
The Education Documentation Experts

Welcome to Search 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.



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

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



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

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



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



File Tree Searching
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Demo of how NOT to search for your records using the 
File Tree:

https://www.dropbox.com/s/sjtvno075pv5p5q/Bright%20File%
20Tree%20Search.mp4?dl=0

Watch my live demo of a search the long way.

Your turn to try the long way of searching through the file tree.

https://www.dropbox.com/s/sjtvno075pv5p5q/Bright%20File%20Tree%20Search.mp4?dl=0


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

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



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

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

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



Searching for Documents
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Demo of best way to do a simple search for your records using 
the Search field:

https://www.dropbox.com/s/dkpp65qkj51g4o4/Bright%20Sear
ch.mp4?dl=0

Watch my live demo of a search the quick and easy way.

Your turn to try the Google way of searching for a file using 
Search field.

https://www.dropbox.com/s/dkpp65qkj51g4o4/Bright%20Search.mp4?dl=0


Searching for Documents
Pro Tips

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



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

Link back to the 
document list

Pro Tips



Searching for Documents
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To see a listing of access and tasks for a file, click 
the View Document History.

Pro Tips



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

Pro Tips



Any Questions or Needed 
Additional Support/Training

• Online support can be found at 
support@yellowfolder.com or 
recordrequest@yellowfolder.com  

• The support helpline number is 214-431-3600 
or 844-YELLOW-9 (press 2 to speak with a 
representative) 

• Your YellowFolder Paperless Nation Engineer is 
PNE Name (pne@yellowfolder.com)  
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