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Who is YellowFolder?

YellowFolder is the only cloud-based solution 
specifically designed for K-12 schools, helping 
districts become more efficient by moving to an 
electronic records management system. An all-
in-one solution for: student records, special 
education records, human resource records, and 
administrative records. We are the experts in 
education documents management.
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What does YellowFolderdo?

ÅYellowFolderworks exclusively with Kς12 school districts 
across the United States to provide turnkey electronic 
record management solutions. YellowFolderworks with 
your existing Student Information System and Human 
Resources Information System to store, index, and 
protect your important records. 

Å²ŜΩƭƭ ŀƭǎƻ ƎŀǘƘŜǊ ȅƻǳǊ ƛƴŀŎǘƛǾŜ ŦƛƭŜǎ ŀƴŘ ƳƛƎǊŀǘŜ ǘƘŜƳ ǘƻ 
the cloud. With 25 years of experience in education 
document management, we provide a revolutionary 
replacement to traditional record management ridding 
districts of the paper epidemic.
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How will this impact me?
¢ƘŀǘΩǎ ŀ ƎǊŜŀǘ ǉǳŜǎǘƛƻƴΗ DƻƛƴƎ ǇŀǇŜǊƭŜǎǎ ƛǎ ŀ ǊŜǾƻƭǳǘƛƻƴŀǊȅ 
concept creating huge benefits for schools around the 
country. Using YellowFolderis an enormous time saver. 
ÅThe human resource department will complete all in-

take/hiring processes for new employees and digitally 
upload or scan the paperwork to add to the district human 
resource files. All of the previous employee documents 
have been uploaded and are ready to be accessed as 
needed. 

ÅFor the special education department, all special education 
documents will now be located electronically and 
ŀŘŘƛǘƛƻƴŀƭ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ ǎǘǳŘŜƴǘǎΩ 
accounts through electronic transfer or scanning. Special 
education personnel will be able to access records without 
having to make a trip to the special education records room 
and dig through large numbers of filing cabinets. 
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How will this impact me? continued

ÅFor teachers in general, digitalizing all student records, is a 
huge time saver. There will be no more making time to go 
to the school records room to look for information in 
ǎǘǳŘŜƴǘǎΩ ŎǳƳǳƭŀǘƛǾŜ ŦƻƭŘŜǊǎ ƻǊ ǘƻ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ƛƳǇƻǊǘŀƴǘ 
paperwork is accurately filed. 

ÅSchool office staff members will handle any new 
ŘƻŎǳƳŜƴǘǎ ǘƘŀǘ ǿƛƭƭ ƴŜŜŘ ǘƻ ōŜ ŀŘŘŜŘ ǘƻ ǎǘǳŘŜƴǘǎΩ 
electronic folders. Registering students will involve 
electronically transferring or scanning in information 
without having to create a new physical cumulative folder 
to be housed in a filing cabinet on campus. 

ÅAccessing records will be simple and quick for all groups 
from your designated school computer/ laptop.   
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Are individual school sites the 
only ones making this transition?

ÅNo, as a matter of fact, YellowFoldercan be used to go 
paperless in 4 areas throughout the entire school 
system: student records, special education records, 
human resource records, and administrative records.  

ÅThe more record series a school system transitions to 
paperless, the more space will free up at each location, 
reduced amount of time spent locating information, 
reduced paper, ink and printer costs for each location, 
a greater security will exist, and a bigger positive 
environmental impact through becoming paperless will 
be created for the community.
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Logging into YellowFolder

ÅUse the link from the OneLoginemail to create a password

ÅAt www.yellowfolder.comclick the Login button in the upper 
right hand corner

ÅEnter email and  password then click login

ÅLŦ ȅƻǳ ŎŀƴΩǘ ǊŜƳŜƳōŜǊ ȅƻǳǊ ǇŀǎǎǿƻǊŘΣ ŎƭƛŎƪ ǘƘŜ ŦƻǊƎƻǘ 
password button.
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Forgot 

Password

*You can change or reset your password 
ŀǘ ŀƴȅ ǘƛƳŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ άCƻǊƎƻǘ 
tŀǎǎǿƻǊŘέ ŀǘ ǘƘŜ ƭƻƎƛƴ ǇŀƎŜΦ

http://www.yellowfolder.com/


Logging into YellowFolder

Changing or Resetting Your Password

Å !ŦǘŜǊ ŎƭƛŎƪƛƴƎ ƻƴ άCƻǊƎƻǘ tŀǎǎǿƻǊŘΣέ ȅƻǳ ǿƛƭƭ ōŜ ǇǊŜǎŜƴǘŜŘ ǿƛǘƘ ŀƴƻǘƘŜǊ 
screen asking for your email. 

Å {ƘƻǊǘƭȅ ŀŦǘŜǊ ƘƛǘǘƛƴƎ ά/ƻƴǘƛƴǳŜΣέ ȅƻǳ ǿƛƭƭ ōŜ ǎŜƴǘ ŀƴ ŜƳŀƛƭ ŦǊƻƳ Onelogin
that will contain a link allowing you to change it.

Å Password requirements:
üPasswords must be a minimum of 8 Characters and have one 
ƴƻƴπƭŜǘǘŜǊ ŎƘŀǊŀŎǘŜǊ

üPasswords must be different than your previous password
üYou are allowed up to 5 consecutive invalid login attempts before 

your account is LOCKED.
×You will need to have an administrator unlock it for you if this 

occurs
Å LŦ ȅƻǳ ŘƻƴΩǘ ƎŜǘ ǘƘŜ ǇŀǎǎǿƻǊŘ ǊŜǎŜǘ ŜƳŀƛƭ ǎƻƻƴ ŀŦǘŜǊ ŎƭƛŎƪƛƴƎ /ƻƴǘƛƴǳŜΣ 

check your filtered email box (typically Junk Mail, Quarantines or Trash). 
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Downloading Droplet
ÅClick on Droplet Icon

ÅThis screen will pop up

ÅClick on Extract all Files
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Extract all 
files

Click Extract



Downloading Droplet
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Double click 
Droplet

Double click 
Droplet



Downloading Droplet
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Click Next

Click Next



Downloading Droplet
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1) Choose I Agree

2) Click Next

Click Next



Downloading Droplet
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Click Yes

Click Close



Downloading Droplet
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Will be able to find 
Droplet under the 
start button

*Can click and 
hold the droplet 
icon and drag it 
to the task bar


