Search

Step 1 Enter identifiers, such as last name, first name and
topic to search.

Step 2 Click Search button.
Step 3 Search results will show in Document List.
Step 4 Click View button to view the document.

Step 5 - Option Can use additional search field with icon to
search within the document.

Step 6 Click Back to Document List to go back to list.

Archive Search

Step 1 Enter identifiers, such as last name, first name and
topic to search.

Step 2 Click Search button.
Step 3 Search results will show in Document List.
Step 4 Click View button to view the document.

Step 5-Option Can use additional search field with icon to
search within the document.

Step6 Click Back to Document List to go back to list.

Advance Search
Step 1 Click Advance Search button.

Step 2 Choose desired information from criteria buttons.
Can select multiple criteria in any combination.

Step 3 Fields will appear for chosen criteria.
Step 4 Enter information in fields.

Step 5 Search results will show in Document List.
Step 6 Click View button to view the document.
Step 7 Click Submit button.

Step 8 Can use additional search field with icon
to search within the document.

Step 9 Click Back to Document List.
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Search Options

After opening the document the following options are available:

L]

Bookmark:

Step 1 Click grey flag beside the
document name.

Step 2 Flag will turn pink and document
will be added to your home screen
under Bookmark section.

Step 3 Once in that section, simply click
document name to view.

Split:
Step 1 Click Split Document button on right
of screen.

Step 2 Pop-up screen will open, click page(s)
desired to split.

Step 3 Verify or change drop down for
Document Type field.

Step 4 Verify or change name of person field.
Step 5 Click Split button.
Step 6 Repeat process for remainder of page(s).

Share

When document(s) desired to be shared are in
Document List —

Step 1 Check small box beside name of document(s)
in list desired to be shared.

Step 2 Click Share Document button.

Step 3 Pop-up screen will open, click appropriate radio
button on method to share.

Step 4 - Option 1— Share Privately: Click button when sharing with
those who are YellowFolder users.

Option 1— Share Publicly: Click button when sharing with those
who are NOT YellowFolder users.

Step 5 Enter date for link to expire in Expires date field.

Step 6 If want to allow download of document, then check Allow
Download box.

Step 7 Click Next button.

Step 8 Enter email address of recipient in To field.
Step 9 Enter information in Subject field.

Step 10 Revise body of email as desired.

Step 11 Click Send button.

Download:
Step 1 Click Download Document button.

Step 2 Pop-up screen will open, click
Download button.

Step 3 Document will download as a pdf.

Edit Metadata:
Step 1 Click Edit Document Metadata button.

Step 2 Verify or change Person Data,
person’s name, field.

Step 3 Verify or change Document Type field.
Step 4 Verify or change Document Date field.

Check Out

Step 1 Open the document to be checked out.

Step 2 Click Check Outicon above document opened ( ﬁ ).
Step 3 Click Check Out button.

Step 4 Document will automatically download to be opened from
Download folder.

Step 5 Open downloaded document, complete necessary activities
and save document using “Save As”.

Step 6 To view documents checked out, go to Home Screen, document
will be listed in Checked Out Document section.

Check In

Step 1 Find the document to be checked in from the
Checked Out Document section on the Home Screen.

Step 2 Click the arrow beside the document to open that document.
Step 3 Click Check In icon above document opened ( @).
Step 4 Click Upload New Version radio button.

Step 5 Click Browse button and find the saved version of the document
on your computer, double click document to attach.

Step 6 Document name will appear in Browse window.
Step 7 Click Check In button.
Step 8 Verification pop-up of “New file is checked in.” will appear.




Virtual Printer
Step 1 Open document to save into YF.

Step 2 Choose “Print” from the document.

Step 3 Choose YellowFolder Virtual Printer from
printer drop down menu.

Step 4 Click Print button to complete saving to YF.
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Uploading and Scanning

Droplet
Step 1 Open the folder/email the documents are in on
your computer.

Step 2 Open the Droplet Tool.

Step 3 Choose the record series by clicking the appropriate
box to open that box.

Step 4 Click the plus sign to open a box for each person you
will be uploading documents on.

Step 5 Click on one of the boxes added to open that drag and drop
box for more information.

Step 6 Drag the document(s) from your computer's folder by:

A Find the document(s) for that person, select the
document(s) and hold

B Drag across to the Droplet open drag and drop box.

C When over the drag and drop box, let go of
the document(s).

Step 7 When check appears in corner of box, click Upload
Folder button to complete saving to YF.

Upload

Step 1 Log onto YellowFolder.

Step 2 Click File Upload button.
Step 3 Click Scan & Upload button.

Step 4 Click Choose File button to
browse your documents.

Step 5 When folder window opens
with your documents, double
click the document to save to YF.

Step 6 Click Upload button to send the

document to the grey staging area.

Step 7 If the documentis ready asis,
then check box beside document
in grey area and click Save button
to complete saving to YF.

*To split or merge see options below.

Dashboard

Information Required: \When a user has uploaded documents
from virtual printer or upload and has more than one record series,
information required will ask for which record series.

Verification Required: \When the system is unable to associate the
document with a person from the CSV and needs information, such
as name and ID.

In Process/Complete: Indicates the status of the document.

* Upload and Scan Options

Scan

Step 1 Attach a scanner directly to your computer.
Step 2 Log onto YellowFolder.

Step 3 Click File Upload button.

Step 4 Click Scan & Upload button.

Step 5 Ensure scanner name is listed in
Scan drop down list.

Step 6 Place document(s) on the scanner attached
to your computer.

Step 7 Click Scan button on screen and scanner
will begin scanning documents.

Step 8 If the document s ready as is, then check box
beside document in grey area and click Save
button to complete saving to YF.

*To split or merge see options below.

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

Step 8- Option 1— Splitting Documents

A To split the document, check box beside document in grey area and click left arrow to move document into

viewer area.

B 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 grey staging area as a new document.

C Check box beside document in grey area and click Save button to complete saving to YF.

Step 8 - Option 2 — Merging Documents

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

B Check boxes beside all documents to be merged in grey area, then click left arrow to move documents

into viewer area.

C 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.

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




