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YellowFolder

The Education Documentation Experts

Welcome to Verification/Information
Required and Navigation 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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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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Interactive Home Page t YellowFolder

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
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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.




Dashboard t YellowFolder

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.



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

