
The Education Documentation Experts

Welcome to Verification/Information 
Required and Navigation Training

PNE Name, Paperless Nation Engineer
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Please ensure you have used the phone dial in method for audio for this training. 
If you have signed in via your computer audio, please switch to your phone audio.



Interactive Dashboard

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

Takes you to 
Upload/Scan/Print 
Dashboard system

Bookmarks Recent Downloads

Search bar

Advanced 
Search

Takes you to downloadable 
Droplet and Printer tools



Interactive Home Page

© YellowFolder, LLC, All Rights Reserved. 4

Personal Monthly 
Uploads

Information 
Required

Verification 
Required

In-Process and 
Completed

Shared 
Documents

Checked Out 
Documents

Saved 
Searches



Interactive Home Page
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Support contact information

Support Live Chat and 
contact information



Interactive Home Page
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Click to bring up 
options

Click for chat 
box

Click to hide 
options

Shows email 
address

Shows phone 
number

Fill out information and click Send 
Chat Request



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



Dashboard
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All uploads appear on user’s dashboard

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

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



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

Batch name 

Status
• OCR 

Processing
• In Processing
• Analyzing
• Filing
• Completed

Method 
record was 
uploaded

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



Dashboard
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Information found in Batch Names:

School code

Upload 
tool initial

Date batch 
was uploaded 

Sequence in 
queue Record series & method of 

upload to YellowFolder

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



Dashboard
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Three parts of the Dashboard:
1. Information Required
2. Verification Required
3. In process and completed

A

B

C



Dashboard
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INFORMATION REQUIRED:

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

record series.

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

* Must check box before 

records will merge or save

A user can also preview 
the document by selecting 

the batch name.

Saving the update will 
move batch to the next 

stage for processing.

Select record series here



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

In-ProcessUpdated Record Series 
from information required



Verification Required

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

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

to associate the files to a person from the CSV. 

Click here 

to edit 

batch

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

the ability to write in the identifying 

information boxes



Dashboard
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VERIFICATION REQUIRED Continued

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

1) Enter missing information into text boxes

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



Dashboard
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VERIFICATION REQUIRED Continued

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



Dashboard
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VERIFICATION REQUIRED Continued

Fill in the information required 
then choose “Add Person”



Dashboard

© YellowFolder, LLC, All Rights Reserved. 19

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

Completed status



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



Any Questions or Additional 
Support/Training Needed
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To learn more about the features in YellowFolder, go to 
www.yellowfolder.com and click on Training for a list of 
Weekly Live Training Sessions available each week.  
Simply register and you will receive an invitation to 
attend the virtual session from your desk.   

http://www.yellowfolder.com/


Any Questions or Additional 
Support/Training Needed

© YellowFolder, LLC, All Rights Reserved. 22



PNE Contact Information

► PNE- Enter Name

► Enter phone number

► xxxx@yellowfolder.com

► Address:

1617 W Crosby Road Suite 100 

Carrollton, TX 75006
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mailto:xxxx@yellowfolder.com

