
The Education Documentation Experts

Welcome to Scan 
and Upload 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.



Seven Simple Questions

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

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

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

Let’s rate your computer skills, how savvy are you with technology?
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Uploading Documents
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There are four ways to upload documents to YellowFolder:

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

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



Scan and Upload - Uploading Documents

Watch a live demonstration in the YellowFolder system 
of how to use the SCAN TOOL.
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Uploading via SCAN TOOL
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Choose Scan & Upload
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Click “Scan” under the “Scan Files“ option.

Uploading via SCAN TOOL
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Place document(s) on the scanner 
attached to your computer.  

Click “Click here to Scan” and 
system will begin scanning 
documents. 

Uploading via SCAN TOOL
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Ensure your scanner shows as 
the Select Source:

Click “Select”

Uploading via SCAN TOOL
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Documents will automatically appear in Document area.  

Continue scanning and adding your documents until all files needing 
to be uploaded have been selected and added.

Click “Next.”

Uploading via SCAN TOOL
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If uploading records that belong to the 
same person, keep the batch option on 
Single. 

If uploading records for different persons, 
select the Multiple batch option.

Uploading via SCAN TOOL
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For each batch being uploaded to 
a Single person, select the 
Record Series. 

If you want to edit the file name of any batches, click the pencil 
icon, update the file name in the text field, and click the 
checkbox to save the file name.

Uploading via SCAN TOOL
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If you want the system to auto-file, click the “Select All
 checkbox in each batch panel and click the grey left arrow.

If you want to assign person and doctype data, select/assign 
that information where prompted. After all data has been 
updated, click the “Select All” checkbox in each batch panel and 
click the grey left arrow.

Uploading via SCAN TOOL
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Once all items needing to be uploaded are on the 
left side of the panel, select Upload (if finished), or 
Upload & Next to stay in the tool to continue 
uploading.

Uploading via SCAN TOOL
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The system will notify you once all documents have 
been uploaded successfully. Click “OK.”

Uploading via SCAN TOOL
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Your turn to try using your attached scanner to upload a 
document.  If you do not wish to complete the entire process at 
least walk through the steps to ensure you understand the 
process.  Do NOT use these method unless your scanner is 
directly attached to your computer.

Uploading via SCAN TOOL



Scan and Upload - Uploading Documents

Watch a live demonstration in the YellowFolder system 
of how to use the UPLOAD TOOL.
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Choose Scan & Upload

Uploading via UPLOAD TOOL
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Click “Add Document” under the “Upload 
Files“ option.

Uploading via UPLOAD TOOL
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Click "Choose File" and select the 
file you need to upload from the 
appropriate location on your 
device. Click "Add Document.“

Uploading via UPLOAD TOOL
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Documents will automatically appear in Document area.  

Continue choosing your necessary files and adding your documents 
until all files needing to be uploaded have been selected and added.

Click “Next.”

Uploading via UPLOAD TOOL
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If uploading records that belong to the 
same person, keep the batch option on 
Single. 

If uploading records for different persons, 
select the Multiple batch option.

Uploading via UPLOAD TOOL
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For each batch being uploaded to 
a Single person, select the 
Record Series. 

If you want to edit the file name of any batches, click the pencil 
icon, update the file name in the text field, and click the 
checkbox to save the file name.

Uploading via UPLOAD TOOL
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If you want the system to auto-file, click the “Select All
 checkbox in each batch panel and click the grey left arrow.

If you want to assign person and doctype data, select/assign 
that information where prompted. After all data has been 
updated, click the “Select All” checkbox in each batch panel and 
click the grey left arrow.

Uploading via UPLOAD TOOL
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Once all items needing to be uploaded are on the 
left side of the panel, select Upload (if finished), or 
Upload & Next to stay in the tool to continue 
uploading.

Uploading via UPLOAD TOOL
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The system will notify you once all documents have 
been uploaded successfully. Click “OK.”

Uploading via UPLOAD TOOL
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Your turn to try the upload tool to upload a document.  If you 
do not wish to complete the entire process at least walk 
through the steps to ensure you understand the process.  

Uploading via UPLOAD TOOL



Uploading Options to Split and Merge

TO MERGE:
1. Click Scan & Upload
2. Add documents as detailed in the Scan or Upload directions - Click “Next”
3. Each document will appear in its own panel
4. Drag and drop pages/thumbnails from panel to panel, in order to merge into one record 

as needed
5. Once record is complete, follow previous directions on how to upload: choose options 

(record series, person, doctype, etc.), click “Select All”, click left grey arrow, click 
“Upload” 

TO SPLIT: 
1. Click Scan & Upload
2. Add documents as detailed in the Scan or Upload directions - Click “Next”
3. Add as many empty panels as needed to split appropriately, by clicking the “Add Empty 

Document” button in the top right corner of the tool
4. Move pages/thumbnails from the initial record to the empty panels
5. Once the record in each panel is complete, follow previous directions on how to upload: 

choose options (record series, person, doctype, etc.), click “Select All”, click left grey 
arrow, click “Upload” 
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MERGING

Drag and drop pages/thumbnails from panel to 
panel, in order to merge into one record as 
needed

Once record is complete, follow previous 
directions on how to upload: choose options 
(record series, person, doctype, etc.), click 
“Select All”, click left grey arrow, click “Upload” 
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SPLITTING

Add as many empty panels as needed to 
split appropriately, by clicking the “Add 
Empty Document” button in the top right 
corner of the tool

Move pages/thumbnails from the initial 
record to the empty panels

Once record is complete, follow previous 
directions on how to upload: choose 
options (record series, person, doctype, 
etc.), click “Select All”, click left grey arrow, 
click “Upload” 



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

http://www.yellowfolder.com/


Any Questions or Additional 
Support/Training Needed
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PNE Contact Information

► PNE- PNE Name

► Xxx-xx-xxxx

► xxx@yellowfolder.com

► Address:

P.O. Box 3068

McKinney, TX 75070
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mailto:xxx@yellowfolder.com

