
[¥] Campus [] Name

Active
Archive
Box Level Score cmm»

Official Transcript of Grade...

SPED

Score e

Standardized Testing ... »*

n View
Download

Score cmm»

Immunization Shot Record -...

n View

Download

| Score cm»

Parent-Guardian Consentf...

switches back to the list view.

Content Results: "standardized testing mallory barr 222001249"

HR

| Score e

Standardized Testing - Barr,...

n View
Download

| Score cm»

Report Cards - Barr, Mallor...

AR

| Score cm»

Yearly Attendance Record -...

standardized testing mallory barr 222001243 m Advanced Search

n View
Download

| Score cm»

Immunization Shot Record -..

YellowFolder

Logout @

File Uploads Tools

support: (844) YELLOW-9
(844) 935-5699
support@yellowfolder.com

Hi, Alex Crampton (acrampton.dms@yellowfolder.com)

Download Document

Record Series Administrator

anytownsr.rsa@yellowfolder.com
SR_ANYTownRSA_fn SR_ANYTownRSA_In

LJIUJIEY S

Chat with us




How do | view the document | need?

Search Results
Filename
ﬂ 2016 Parent Contact Log - Anderson, Daniel - 12...
(] a FIE Current 2017 - Anderson, Daniel - 123456789...

a IEPs - Anderson, Daniel - 1234567899.pdf

a Notes from Nurse - Anderson, Daniel - 12345678...
a Physician Reports - Anderson, Daniel - 1234567...
] a Progress Monitoring - Anderson, Daniel - 12345...

a RED - Anderson, Daniel - 1234567899.pdf

a Speech Evaluation - Anderson, Daniel - 1

a Transfer Packet - Anderson, Daniel - 1264567899...

You can view your document by clicking

on the View tab under the Action
column of the document list.

Action

View

View

View

View

View

View

View

~
t YellowFolder

Search Results
] Filename
V] £ 2016 Parent Contact Log - Anderson, Daniel - 12...

] a FIE Current 2017 - Anderson, Daniel - 123456789. ..

9 IEPs - An

View Document

)ownload Document

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.
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Pro Tips
Link back to the
document list

Hi, Alex Crampton (acrampton.dms@yellowfolder.com)

« Back to Document List standardized testing mallory barr 222001249 m Advanced Search

Share Document
Search
p-1 : 222001249 missouri end-of-course View Document
assessment ii campus: dislrict

Download Document

anytime isd no. pos...

p-1 : 222001249 missouri end-of-course
assessment i barr, mallory mosis
id: 222001249 miss...

Document Metadata

=) NoComet 77 SceSess 25 AryouniS0)

First Name:  Mallory

Once you are viewing files, type keywords into wia.  aec

Name:

the document search bar above to locate Last Name:  Ban
sections. Clicking on the results in the gray box **

Suffix:
will take you to that page in the document! Date0f 111041969
The ACT* W [ [ erou e
sors (33 L7 Twe Lot 30 ][ = | = | oeorz ID Number: 222001249
..... ammnal e ] AT
Campus: Anytown High School
Status: Active
Grade: No Grade
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Pro Tips

Document History- Immunization Shot Record - Abbott, Quentin - 222001234.pdf

¥ Time Stamp User Action

Jan-23-2018 03:16:54 PM Alex Crampton Public link shared with
acrampton.dms@yellowfolder.com bguyton@yellowfolder.com
Link

Jan-23-2018 03:16:0 PM Alex Crampton View
acrampton.dms@yellowfolder.com

Jan-22-2018 10:59:51 AM Jason Addams Cancel CheckOut
jaddams.dms@yellowfolder.com

laee 29 2010 1n.CO.9C AARA lanan Addacea

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

There are two types of archive documents:

1. Archive

» 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

» 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 ' YellowFolder

Watch a live demo of archive searching.

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

FileUploads ~ Tools l.owuto

HI, Sharon McClaln (smcctaln.dms & yellowfolder.com)

Your Access : Archive Admin
Your Title : Full Subscriber

Show Mom
P Serch el
Campus Name
ol o e e C NS
—- [ [ Yearly Attendance Record - Andraws, Rosemary - 222001241.pdf n View Download 02172016
74t Anytown Elementary School H [ standardized Testing - Andrews, Rosemary - 222001241.pdf n View Download 08/25/2015
72 Anytown High School _ |
- - Record Series Administrator

& Anytown Middie Schoal [ [ standardized Testing - Andrews, Rosemary - 222001241.pdf n View Download 10/21/2016 ' reaiy -
Archi ] [ Report Cards - Andrews, Rosemary - 222001241 pdf N View Download 05/22/2013 SRANYTownRSA_fn SRANYTownRSA_In
© 711 Aktown Elementary School

[ [ Parent-Guardian Consent for Release of Records - Andrews, Rosemary - 2... = View Download 09/01/2016

] [ official T ipt of Grades - A 3 Y - 222001241.pdf R View Download 06/03/2016

[ a Immunization Shot Record - Andrews, Rosemary - 222001241.pdf n View Download 10/21/2016

Select Archive

© 7016 YellowFolder. Al Rights Reserved. Contact us | Privacy Policy
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Archive File Tree Searching ' YellowFolder

Your Access : Archive Admin

Your Title : Full Subscriber
Show More

Order By
[¥] Campus [] Name

& i Anytown High School
A
e B
& @ Barr, Mallory - 222001249
Attendance

a Grades And Testing

Anytown ... /B / Barr, Mall... / Grades An... / Standardized Testing g
Filename Action ¥ Doc Date
[® Standardized Testing - Barr, Mallory - 222001249.pdf H View Download 08/25/2015
[ Standardized Testing - Barr, Mallory - 222001249.pdf H View Download 10/21/2016

After navigating to the folder you
are looking for, the contents will
be displayed on the right side of

Report Cards
Standardized Testing
Legal
(-] Transcript-Permanent
Immunization Shot Record
Official Transcript Of Gra...
& Barrera, Brandie - 222001250

& Barrett, Joanne - 222001251

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.
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Archive Quick Search ' YellowFolder

The quickest way to search is using the search
bar. This feature looks for all typed words on
support: (844) YELLOW-9
¢+ YellowFolder ~ your documents! )35 55

support@yellowfolder.com

Hi, Alex Crampton (acrampton.dms@yellowfolder.com)

Your Access : Archive Admin

|
;i

Order By Welcome, Alex Crampton

v] Campus [] Name Saved Searches
0 Active O O O O

Archive uploads this month uploads needing uploads needing Batches in

Box Level information verification complete status
o A : o
_ You have not bookmarked any document yet. $ Benefit Application - Nichols, Faith - 9876543533.pdf

Checked Out Documents
Pro Tip: Using
identifiers such
asID#andlast N
name will
improve results.

Chat with us ﬂ S XJ




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

File Uploads Tools Logout @

support: (844) YELLOW-9
' Y’e‘l IOWFQI d;er (844) 935-5699

support@yellowfolder.com

Hi, Alex Crampton (acrampton.dms@yellowfolder.com)

Your Access : Archive Admin Sardized tosti lory barr 222001249
Your Title : Full Subscriber standardized testing mallory barr Advanced Search

Show More
Order By
V] Campus [T] Name Content Results: "standardized testing mallory barr 222001249" E
. .
0 Acti
:::;zie ] ¥ Score Filename Action ~ Doc Date
BoxLevel + | g [ official Transcript of Grades - Barr, Mal... n Vie Download 06/03/2016
[ g a Standardized Testing - Barr, Mallory - 2... n View Download 10/21/2016
+\ 0O b d [® Standardized Testing - Barr, Mallory - 2.... H View Download 08/25/2015 Record Series Administrator
.rsa@yellowfolder.
+ O g u Yearly Attendance Record - Barr, Mallo... R View nload 02/17/2016 ;;tt::\’(r;uzgsgjnogRTANeYré?NT\RSAJn
+ | - 2 Immunization Shot - B
Pro Tib: Clicki + = muasssc 10 View the document, click the View button
ro Tip: Clicking | + | =  ciwees )
the ‘+’ lai . - . e heside the document or check the box and
e + eXp alns ’ ] Immunization Shot . .
1+ = zowmsn Click the blue View Document button
W hy d OC u m e nts + | b [® official Transcript of Grades - Bar....pdf R View Download 11/06/2017
S h OW i n Sea rc h + | bl [ official Transcript of Grades - Rollins, D... R View Download 06/03/2016 Chat with us :J M ﬂ
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1, 1eada YIS (uyieun NUWIUIUST.LUIT ]

Your Access : Archive Admin

sy
Your Title : Suer Administrator _ Advanced Search
Show More

Order By

¥ Campus [J Name Advanced Search Saved Searches
Select any combination of criteria to search. Click a criteria more than once to search by more than one value.

Active First Name Last Name ID Number Date Of Birth Age Campus Document Type Status

o:r::‘il\:: Record Series Box Number Document Id Batch Name Applicable School Year Graduation Date

Wit MostRoumEPDote AppcablSchon e HroD Tomaion e Enpoyse e

* = wildcard

My Saved Search-19
First Name ’ ‘ o l y Saved Searc ‘ m
Lastame ’ ‘ () Checked Out Documents

Record Series SR SPED HR AR 0
Document Type SR O SPED O HR O AR Select- Chat with|us - v .

L m— e A e e pa— —_— ST |l

- 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

29/2018




Searching for Archive Documents ¢ YellowFolder

Type identifier into search bar to find information

[
within a single multipage document Flvponts s oo ()

~
t YellowFolder

HI, Sharon McClaln (smcciain.dms & yellowfolder.com)

« Back to Document List

- MemQ «on» FAALFC—IQ

Campus D Name

Official Transcript of: ANYTOWN HIGH SCHOOL

510 ANYWHERE ST.. MO 75006 (214) 431-3600
| Pardeca, Bomasiey State-1D. 222003241 D0, 117271999 Corde. ¥ Crade. 11
‘ndzews / Tell;

Craduazice Yoar

Document Metadata

Englioh

Sux? Credit
c 1.0

First Name: Rosemary
Anytown Elementary School
Anytown High School

% Anytown Middle School

Middle Aimee

Last Name: Andrews

B e e e b0 30

Date Of Birth: 11/02/1959

222001241

Anytown High School

ID Number:

Campus:

Status: Archive
Grade: No Grade
Account:

Anytown

View Document History




Searching in Archive and Box Level for + YellowFolder
Documents

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

Watch a live demo of box level searching.

File Uploads Tools Logout @

™

¢  YellowFolder

The Education Documentation

Hi, Sharon McClain (smcclain.dms@yellowfolder.com)

Your Access : Archive Admin

Welcome, Sharon McClain

Order By Saved Searches
«| Campus Name
O Active : :
A hi uploads this month uploads needing uploads needing Batches in
rehive information verification complete status
Box Level
SPED
R View All $ View All
H Standardized Testing - Anderson, Betty - 22200... 3 Standardized Testing - Aguirre, Vivian - 2...

Checked Out Documents

I Student Information Card - Anderson, Betty - 2... $ Report Cards - Aguirre, Vivian - 22200123...
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Searching for Box Level Archive Documents ' YellowFolder

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

Hi, Sharon McClain (smcclain.dms@yellowfolder.com)

Your Title : Full Subscriber m Advanced Search

Show More

Welcome, Sharon McClain

0 0 0 0

Order By

¥ Campus Name Saved Searches

Active

. uploads this month uploads needing uploads needing Batchesin
Archive information verification complete status
Box Level
“ View All $ View All
H Standardized Testing - Anderson, Betty - 22200... $ Standardized Testing - Aguirre, Vivian - 2...
Checked Out Documents
Select BO M Student Information Card - Anderson, Betty - 2... &  Report Cards - Aguirre, Vivian - 22200123...
X

Level

There are two ways to Search through Box Level Documents
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How do | use Box Level Search? ' YellowFolder

 Watch a live demonstration in the YellowFolder
system of how to use Box Level Search.

Your Title : Suoer Administrator m
Show More

Order By
v/ Campus Name

Box Number v Description ¥ FromDate ¥  ToDate v  Sequence Begin ¥  Sequence End ~ Action
Active
Archive
Box Level [ anTi0010 STUDENT CUM FOLDE ~ 03/01/1973 05/22/1986  DVONEY TRIBBIANI M View Download
RS: ARCHIVE
£5 AnT10011 STUDENT CUM FOLDE ~ 03/01/1973 05/22/1986  ABBOTT TAGANNA M View Download
RS: ARCHIVE
[ anTioor2 STUDENT CUM FOLDE  03/01/1973 05/22/1986  BRYAN TERRENCE M View Download
RS: ARCHIVE
£ AnT10013 STUDENT CUM FOLDE  03/01/1973 05/22/1986  DOVETAIL ZESTER M View Download
RS: ARCHIVE

B aniTennes ATHAFAT ALINE FAINE  Aninsienan Arinnisnnn  DINFIMAT Contact 1< M U v
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One way to box level search:
1) Enter name in Search field
‘e 2) Click “Search” button

File Uploads Tools Logout O

support: (844) YELLOW-9

¢  YellowFolder o1 3556

The Education Do support@yellowfolder.com

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

Your Access : Archive Admin
Your Title : Suber Administrator
Show More

Order By
¢/ Campus (| Name e i .
Box Number » Description ¥ FromDate ¥  ToDate v  Sequence Begin ¥  Sequence End ~ Action
@ Active
Archive
Box Level [ AnT10010 STUDENT CUM FOLDE  03/01/1973 05/22/1986  DVONEY TRIBBIANI M View Download
RS: ARCHIVE
_ £ ANT10011 STUDENT CUM FOLDE  03/01/1973 05/22/1986  ABBOTT TAGANNA M View Download
[ AnT10012 STUDENT CUM FOLDE  03/01/1973 05/22/1986  BRYAN TERRENCE M View Download
RS: ARCHIVE
£ ANT10013 STUDENT CUM FOLDE  03/01/1973 05221986  DOVETAIL ZESTER M View Download
RS: ARCHIVE

B aairennes ATIHIAFAIT AL FAIAE  aninelenan o A au Contact 11e M U v
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Results appear below File Uploads  Tools  Logout O

M 3) Click “+” sign to view where cupport (844) YELLOW-9
: (844) 935-5699

' YQIIQWFQIer name ShOWS In bOX to dOUbIe support@yellowfolder.com

check if it is the person you are

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

searching for. =

Order By Content Results: "zester"
« Campus Name

Your Access : Archive Admin

Your Title : Suoer Administrator
Show More

SPE2 HR
Active Box Number v Description v FromDate v  ToDate v  Sequence Begin v  Sequence End v Action
Archive
Box Level

_ + ) [ anTio013 STUDENTCUMFOLD  03/01/1973 05/22/198  DOVETAIL ZESTER R View Download
ERS: ARCHIVE

Contact us | Privacy Policy © 2016 YellowFolder. All Rights Reserved. Contact us &J ZJ -
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File Uploads Tools Logout @

‘@ If correct box based on support (844) YELLOW-9
s YellowFolder information, then click “View’
to open box.

’ (844) 935-5699

support@yellowfolder.com

[N\ Hi, Tessa Tyler (ttyler.dms@yellowfolder.com)
Your Access : Archive Admin
Your Tt Suer A | Search
Show More
Order By Content Results: "zester"
¢/ Campus || Name
SPED HR

Active Box Number v Descripfion v FromDate v  ToDate v  Sequence Begin v  SefuenceEnd v Action
Archive
Box Level

_ = [ ANT10013 STUDENT CUM FOLD  03/01/1973 05/22/1986  DOVETAIL ZESTER n View Download
ERS: ARCHIVE
o 431-3600 STUDENT: Zester, Tog§f Andrews TERM 4: Ending 05/22/86

« To the Parentis) of: Zester, Tony Andrews 1006 Samara Rd Anytown, MO 75006
« personal record card. Patient name Tony Zester 04/26/1976Birthdate Chart number practice
« Vaccine Administration Record Patient name Tony Zester for Children and Teens (continued) Before

Contact us S v
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Searching for Box Level Archive Documents YellowFolder

Search results appear in new screen.
Click (+) sign for information regarding search. -

File Uploads Tools Logout o

n support: (844) YELLOW-9
¢ YellowFolder o) 335.56%

The Education Docume support@yellowfolder.com

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

Yo Tt S s |
Your Title : Suber Administrator m
Show More

Order By
¥ Campus [[] Name Box Number Description ~ FromDate  ToDate ¥  Sequence Begin  Sequence End Action
v hd v v
Active
Archive
Box Level
- a ANT10020 STUDENT CUM FOLDER  03/01/1973 05/22/1986 ABERNATHY XENOS R View Download
S: ARCHIVE

STUDENT: Xenos, Baylor TERM 4:Ending05/22/86 GRADE:

of: Xenos, Baylor 1005 Nuance Rd Anytown,MO 75006

record card. Patient name Baylor Xenos 04/26/1976Birthdate Chart number practice

Vaccine Administration Record Baylor XenosPatient name for Children and Teens (continued)

Contact us | Privacy Policy © 2016 YellowFolder. All Rights Reserved. Chat with us LI TSRS -
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Searching for Box Level Archive Documents YellowFolder

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) . o O
2) Enter name searching for in “Name” field
Ye 3) Click “Search” button Bl
~~ 4) When search results appear, click “View” to open the box

™

t@yellowfolder.com

/T\ Hi. Tessa Tyler (ttyler.dms@yellowfolder.com)

Your Access : Archive Admin
Your Title : Super Administrator

Show More

Order By o ) .

¥/ Campus Name Box Number « Description Fronj Date v To Date Sequence Begin ¥ Sequence End ~ Action

Active

Archive I ANT10029 STUDENT CUM FOLDER  09/01/1973 05221986  BALDWIN ROONEY I View Download

Box Level S: ARCHIVE

_ P ANT10028 STUDENT CUMFOLDER ~ 09/01/1973  05/22/1386  BALDWIN ROONEY M View Download
S: ARCHIVE

_ I ANT10027 STUDENT CUM FOLDER  09/01/1973 05/22/1986  ASHFORD ZACHARY = View Download
S: ARCHIVE

[ ANT10026 STUDENT CUM FOLDER  09/01/1973 05/22/1985  CARLISLE WALDEMAR R View Download

S: ARCHIVE

[ ANT10025 STUDENT CUM FOLDER  09/01/1973 05/22/1986  BIMING Chat with us N = v ad
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Searching for Box Level Archive Documents YellowFolder

Type name or other identifiers into search bar to
find information within box level pdf document
without having to download the document ot | ek | 1ot

~
t YellowFolder

HI, Sharon McClaln (smcciain.dms & yellowfolder.com)

‘Your Access : Archive Admin
‘Your Title : Full Subscriber « Back to Document List

- MAmQ «o» FAL+—IQ

Csnrpus DNsn‘e
:
510 ANYWHERE ST.. MO 75006 (214) 431-3600
¥ Anytown Elementary School cou. Benmasiry 8

~10. 222003241 D0, 117271999 Corde. ¥ Crade. 11

y Indzews / Tell:

Anytown High School errimiim By Year- Cradua:
 Anytown Middle School e L ol L [ e Document Metadata
Archive

First Name: Rosemary
11 Anytown Elementary School
31 Anytown High School

N

3 Anytown Middle School

Middle Aimee

e

Last Name: Andrews

B e e e b0 30

»o

Date Of Birth: 11/02/1959

ID Number: 222001241

Campus: Anytown High School
Status: Archive

Grade: No Grade

Account Anytown

View Document History



Searching for Box Level Archive Documents + VellowFolder

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.



What enhancements are part of ™
the new viewer toolbar? ' YellowFolder

Bookmarking Ability to attach

: (pages should be additional
Toggle Side Bar bookmarked documents to the
viewed document

prior to uploading

Full size page

before uploading viewing

— <4 AutomaticZoom *+ =2

Anytown ISD |




What other buttons are available ™

on the viewer toolbar? ' YellowFolder

Search within Zoom-in/ Check Out/
a search Zoom-out Check In

-~ 4 AutomaticZoom *

Anytown ISD |

Download



How do | use the tools while ~
viewing a document? * YellowFolder

Watch a live demonstration in the YellowFolder system
of how to use the tools on the Viewer Toolbar.

Hi, Kelly

« Back | Enroliment and Annual Registration Form - Smith, ... ¢

- 4 AutomaticZoom ~
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« Back | Miscellaneous - Yawn, Griselda - 525363414789 pdf #

This button

[Provious [ Next |
allows the user
to see a

View Document |

222001728
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce

. .
t h u I I I b n a I I I I St a-92 14769 posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna eros

quis urna. Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus. Pellentesque habitant morbi
NDENCE tristique senectus et netus et malesuada fames ac turpis egestas. Proin pharetra nonummy pede. Mauris
Of a I I Of t h e et orci. Aenean nec lorem. In porttitor. Donec laoreet nonummy augue. Suspendisse dui purus,
—> scelerisque at, vulputate vitae, pretium mattis, nunc. Mauris eget neque at sem venenatis eleifend. Ut Document Metadata
nonummy. Fusce aliquet pede non pede. Suspendisse dapibus lorem pellentesque magna. Integer nulla.

g h f ND TESTING
p a ge S Wlt I n Donec blandit feugiat ligula. Donec hendrerit, felis et imperdiet euismod, purus ipsum pretium metus, in First Name: Griselda

ifferences (504-Dys|

1 lacinia nulla nisl eget sapien. Donec ut est in lectus consequat consequat. Etiam eget dui. Aliqguam erat
the document [ | o
.
Sed at lorem in nunc porta tristique. Proin nec augue. Quisque aliquam tempor magna. Pellentesque Date Of 05/28/2018

ous habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Nunc ac magna. Birth:
T h e u S e r Ca n ; Maecenas odio dolor, vulputate vel, auctor ac, accumsan id, felis. Pellentesque cursus sagittis felis. ) _ _
10N-TRANSFER INF. i " ID Number: 525363414789
Pellentesque porttitor, velit lacinia egestas auctor, diam eros tempus arcu, nec vulputate augue magna
. |2 Gt S ) vel risus. Cras non magna vel ante adipiscing rhoncus. Vivamus a mi. Morbi neque. Aliquam erat Status: Fyimes
CI I C k 0 n a ny Of | ey volutpat. Integer ultrices lobortis eros. Pellentesque habitant morbi tristique senectus et netus et
_ malesuada fames ac turpis egestas. Proin semper, ante vitae sollicitudin posuere, metus quam iaculis Account: QA1
h d nibh, vitae scelerisque nunc massa eget pede. Sed velit urna, interdum vel, ultricies vel, faucibus at,
t e p a ge S a n _ quam. Donec elit est, consectetuer eget, consequat quis, tempus quis, wisi. In in nunc. Class aptent taciti Record SR
sociosqu ad litora torquent per conubia nostra, per inceptos hymenaeos. Donec ullamcorper fringilla Series:
f h _ eros. Fusce in sapien eu purus dapibus commodo. Cum sociis natoque penatibus et magnis dis Document Misce S - Yai
J u m p to t at | emrnerenaeeram parturient montes, nascetur ridiculus mus. Cras faucibus condimentum odio. File Name: 525363414789 pdf
. Sed ac ligula. Aliquam at eros. Etiam at ligula et tellus ullamcorper ultrices. In fermentum, lorem non Original File QA1_SR_D
p a ge I n | cursus porttitor, diam urna accumsan lacus, sed interdum wisi nibh nec nisl. Ut tincidunt volutpat urna Name: - T

Mauris eleifend nulla eget mauris. Sed cursus quam id felis. Curabitur posuere quam vel nibh. Cras

d O C u e n t dapibus dapibus nisl. Vestibulum quis dolor a felis congue vehicula. Maecenas pede purus, tristique ac,
l I I .

——— tempus eget, egestas quis, mauris. Curabitur non eros. Nullam hendrerit bibendum justo. Fusce iaculis,
v est quis lacinia pretium, pede metus molestie lacus, at gravida wisi ante at libero. Quisque ornare
“ nlacerat risus Lt molestie magna at mi_Integer aliniet mauris ot nibh_ Ut mattis lieula nosuere velit Y Record Series Administrator
»

yfga.gal.1.c@dispostable.com
Test234 Test1




Bookmarks YellowFolder

A user can bookmark
pages prior to uploading
and the bookmarks will
be available in
YellowFolder.

HI, Kepecca Melo (rmel

| Miscellaneous - Yawn, Griselda - 525363414789 pdf  #

The pdi995 suite of products - Pdf995, PdfEditd95, and Signatured95 - is a complete solution for your document publishing needs. It
provides ease of use, flexibility in format, and industry-standard security- and all at no cost to you.

Pdf995 makes it easy and to create lity ments in the popular PDF file format. Its easy-to-use interface
helps you to create PDF files by simply selecting the "print* command from any application, creating documents which can be viewed
on any computer with a PDF viewer. Pdf995 supports network file saving, fast user switching on XP, Citrix/Terminal Server, custom
page sizes and large format printing. Pdi995 is a printer driver that works with any Postscript to PDF converter. The pdf9g5 printer
driver and a free Converter are available for easy download.

Pd{Edit995 offers a wealth of additional functionality, such as: combining documents into a single PDF; automatic link insertion;
hierarchical bookmark insertion; PDF conversion to HTML or DOC (text only); integration with Word toolbar with automatic table of
contents and link generation; autoattach to email; stationery and stamping

Signature995 offers state-of-the-art security and encryption to protect your documents and add digital signatures.

“When would this be A
helpful?”

The Pdf995 Suite offers the following features, all at no cost: Last Name: Yawn

Automatic insertion of embedded links Option to attach PDFs to email after creation Date Of

Hierarchical Bookmarks Automatic text summarization of PDF Birth

Support for Digital Sign:

documents

Support for Triple DES H\uw tion Easy integration with document management ID Number:
Append and Delete PDF Pages and Workflow systems
Batch Print from Microsoft Office n-Up printing )
. Asian and Cyrilkc fonts Automatic page numbering Status:
O r exa r ' I e W e n u S I n Integration with Microsoft Word toolbar Simple Programmers Interface
Vi PDF Stationery Option to automatically display PDFs after Account QA1
Combining multiple PDF's into a single PDF creation
Three auto-name ~;:“um 1o bypass Save As dialog Custom resizing of PDF output Record SR
a re - e O O e r CO e r Imposition of Draft/Confidential stamps Configurable Font embec
W V Support for large format architectural printing Support for Citrix/Terminal Server Series:
Convert PDF to JPEG, TIFF, BMP, PCX formats Support for Windows 2003 Server )
anw PDF to HTML and Word DOC conversion Easy PS to PDF processing Document s - Yawn, (
rt PDF to text Specify PDF document properties File Name: 525363414789, pJ'
sheet to upload an e Cortnts gnaesion ol PoF g
S ,m,h’ XP Fast User Switching and mulliple user X::L;:T f‘.‘?:‘ﬁ:rywl 10 add functionality to Original File  QA1_SR_D_06142015.
o Standard PDF Encryption (restricted printing, modifying, Free: Creates PDFs without annoying Name:
entire folder the user

could bookmark student
transcripts.

Support for Optimized PDF
Support for cusiom page sizes

Free: Fully functional, not a tnial and does not
expire

Over 5 million satisfied customers

Over 1000 Enterprise Customers woridwide

Record Series Administrator

yfga.gat.1.c@dispostable.com
Test234 Test1
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Attachments t YellowFolder

M1, KEDECCE MEI0

« Back | Miscellaneous - Yawn, Griselda - 525363414789 pdf #

Prior to
uploading a user
can use a PDF

Example of File Attachment.
CreatO r tO d d d Doubllz click on thtet icon to Lpen the attached file.
attachments to a

Document Metadata

document. This FistMame:  Greokda
would link the

Date Of 05/28/2018
Birth

documents
together. This S

o L 4+ 3 1 of1 — 4+ AutomaticZoom * 53 * & D

TCPDF Example 041
by Nicola Asuni - Tecnick.com

www.tcpdf.org Docu

feature is located s

. . D t Miscellaneous
inside the Toggle Fadae  wmsiriTaoed

. Original File QA1_SR_D_0614:
Sldeba r- Name:

_ Chat with us -
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Full Size Viewing ' YellowFolder

M, neny

« Back | ACADEMIC TESTING - Smith, Bobbi - 222001630... #

4+ Automatic Zoom

\dsscur! Eng-o-Course Assessment
Englsh Il

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.




document: t YellowFolder

Watch a live demo of downloading a document.

From within the document pdf viewer,you
can click here to download the document oo | et O

g
t YellowFolder

HI, Sharon McClaln (smcctain.dms & yellowfoider.com)

o T s « Back 0 Documen i | s | svesceise |

ety T AQmQ e s FARAP—Q
Csmpus DNsme

Active
Anytown Middle School
123 ANYWHERE ST

ANYTOWNMO 75006 STUDENT Aguum, Vnan Adesne
214) 43 0 TERM 4 Endlng €6/22i13 GRADE:
(214) 4313600 CLASS OF 20

it Anytown Elementary School
12 Anytown High School

14 Anytown Middle School
Archive

131 Anytown Elementary School

Document Metadata
To the Parent(s) of
Aguire, Vivian Adnana
2335W. Crosby Rd
Anytewn, MO 75006

First Name: Vivian

Middle Adriana
1i1 Anytown High School Name:
41 Anytown Middle School TITE T1[72 | 51 | T3 | T4 | 52 TEACHER Last Name: Aguirre
du B CUMMUNKA TION AR TS B H- B L L) Flomrs S5
du B NATH 8 - 3- 8 O A+ Flowers S
Viirndn GRRGE W A A (A [n o Alias: |
5 Grade § SOCIAL STUDES & (v A [Cr |8 |Fmwns
5 Grage SEHYS E0 5T T T s s Trmegen & Suffix:
€ Grade SMUSIC 5 S S 5 S S MierV
S Grats GART R S G 3 O Date Of Birth:  03/02/2008
Geading Sasles 3 bty and Eras— 1D Number: 222001239
A C 85900 C = 7375 Aequrenenty.
9284 - Krdeganen = 10total
81 mdi o Grak 1= 120l Campus: Anytown Middle School
0o oanes n =& Garncm 7= Mol YI
B - 0082 D« 60-62 L 5= 11 leson, S ren-hoan
Ce =TI T8 r oose Geage 4 - 129c800, G ron fetien
Grace § = 13ficton, 7 ren-fcton Status: Archive
(1008, st abiove
5o manirn, 0 Grade Lew
Fay ety Readng Grode Leves Grade: No Grade
Account Anytown
Kedargaten =A B.C, 14
Grade 1= C W, a8 View Document History




Downloading Documents | 21 YellowFolder

L | support: (844) YELLOW-9 *
(844) 935-5699
' YeIIOWEOIder support@yellowfolder.com

The Education Docur n Experts

Hi, Brandee Guyton (bguyton.dms@yellowfolder.com)

Your Title : User « Back to Document List m Advanced Search

Show More

Order By EQQ «E“*EQI:'Q

vl Campus Name

Share Document

02/17/16 Daly Elementary FTEL0304
@ Active 10:11:12 Official Attendance Record Page 1 "
View Document
_ Name: Quentin Aaron Abbott  Grade:1  Abbott Enrld:08/25/15 Cd:10
@ 7 Anytown Elementary School Id: 222001234 DOB:2/1/2010 Room: WDrwn: cd: 10

Download Document
(-] A

. Yes| 09/02/2015 Full [vvvvww 6.500] 6.500]sick
@ & Abbott, Quentin - 2220... Yes 09/26/2015 T 0.0001] .000 car problems
Yes 11/03/2015 www 6.500] 6.5 i
@  Attendance Yes 12/05/2015 [AAMAMA. 6.500)
Yearly Attendan. . s e . oo Document Metadata
3 TAARAAA. 6.500] j
Grades And Testing [AMAMAA. 6.500] | 6.500 First Name:  Quentin
Transcript-Perman... dar (08/20/2015 to 02/13/2016) : 107  Days
10 Pays Middle Aaron

& Acosta, Allyson - 2220... e Namne

Last Name: Abbott

You can click on the Green

& Adams, Guadalupe - 2...

& Armstrong, Leslie - 22....

5 Download Document tab located -
c ~at the right side of the screen DateOf 02012 N )




M
Bookmark and Downloading ' YellowFolder

FileUploads ~ Tools  Logout O

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

HI, Sharon McClaln (smccialn.dms & yellowfolder.com)

Your Access : Archive Admin
‘Your Title : Full Subscriber

Do tm
Ordor By Search Results: "aguirre, vivian” _
[V]Campus [F]Name "] *Score Filename Action Doc Date
CE N
Active [ C——— [ Report Cards - Aquirre, Vivian - 222001239.pdf View Download 05/22/2013 _
4 Anytown Elementary School (] e Cortificates - Santos, Vivian - S876543617.pdf " View Download 102172016
T2 Anptown High School em— ) Transcripts - Santos, Vivian - 9876543617 pdf A View Download 100172014 Record Series Administrator
721 Anytown Middle Schoal e o
Archive e— 3 Evaluations - Whito, Alayna - 9876543634 pdf A View Download 081772013 L
' ::: :;:Zr::;smw | —oom— ) yaluations - Santos, Vivian - 8876543617 pdf A View Download
g
i+ Anytown Middle School (] e Standardized Testing - Aguirre, Vivian - 22200123.pdf N View Download 08/25/2015
| e Standardized Testing - Aquirre, Vivian - 222001239 pdf A View Download 10/23/2016
_ (] o) Transcripts - White, Alayna - 3876543634 pdf N View Down 100172014
] o Contificates - Whito, Alayna - 9876543694.pdf A View wnload 1072172016
[ e Employee |-9 - Santos, Vivian - 9876543617.pdf " View Download 08/01/2013
em— % |mmunization Shot Record - Aguirre, Vivian - 222001239 pdf Download 10/21/2016
] lance Record - Aguirre, Vivian - 222001239.pdf Download 021772016
[ cafeteria Plans-Forms - White, Alayna= Download 08/01/2013

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
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t YellowFolder

File Uploads  Tools Logw\o

Downloading Documents

¢ YellowFolder

HI, Sharon McClaln (smecialn.dms é yellowfolder.com)

e L
i — [ soucs | Atrncodsourcs |
—

Order By Welcome, Sharon McClain

— - Saved Searches
Blus'w_s g]Ns*-:—
Active Y e .
74 Anytown Elementary School
72 Anytown High School
fit Amytown Middie School View Al 3 View All
Archive
4
i Anytown Elementary School r
M Standardized Testing - Anderson, Betty - 222001240 pdf |§  Standardized Testing - Aguirre, Vivian - 222001239 pdf
721 Anytown High School
) i Checked Out Documents
731 Anytown Middle Schoal M Standardized Testing - Anderson, Betty - 222001240.pdf &  Report Cards - Aguirre, Vivian - 222001239, pdf
M Standardized Testing - Anderson, Betty - 222001240.pdf
Link Name Expiration Date Link Type Shared By
No documents are ghared with you.
s Administrator
Recent Downloads shows all documents you have recently o ehcubt i

fTownRSA_fn SR_ANYTownRSA_In

AV RIS W e el
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Sharing Documents t YellowFolder

Documents can be shared in two methods:

1. Public Link

» When sharing with those who are not
YellowFolder users

2. Private Link

» When sharing with those who are YellowFolder
users



How do | Share documents? ¢ YellowFolder

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

Share Document X

> Share Privately Create Public Link
o Share Publicly A public link allows anyone to view or download, if permitted, without
' logging in.
Document(s)
-
2 IEPs - Anderson, Julie - ... Expires | 12-11-2016 Gij| B Allow Downloads
Document Link:

https://dms.yellowfolder.com
/Home/Index?Id=413699D8718C50A068E7EE3EFFCAC74EC082469F4FBS
4C670C04D2D78EE6E0A239BAD01BB4EAD2AB4C59A91F051ACCDO&
AliasName=ANT&SharedType=Public

Link expires 12/11/2016 &




™
Sharing Documents ' YellowFolder

FileUploads ~ Tools  Logout 0

¢ YellowFolder

HI, Sharon McClaln (smcctaln.dms & yellowfolder.com)

o Tt s L
‘Your Title : Full Subscribar
Zaom Mom

Search Results: "aguirre, vivian”

Order By
[@]Campus [F]Name ] ™ Score Filename Action Doc Date
[ C— [2 Report Cards - Aquirre, Vivian - 222001239 pdf R View Download 05/22/2013
Active
7 Anytown Elementary School [] — Corficates - Santos, Vivian - 5876543617 pdf A View Download 1072172016
i High School ~ N .
Amytown High Sc [[] e Transcripts - Santos, Vivian - 9876543617, pdf N View Download 10017201 Record Series Administrator
72 Anytown Middle School i com
y rsaty
Archive [ e Evaluations - White, Alayna - 9876543594 pdf N View Download SR_ANYTownRSA_fn SRANYTownRSA_In
1i1 Anytown Elementary School
' [ e ysluations - Santos, Vivian - $876543617.pdf A View Download 08/17/2013
7i1 Anytown High School i
& Anytown Middle School [[] G [ Standardized Testing - Aguirre, Vivian - 222001239.pdf n View 08/25/2015
[[] e Standardized Testing - Aguirre, Vivian - 222001239.pdf a| View 10/232016
OO (| = S e . s
[ o Conificates - White, Alayna - 9876543694.pdf A 10/21/2016
[ e Employee -9 - Santos, Vivian - $876543617.pdf n 08/01/2013
[ s mmunization Shot Record - Aguirre, Vivian - 22200123.pdf Download 102172016
e— [ Yoarly Attendance Record - Aguirre, Vivian - 222001239 pdf Download 02/17/2016
A ~\Whita, Alayna - 3876543634 pdf Download 08/01/2013

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




Sharing Documents ' YellowFolder

I

Share Document 1) Choose to share the
document privately

Share Privately Create Public Link .

@ Share Publicly A public link allows anyone to view or download, if permitted, without (Wlth other
logging in.

Docamentis) YellowFolder users)

a IEPs - Anderson. Julie - ... Expires = 12-11-2016 n i/} Allow Downloads or pu bI ICIy (Wlth

Document Link: anyone). -
https://dms.yellowfolder.com 2) Select expiration of
/Home/Index?1d=413699D8718C50A068E7EE3EFFC4C74EC082469F4FB5 .
4C670C04D2D78EE6E0A239BAD01BBAEAD2AB4C59A91F051ACCDO& link date.

AliasName=ANT&SharedType=Public

3) Check to allow
downloads.

Link expires 12/11/2016 (el Nex: 4) Click Next button.




Sharing Documents | 1 YellowFolder

Share Document X

Share Publicly Sharing a public link allows anyone to view or download, if permitted,
Document(s) without logging in. 5) Enter email in
shere nmy Emal | OF, Share via YellowFolder “To” field and
2 IEPs - Anderson, Julie - ... . . .
To information in
o" e 1 £
Suack S.u bject” field.
6) Click Save
I would like to share files with you through YellowFolder. -
Click ths ink t0 access the fies: * 3 button.
https://dms.yellowfolder.com v
/Mome/Index?1d=413699D8718C50A068E7EESEFFCACTAECO82469FAFB5AC670C04D2D7




™M
Sharing Multiple Documents ' YellowFolder

Sharing file from within the same subfolder:

Document List
Share Document

-~

Filename Action Doc Date
View Document

-~

BStandardizedTesting-Anderson, Betty-2220... W View Download 08/25/2015
Download Document

<]

9] hStandardizedTesting-Anderson, Betty-2220... W View Download 08/25/2015

-~

ﬂStandardizedTesting-Anderson,Betty-2220... N View Download 10/21/2016 Record Series Administrator

anytownsr.rsa@yellowfolder.c...

SR_ANYTownRSA_fn
SR_ANYTownRSA_In

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

Files from different subfolders:

Document List

O

]
|
]

Filename Action Doc Date
[ standardized Testing - Anderson, Betty - 2220... n View Download 08/25/2015
[ standardized Testing - Anderson, Betty - 2220... n View Download 08/25/2015
[ standardized Testing - Anderson, Betty - 2220... n View Download 10/21/2016

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

Document List

= Filename Action Doc Date

] [} Yearly Attendance Record - Anderson, Betty -... n View Download 02/17/2016

J

t YellowFolder

Share Document

View Document

Download Document

Record Series Administrator

anytownsr.rsa@yellowfolder.c..

SR_ANYTownRSA_fn
SR_ANYTownRSA_In

Download Document

Record Series Administrator

anytownsr.rsa@yellowfolder.c...

SR_ANYTownRSA_fn
SR_ANYTownRSA_In

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




™M
Sharing Multiple Documents ' YellowFolder

Files from different subfolders:

Hi, Sharon McClain (smcclain.dms@yellowfolder.com)

e e [ | 3) Select files to be

shared

o,dg,By N Bookmarked Documents Share Document
ampus [7] Name
Filoname Action Doc Date =

iew Document
4) Click “Share

7 1 Standardized Testing - Anderson, Betty-2220... W View Download 08/25/2015 e —
Active Downlo
8 I Sondariied Tesi Document” button
& Anytown Elementary Schoo! Standardized Testing - Anderson, Betty-2220... W View Download 08/25/2015 an d f0| |O came
. ' wW
firAayoufighShoo @ [ Standardioed Tesing- Anderson Bety-220.. W Vew  Download 1021016 Record Series Adminstrator ) as sharing a
fr AaytownMidde Schol anytownsr.rsa@yellowfolder.c... p ocess I g
[ Report Cards - Anderson, Betty - 222001240pdf W View Download 05/22/2013

SR ANYTownRSA fn single document
SR_ANYTownRSA_In

Archive
[ Yearly Attendance Record - Anderson, Betty-.. W View Download 02/1772016
(]
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Sharing Documents ' YellowFolder

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



™
Move Document Button t YellowFolder

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.



How do | use the Move Document . YellowFolder
button?

Watch a live demonstration in the YellowFolder system
of how to use the Move Document button.

A
rd-of-Course Assessment ||
English It
Share Document
1l Scale Scove: 744
Achievernent Level Advanced v"m D”lmm
1d-of-Course Assessment
Biology Download Document
Scale Score: 11 e
Achiovoment Level Proficient | —
g - [ o PRSI ) PRPUR PR




Document Metadata

Document Metadata shows

v

in the gray box to the right of
the document.

t YellowFolder

Document Metadata

Description:

First Name:

Middle
Name:

Last Name:

Alias:
Suffix:

Date Of
Birth:

ID Number:

Campus:

Purpose: Provides
academic scores from
the PLAN assessment.

Allyson

Abby

Acosta

02/02/2010

222001235

Anytown Elementary
School




Move Document Button

v YellowFolder

™

support: (844) YELLOW-9

¢ YellowFolder

The Education Documentation Experts

(844) 935-5699
support@yellowfolder.com

Hi, Alex Crampton (acrampton.dms@yellowfolder.com)

Your Access : Archive Admin
Your Title : Full Subscriber

Order By
Campus [] Name

8 Active
@& i Anytown Elementary School
@ A
& @ Abbott, Quentin - 222001234
-] Attendance
Yearly Attendance Record
Grades And Testing
Legal

Transcript-Permanent

[+]

@ Acosta, Allyson - 222001235

[+]

@ Adams, Guadalupe - 222001236

[+]

@ Andrew, Drake - Drake123

+]

@ Armstrong, Leslie - 222001243
B

« Back to Document List

N QEQ ¢« QA MAC—Q

page 102
Vaccine Administration Record Patnt name 22200
. Birthdate_ . - Chart number_
forChildrenandTeens
practice name and address
Before administering any vaccines, give copies of all pertinent Vaccine Metropolitan Pediatrics
Information Statements (ViSs) o the chids parent or legal representative Ahgpalisn fidiad
and make sure he/she understands the risks and benefits of the vaccine(s) Big City. AB 02367
‘Always provide or update the patient’s personal record card.
Date vaccine  Funding Vaccine Information
Vaccine s give urce | Site? Vacdne | sutement ()
(mo/daylyr) | (FSPF Lots wh Dateon VIS* | Date given* | ™
Hepatitis B* HepP i A
(c5, Hopd,His-Hogh, ‘ — v ;
Pt E
Diphtheria, Tetanus, L L
Pertussis* ’

(g, DTa, DTap/Hib,
DTaP-HepB-PY, DT,
DTaP-IPV/Hib, DTaPIPV,
Tdap, Td) Give IM.

Haemophilusinfiuentoe v
typeb* [ )
(e.6., Wib, Hit-Hepa,

DTaP-19V/Hib, DTaP/Hib,

Hid-MenCY) Give IM."

Polio*
(€8, 1PV, DTaP-HepB-9V,
DTa-1PV/Hib, DTab-IPY)
Give 1PV Subeut or IM.”
Give all others IM.

Proumococcal evz P [MAT]| 75095054 Y

(eg. POV7, PCV3,

Split Document

Share Document

View Document

ownload Document

Documerft Metadata
First Name: Quentin

Middle Aaron

Move Document button is
located on the right panel
when viewing the document

list or when viewing a
document.




™
Move Document Button ¢ YellowFolder

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)

|
Document Name TESTING RENAME.pdf ¢
e — Record Series : SR
- Move to Person: I[luentin Abbott x |
5 Fm — ChangeDocType: [ ACADEMICTESTING |~
T e Change Date 12-11-2017
Description : New description of document.
cposo

i




.
Changing the Person Data t YellowFolder

Document Name TESTING RENAME.pdf ¢

B - pum— Record Series : SR
Move to Person : bobbi |
) FN: Bobbie DOB: 11/22/1999 -
Change Doc Type: LN: Collins 60: null E
1D: 222001303 WO: null |
Change Date: Status: Active
FN: Bobbi DOB: 06/13/2010
Description : LN: Smith GD: null
ID: 222001630
l Status: Active
FN: Bobbi -

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




Changing the Document Type

The Document types listed are
the folders from your file
architecture

folder.com

ng.com: Cheap Walmart @& TripAdvisor n Facebook

Document Name TESTING RENAME.pdf

e

Record Series :

Move to Person :

Change Doc Type :

Change Date :

Description :

YellowFolder

ACADEMIC TESTING
ACKNOWLEDGEMENT FORMS
CORRESPONDENCE
ENROLLMENT AND ANNUAL REGISTRATION FORMS
HOME LANGUAGE SURVEY

Immunization Shot Record

LEARNING DIFFERENCES (504-Dyslexia-ESL-GT)
LEGAL

MEDICAL (Shot Records-Allergies-Diabetic)
Miscellaneous

OFFICIAL TRANSCRIPT AND GRADES

Official Transcript of Grades

Parent-Guardian Consent for Release of Records
PRE-YELLOWFOLDER

Recycle Bin - Trash

Report Cards
Standardized Testing

Student Information Card
WITHDRAWAL-TRANSFER DOCUMENTS
Yearly Attendance Record

ACADEMIC TESTING B

12-11:2017 = |

[New description of document.
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Changing the Document Date ' YellowFolder

« December 2017 »
Su Mo Tu We Th

Clicking on the calendar

Document Name TESTING RENAME.pdf 7

e Record Series - 1306 152 153 1: 135 f’c opens up the ability to
_:1: Move to Person : 17 1:? 1 20 2: 2? 2 ZI \ choose a new document
s ChangeDocType: | oo date. Pro tip: Clicking on
e Change Date s the header allows scrolling
Description: New description of document. across dates, up to 12 years
I at a time




S ey

Changing the Description t YellowFolder

Document Name TESTING RENAME.pdf e

e s e - Record Series: SR

== ; Move to Person : Quentin Abbott N
= = Change Doc Type: ACADEMIC TESTING |+
- - Change Date : 12-11-2017 r-—

— w = Description : This is where you add a

P description|

Update Cancal

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




S ey

Save Your Changes! ' YellowFolder

Document Name TESTING RENAME.pdf ¢

. SO — — Record Series : SR
:- - ;: Move to Person: Quentin Abbott x
'3' _—. Change Doc Type : ACADEMICTESTING |w
= A Change Date: 12-11-2017 r""‘
g "*'_ﬁ'Ez—l? Description : ggz;scir?;;:lizﬁre you add a
!

Update Cancsl

To save your changes, click on the
Update tab.




Renaming a Document ' YellowFolder

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.



M
How do | Rename a Document? ' YellowFolder

Watch a live demonstration in the YellowFolder system
of how to Rename a document.

A / Abbott, Jacob - 9876543210 / BENEFITS AND BENEFICIARY DESIGNATION

Filename Action ¥ Doc Date
v a BENEFITS AND BENEFICIARY DESIGNAT... H View Download 08/01/2013
n Benefit Application - Abbott, Jacob - 9876... I View Download 12/11/2017




Renaming a Document

~
t YellowFolder

A / Abbott, Jacob - 9876543210 / BENEFITS AND BENEFICIARY DESIGNATION

Filename Action
v P BENEFITS AND BENEFICIARY DESIGNAT... #% M View Download
.2 Benefit Application - Abbott, Jacob - 9876... | View Download

¥ Doc Date

08/01/2013

12/11/2017

N

Renaming a document
can be accessed when

~ the document is in the
PDF viewer or from the

document list.

DO NOTFOI
(‘
FIRST READ INSTRUCTIONS ON BACK OF FORM -DO NOT DETACH > DONOT WRITE
7 THIS COLUM]
The following statements are made for my membership record in The Public School Retirement System of Anytown:
AE (Do not use initials)
Abbott- Jacob Simon Simon Membership
p . . . - - — Number
(Last Name) (FirstName) (Middle Name) (Maiden Name if Married Woman)
ENT HOME ADDRESS
Anystreet Drive Anytown 75006 AnyCounty MO
T BOXOrROute No.J TCy) TZpCodET . Couy ale) Withdrg\\'al
T THECK Number
1/1/1970 by (x) Male ] Single X 9876543210
<Monthy <Day) (Year) Female [ Married [ {Social-Security Number)
iNATION OF BENEFICIARY
1ereby request and authorize the Board of Trustees to pay any benefits due at my death to the primary beneficiary named below if then
g: if he is not living then to the first contingent beneficiary, and if he is not living then to the second contingent beneficiary. I reserve the Disability Retire-
to change my beneficiary by filing notice of such change with the Board of Trustees on the form provided for that purpose. ment Number
COMPLETE NAME PERMANENT ADDRESS RELATIONSHIP




Renaming a Document <
5 t YellowFolder

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.

A / Abbott, Jacob - 9876543210 / BENEFITS AND BENEFICIARY DESIGNATION

Filename Action ¥ Doc Date
v £ BENEFITS AND BENEFICIARY DESIGNAT... » W View Download 08/01/2013

£% Benefit Application - Abbott, Jacob - 9876... H View Download 12/11/2017




™
Renaming a Document ' YellowFolder

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.

A / Abbott, Jacob - 9876543210 / BENEFIL8AND BENEFICIARY DESIGNATION

i

Filename Action ¥ Doc Date

vl £ BENEFITS AND BENEFICIARY DESIG! ¢ % H View Download 08/01/2013

.2 Benefit Application - Abbott, Jacob - 9876... H View Download 12/11/2017




™
Renaming a Document ' YellowFolder

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

A / Abbott, Jacob - 9876543210 / BENEFITS AND EFICIARY DESIGNATION !
] Filename Action ¥ Doc Date
O B 2017 Benefits Selections - John Doe E « % N View Download 08/01/2013

] .2 Benefit Application - Abbott, Jacob - 9876... H View Download 12/11/2017




™
Renaming a Document ' YellowFolder

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.

= Q
DO NOTFOI
FIRST READ INSTRUCTIONS ON BACK OF FORM -DO NOT DETACH (’ DONOT WRITE
o THIS COLUMY
The following statements are made for my membership record in The Public School Retirement System of Anytown:
AE (Do not use initials)
Abbott- Jacob Simon Simon R'I?\Illmsglrlp
(Last Name) (FirstName) (Middle Name) (Maiden Name if Married Woman) B
ENT HOME ADDRESS
Anystreet Drive Anytown 75006 AnyCounty MO
[ BOX0rRoUtE No.J \Su) T Cat T (cou s Withdrgwal
T THECK ) Number
3 1/1/1970 by (x) Male [] Single X 9876543210
<Month} <Day} (Year) Female [ Married [ {Soctal-Security-Number)
NATION OF BENEFICIARY
1ereby request and authorize the Board of Trustees to pay any benefits due at my death to the primary beneficiary named below if then
g: if he is not living then to the first contingent beneficiary. and if he is not living then to the second contingent beneficiary. I reserve the Disability Retire-
to change my beneficiary by filing notice of such change with the Board of Trustees on the form provided for that purpose. ment Number
COMPLETE NAME PERMANENT ADDRESS RELATIONSHIP




™
Renaming a Document ' YellowFolder

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.

« Back | BENEFITS AND BENEFICIARY DESIGNATION - Abbott, J +

' 1

DO NOTFOI
G
FIRST READ INSTRUCTIONS ON BACK OF FORM -DO NOT DETACH 2 DONOT WRITE
o THIS COLUM!
The following statements are made for my membership record in The Public School Retirement System of Anytown:
AE (Do not use initials)
Abbott- Jacob Simon Simon Membership
: - - - Number
(Last Name) (FirstName) (Middle Name) (Maiden Name ifMarried Woman)
ENT HOME ADDRESS
Anystreet Drive Anytown 75006 AnyCounty MO




™
Renaming a Document ' YellowFolder

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

« Back | 2017 Benefits Selections - John Doe BENEFITS AND BEN «

N QE Q 0> L A Q

& sororrar

: DO NOT FOI
N
(‘
FIRST READ INSTRUCTIONS ON BACK OF FORM -DO NOT DETACH 2 DONOT WRITE
o THIS COLUM!
The following statements are made for my membership record in The Public School Retirement System of Anytown:
AE (Do not use initials)
Abbott- Jacob Simon Simon Membership
) - - - Number
(Last Name) (FirstName) (Middle Name) (Maiden Name ifMarried Woman)
ENT HOME ADDRESS
Anystreet Drive Anytown 75006 AnyCounty MO
[ BOXOrROUE No) ) ~ZipCode—  —Commy (State) With drgw mn 3
T THECK J Number
3 1/1/1970 by (x) Male [] Single X1 9876543210
<Month} <Day) (Year) Female [ Married 0 {Soctal-Security Number)
NATION OF BENEFICIARY




How do | use Check Out/In?

r YellowFolder

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

- <okt Document s N T

Y, MAER D WO A Q

:

Health Care

= Active Financialé 1234567299
Admit Date 512312012 Download Document
Discharge Date:  5/23/2012
7
= 72 Anytown ES YellowFolder Center Patient Type UHNOTECHBILL
A DOB/Age/Sex 107282006/ 8 years
e 1617 W. Anywhere Rd Attending: Sewell MD Kristin Bell

. ytown, MO 7 Referring sson MD
= (@ Anderson. Daniel - 1... Anytown, MO 75006 siermng F¥isson MDJ Nantemnanmd Mabadasna



Check In and Out ' YellowFolder

Saved Searches

0 O O O On your

uploads this month uploads needing uploads needing Batchesin Ap pl |Cat|0 n
information verification complete status
Screen, all

“ View All $ View All C h ecC ked

out
I Standardized Testing - Anderson, Betty - 222001... $ Standardized Testing - Aguirre, Vivian - 22200123.... / d ocume nts
Checked Out Documents c
M Student Information Card - Anderson, Betty - 22... &  Report Cards - Aguirre, Vivian - 222001239.pdf Wi I I be
View All .
M Standardized Testing - Anderson, Betty - 222001... €Q Physician Reports - An... h ere unti I

checked
B back in.

Shared with Me Shared by Me

In the document list view,

this symbol denotes a file is
Filename Action ¥ Doc Date / checked out.

n Physician Reports - Anderson, Daniel - 1... A View Download 07/09/2013 63




Check Out

Order By
¢/ Campus [

= Active

Name

SPED

3 2 Anytown ES

a A

® '@ Anderson, Daniel - 1...

e

& Anderson, Devynn - ...

& Anderson, Michael - ...

& Anderson, Robert-1...

B

Evaluations & Psy...

Legal Compliance

Medical

Physician Rep...

Referral

Student Special E...

Check In Check Out

« Back to Document List

Hcalth Carc Ela;:m Name: Anderson, Daniel N.

Financial# 1234567899
Admit Date 5/23/2012

To check out a document:
1617 W. Anywhere R¢ . .
w1 Click Check Out icon

YellowFolder Center

Clinic Notes

DOCUMENT NAME: Autism CH Clinic Note
RESULT STATUS Final
SIGN INFORMATION: Sewell MD, Knstin Bell (5/23/2012 11.56 CDT)

Appointment Summary -ADEC dx

Patient: Anderson, Daniel MRN: 123455780
Sex: DOB: 10/28/2006

Associated Diagnoses: None

Author:  Sewell MD, Kristin Bell

Date: 6/27/2013

YellowFolder Center Appointment Summary Sheet

Your child was seen in the Autism Diagnostic Entry Clinic:
Provider: Dr. Kristin Bell
Diagnosis: Autism Spectrum Disorder, sleep disturbance

Next Steps:

r YellowFolder

I )
M Q@ «:» FA AL —1Q

:

Document Metadata
First Name: Daniel

Middle N
Name:

Last Name: Anderson

Alias:
Suffix:

Date Of 10/28/2006
Birth:

ID Number: 1234567899

Campus: Anytoy==2
N\

P P,




Check Out t YellowFolder

Check Out Document X

Physician Reports - Anderson, Daniel - 1234567899.pdf

Tculds Care

f To edit a document or replace with a new version, click the Check Out
u button below. A copy of this file willimmediately begin downloading.

Note: Users cannot modify this document while checked out, but can
see who and when the document was checked out.

Check Out

/

2. Click the Check Out button




—
Check Out t YellowFolder

Check Out Document x

File has been successfully checked out and downloaded.

3. Document will automatically download.

Chat with us LIRS
(eowezsoze © 4, Open downloaded document, complete necessary howall | X
* activities and save the document.




Check In

0

uploads this month

R

0

uploads needing
information

View All

H Standardized Testing - Anderson, Betty - 222001...

[ Student Information Card - Anderson, Betty - 22...

H Standardized Testing - Anderson, Betty - 222001...

Shared with Me

0

uploads needing
verification

L

~
t YellowFolder

Saved Searches

0

Batchesin
complete status

View All

$ Standardized Testing - Aguirre, Vivian - 22200123. ..

Checked Out Documents

$ Report Cards - Aguirre, Vivian - 222001239.pdf

Shared by Me

View All
Physician Reports - An...

To Check In a document:
1. Click the arrow beside the

document to be checked back in
to open that document.




Check In t YellowFolder

Check in

& Q NN
Onder By A «efmr=s FRQ A —Q
[¢/ Campus [] Name - - Split Document

:
Download Document

Health Care RN

= Active Financial#. 1234567899
Admit Date 5/23/2012

w A ES YellowFolder Center a 1
B & Awytown ceee 2 Click Check Inicon

e A 1617 W. Anywhere Ra
- ial - Anytown, MO 75006 Referring Nilsson MD J
© '@ Anderson, Daniel -1... Document Metadata
Evaluations & Psy...

Clinic Notes

First Name: Daniel

Legal Compliance DOCUMENT NAME: Autism CH Clinic Note
RESULT STATUS Final

(-] Medical SIGN INFORMATION: Sewell MD, Kristin Bell (5/23/2012 11 56 CDT) Middle N

Physician Rep Appointment Summary -ADEC dx Name:

Patient: Anderson, Daniel MRN: 12345785 .

Referral S DOB: '10/28/2006 Last Name: Anderson
Associated Diagnoses: None

Student Special E.. Author:  Sewell MD, Kristin Bell Alias:

Date: 6/27/2013

@ Anderson, Devynn - ... ) Suffix:
YellowFolder Center Appointment Summary Sheet
@ Anderson, Michael - ... Date Of 10/28/2006
Birth:
& Anderson, Robert - 1... Your child was seen in the Autism Diagnostic Entry Clinic:
B Provider: Dr. Kristin Bell B Nexnber: 1234067058
Diagnosis: Autism Spectrum Disorder, sleep disturbance Campus: Anytoy= =

/\
Next Steps:

P P,




Check In

3. Choose
Upload New
Version radio
button.

4. Click Browse
to locate saved
version of
document on
your computer.

v YellowFolder

Check In Document X

Physician Reports - Anderson, Daniel - 1234567899.pdf

‘ Choose an option below and click the Check In button.

—p © Upload New Version

Browse

Cancel Check Out

Returns the document without creating a new version.




Check In ' YellowFolder

heck In Document

Yearly Attendance Record - Adams, Guadalupe - 222001236.pdf

Open

5. When find
document,

|- Desktop »
-

Organize v New folder 3=+ B

- N ficroder E -
Y¥ Favorites 5 ” File folder ; E File folder
.
d O u b I e CI I C k B Desktop Dropbox (YellowFolder) GoToMeeting
& Downloads z: Shortcut %j Shortcut
.t to atta C h % OneDrive = : ¢ 1.20 KB 1.28 KB
I . 2 Dropbox (Vellowl Kofax Web Capture Service = Report Cards - Adams, Guadalupe -
f‘, X P . Zig) Shortcut TR 222001236
&Ll Recent Places @ :, ‘ 987 bytes - ﬁ Foxit PhantomPDF PDF Document
I m Salesforce for Outlook < Support
ﬂﬁleranes Shortcut : PNG image
|5 Documents 242KB : 306 KB
@ Music —I. Todo (77" | Yearly Attendance Record - Adams,
[&5] Pictures § ;\gi;rzsécft Word Document | ?ug:i;l:p m
B Videns % — &L [ Forit Phar) ;e ions: 1306 x 1010

Size: 306 KB

File name:




Check In

6. Document
title will
appear in
Browse
window.

7. Click
Check In
button.

+ YellowFolder

Check In Document X

Yearly Attendance Record - Adams, Guadalupe - 222001236.pdf

; Choose an option below and click the Check In button.

« Upload New Version

» | Yearly Attendance Record - Ad:

Cancel Check Out

Returns the document without creating a new version.

Chat with us




Check In | + YellowFolder

8. Verification
pop-up will
appear.




How do | use Splitting? | ¢ YellowFolder

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

I Abced e
) | | Q

Split Document




Splitting Documents

2\ YellowFolder DMS X

& C | & Secure | https://dms.yellowfolder.com/Dashboard

?

YellowFolder

== (o 6
% @ 52

‘e
¢ YellowFold

The Education Documentation E

Your Access : Archive Admin
Your Title : Super Administrator
‘Show More

Order By
«| Campus Name

« Back to Document List

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

@ Active

12> Anytown Elementary School
@ 2 Anytown High School
e A
@ '@ Anderson, Betty - 222...
Attendance

......

(-] Grades And Testing

Report Cards 1092010

Standardized T...
A { 001243

Missouri End-of-Course Assessment
Algebral

Possible
Coragt 22 Scalsscom
Achievement Lavel: Proficent

Missouri End-of-Course Assessment

Government

No Correcy Sesle Score

Achievement Level Basic
Missouri End-of-Course Assessment

English

Missouri End-of-Course Assessment
English Il

No. Comrest 31 Scale Scowm

Achigvement Level Advanced

Missouri End-of-Course Assessment
Biology

Achievement Level Frofcent

Missouri End-of-Course Assessment
Alaehrea Il

Chat with us

No. Possibie

— s [
M Q= «emv=s FA AL —Q

File Uploads Tools Logout @

support: (844) YELLOW-9
(844) 935-5699
support@yellowfolder.com

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

Split Document

~

Document Metadata
First Name: Betty

Middle Adrienne

ame: :J S ZJ v

2:33 PM

6/1/2017




_r M
Splitting Documents, cont.  YellowFolder
This pop-up will appear for Click on the pages of this -

you to select the pages to
be split from the original
document.

document you wish to split and a
red box will appear around each

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




M
Splitting Documents, cont. ¢  YellowFolder

To change To change the

.yellowfolder.com/Dashboard

the location person in which the
of the selected pages
selected need to be filed in,
pages, click click “X” next to the
t h S ) (1) [) standardized Testing - Anderson, Betty - 222001240.pdf name.

“Document 2 Document Type Begin typing the
Type” drop :a"darmm"g last name of the
down and s o : A w0s 22200 person and the
select the : ' P " system will search
correct o .{Eizlf:mh ngg;;mmom for the name.
folder. " | | Once name appears

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

Click “Split”.

Chat with us




R

Splitting Documents, cont. ' YellowFolder

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.




M

Key Takeaways ' YellowFolder

* 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.

e 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.



~
Key Takeaways continued ' YellowFolder

* 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.

e Adigital 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.



Any Questions or Additional ' YellowFolder
Support/Training Needed

TRAINING  CONTACT US €]
LOGIN

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 ¢ YellowFolder

Support/Training Needed

Questions, Problems?
We're here for YOU.

Support 214.431.3600 (dial 2) » support@yellowfolder.com
Contact Support for:

* General questions about using YellowFolder * Remote virtual training

* Software support ¢ CSVfile related tems

* YellowFolder Tool(s) Support ¢ Matriculation related items
(Dropfet, Virtual Printer; Scan & Upload) ¢ User acoess related items

* Assistance finding digitzed documents

Record Retrleval 214.431.3600 (dla/2) ® recordrequest@yelowrfolder.com
m Contact Record Retrieval for:

Retrieving non-digitized documents. These are generally documents YellowFolder is only storing in the warehouse
(never been digitized). However, this also applies to documents that have not been digitized yet (open project).

*Conpletion of a Records Request Form is necassary for prompt retrievals. The form can be ined by ihg supp 'Yelowfolder.com
ar recordre

-l

Paperless Nation Engineer (PNE) Each PNE member has their own contact information.
About Paperless Nation Engineers:

A ¢ Educational Consultant for a smooth transition ¢ On-site and virtual trainings (both infial and refreshers)
= to YellowFolder to ensure users understand how to best utilize YelowFolder
¢ Creation and modification of your urique File Structure * On-going assessments of the implementation and
« Guidance in implementation and procedure planning to usage of YellowFdder to inform your Administration and
incorporate the culture change necessary to go paperiess provide support

Accounting accounting@yelowrfolder.com
Contact Accounting for: All biling/invoice related questions




PNE Contact Information | 1 YellowFolder

» PNE- Enter Name
» Enter phone number

> xxxx@yellowfolder.com

» Address:

1617 W Crosby Road Suite 100
Carrollton, TX 75006


mailto:xxxx@yellowfolder.com

