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Introduction

Welcome to Laserfiche! This guide will help you start using the most common Laserfiche repository features.

You can get more information from the additional resources listed at the end of the guide.

The terminology in these sections is also defined at the end of the guide.




CHAPTER 1

Accessing Your Laserfiche Repository

The Laserfiche repository can be accessed in three
different ways:

®  The Laserfiche web client
= The Laserfiche Windows client
= The Laserfiche mobile app

The following information relates to the web client, which is the

most common way of accessing Laserfiche.

To learn more, watch the video: Comparing the Laserfiche
Windows and Web Clients

_'|_ For information on the Laserfiche mobile app, download
| §  the Getting Started with the Laserfiche App Guide.
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https://doc.laserfiche.com/laserfiche.documentation/english/videos/Comparing-LF-Windows-and-Web-11/Comparing-LF-Windows-and-Web-11_player.html
https://info.laserfiche.com/resource/getting-started-with-the-laserfiche-app?utm_source=pdf&utm_medium=resource&utm_content=getting-started-with-laserfiche&utm_campaign=laserfiche

CHAPTER 1: Accessing Your Laserfiche Repository

Signing Into Laserfiche Cloud

If you are signing into Laserfiche Cloud, you will first need to type in the Account ID assigned to your organization. You will then sign in with
either single-sign on — which is your existing Windows password, or with a specific username and password provided to you by your IT

department. If you select “Remember this account” then you will no longer be prompted to type in the Account ID next time you navigate

to the sign in page.

Laserfiche

Account ID: 685046547

Sign in with ADFS

OR
joannamanager@beachcity.com To learn more, watch the video:

Signing into Laserfiche Cloud

By accessing your account, you agree to the Privacy

Moti d Ti Of Use. . .
oreeene e e ¢/» For more information about
L Tormorewtoras
—  signing into Laserfiche
F t d? o
OrEet passwor Cloud, read the Laserfiche

product documentation.

Sign in with a different account ID

Signing Into Laserfiche Cloud
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https://doc.laserfiche.com/laserfiche.documentation/english/videos/Signing-into-Cloud-20204/Signing-into-Cloud-20204_player.html
https://doc.laserfiche.com/laserfiche.documentation/en-us/Default.htm#signing-in.htm
https://doc.laserfiche.com/laserfiche.documentation/en-us/Default.htm#signing-in.htm

CHAPTER 1: Accessing Your Laserfiche Repository

Signing Into a Self-Hosted Laserfiche System

When you are signing into a self-hosted Laserfiche system, you do not have to provide an @);/’ More information about

. L . . L. signing into a self-hosted
Account ID. You have the option of signing in using Windows Authentication or a username g 'c_”
Laserfiche system can be

and password provided to you by your IT department. Your IT department or department found on this page in the
manager will tell you which login method to use. product documentation.

Laserf|Che Getting Started with Laserfiche 6


https://doc.laserfiche.com/laserfiche.documentation/11/userguide/en-us/Default.htm#../Subsystems/client_wa/Content/Introduction/Access_Repository_WA.htm
https://doc.laserfiche.com/laserfiche.documentation/11/userguide/en-us/Default.htm#../Subsystems/client_wa/Content/Introduction/Access_Repository_WA.htm

CHAPTER 2

Laserfiche User Interface Overview

Home Screen

Once you sign in to Laserfiche Cloud, you will be greeted with the Home Screen. This screen is a centralized dashboard that displays any of
your active tasks, starred documents, saved searches and more.

Laserfiche Home Documents Tasks Reports Submit Forms HH P Joanna Manager ~
Home ~ Select Team -
My Tasks This Week
G 1 My Active Tasks () Open Team Tasks 4 oo
1 New 1 Completed Starred Documents
L] My Active Tasks Starred Documents View Repository E) Document Searches
Name Date Assigned Details Name Date Modified search Repository E
Review Request 4/20/2023 Joanna - Samp... [= Laserfiche Cloud Overview 9/23/2021 saved Searches
" ; i b Applications - L...
View All m{ Accounting eLearning Course 4/22/2021 lo -
To learn more, watch the video:
[™ NDA Review Guidelines 2/3/2021
@ Updated Holiday Leave Policy 2/17/2020 OVGrVIEW Of the Home Screen
Forms
View All
Admin Tasks
Automate - Beach City Hiring Process
Beach City Hiring Process
L My High-Priority Tasks (© Recent Documents VIeWREPOSIOTY | e hone Unload Request
— e Course Review - Getting Started with Workf...
Customer Service Request
.
You do not have any high-priority tasks &1 Application - Bruce, Mikayla 2/23/2023 Digitize - Beach City Hiring Process
[= Application - Holcomb, Nell 2/23/2023 ERP System
JL - Professional Development Reguest

Laserfiche Cloud Home Screen

Laserfiche
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https://doc.laserfiche.com/laserfiche.documentation/english/videos/Overview-of-the-Home-Screen-20193/Overview-of-the-Home-Screen-20193_player.html

CHAPTER 2: Laserfiche User Interface Overview

Repository

To access your document repository, you can click the app picker () and select the repository name from the Repository section of the
list. This will take you to the folder browser. If you are using the Laserfiche web client with a self-hosted system, then you’ll be presented
with the folder browser right after signing in to Laserfiche.

Laserfiche Search Saved Searches ¥  Search Filters HH Jeanna Manager v

[ Beach City  1gentries chod t 4
<« O nName ¥ & | Creation date ¥ | Lastmodified [ (= »
W starred O 7 Beach City College 2/17/2023 1:33PM 2/17/2023 1:34 PM ] Beach City
a Shared O [ Business Process Library 6/28/2016 11:44 AM 6/29/2016 1:49 PM Details Fields Preview More ¥
City Clerk 1/20/2023 2:07 PM 2/28/2023 9:21 AM
© Recent Documents g D y Template No template assigned
i i i 2/17/2023 1: :
[ BeachCity v O 07 city Coundil 37 PM 2/17/2023 1:37 PM Tags o
» T5] 0123 Human Resources Records.  [J [ Development 9/22/2022 10:04 AM 2/2/2023 4:05 PM Links View links
> Administration . - -
O O [ Finance 3/31/2022 3:07 PM 4/29/2022 9:40 AM T e eIy oo o T
> Beach City College documents =
- O ™ Human Resources 2/17/2023 1:54 PM 2/17/2023 1:56 PM To learn more, watch the video:
» [ Business Process Library Modified admin@beachcity.com
) oo 4/11/2022 9:17 AM 4/11/2022 9:17 AM 2/17/2023 2:00:00 PM .
> [ city Clerk Overview of the Folder Browser
i - - Folder path  \
» [ ity Council O [ Learning and Development 12/15/2021 2:32 PM 3/24/2023 10:12 AM p
> [ Development O £ Legal 2/17/2023 1:31 PM 2/17/2023 1:32 PM Location Add
» [ Finance O £ Mmarketing 2/17/2023 1:58 PM 2/17/2023 1:58 PM
“ Show advanced
D[] CHIuEm e O [ mayor's office 2/17/2023 1:29 PM 2/17/2023 1:30 PM
il
O [ nHO 5/27/2021 10:33 AM 3/14/2023 3:41 PM
» U Learning and Development
O [ parks and Recreation 2/13/2023 9:31 AM 2/13/2023 9:31 AM
> [ Legal
> [ Marketing O [ planning and Development 2/13/2023 9:30 AM 2/13/2023 9:30 AM

Laserfiche repository folder browser

Laserf|CheO Getting Started with Laserfiche 8


https://doc.laserfiche.com/laserfiche.documentation/english/videos/Folder-Browser-20201/Folder-Browser-20201_player.html

CHAPTER 2: Laserfiche User Interface Overview

In the repository, you will find numerous documents. Some documents will be in the form of electronic files, such as PDFs or Microsoft
Office documents. If you click on an electronic file, it will open in its native application. The only exception are PDFs which openin a
Laserfiche PDF viewer, by default, and Microsoft Office documents that will open in the document viewer. You can also choose to open
PDF files in your computer’s native PDF reader application, by electing to edit the file when prompted in the web client.

Other file types stored in Laserfiche are imaged files, known as TIFF files. Those files open directly in the Laserfiche document viewer.

Search in document f  joannaManager v

E NDA Review Guidelines < ¥ 8 £ i "
1n L Q@ @ © Fitwidth - L 4 B & : ’
[ NDA Review Guidelines
e
Details  Fields  Annotations  More v
L
= Template
= Policies v
Date Issued
1
1/2/2014 >
NDA REVIEW GUIDELINES
Issuing Body -
To learn more, watch the video:
Every non-disclosure agreement should: Legal >
. .
1. Carefully and specifically define th of the confidential informati be and whether such
oty and sl el e e o o contenal et i b nd o Last Updated Overview of the Document Viewer
2. Set forth the ownership rights to the information disclosed; 1/2/2023 >
3. Describe the purpose behind the disclosure of the Description
3 he & hich be i h as i ion already it o - N
4 the publ‘;omim whichisnatte e " Guidelines for reviewing non-disclosure | »
agreements.
5. Specify the obligations of the receiving party, such as how they must protect the confidential (I) Read more abOUt the
information, limit its use or disclosure, and return or destroy the information provided; —
— . g
6. Set forth the time period during which the confidential information can be examined, must be — document viewer in the
returned, and the duration of the agreement; .
Fields d t d tati
7. Provide remedies in the event of a breach, or threatened breach, of the confidential agreement; and pro uc ocumen a Ion
Add/remove fields
8. Provide a host of dard isi -
Nn additinnal fialde agcionad

The Laserfiche document viewer
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https://doc.laserfiche.com/laserfiche.documentation/english/videos/Laserfiche-Document-Viewer-104/Document-Viewer-104_player.html
https://doc.laserfiche.com/laserfiche.documentation/en-us/Default.htm#../Subsystems/publicportal/Content/Document_View_Tab.htm

CHAPTER 3

Getting Documents into Laserfiche

Import/Drag and Drop

Microsoft Office Integration

Laserfiche Snapshot

Laserfiche Scanning




CHAPTER 3: Getting Documents into Laserfiche

You can add new documents into Laserfiche in a variety of ways.

Some of the most common include:

= |mport/Drag and Drop
= Microsoft Office Integration
m Laserfiche Snapshot

= |aserfiche Scanning

Import/Drag and Drop

You can drag and drop, or import digital documents into the
repository from your computer. This method works well for ad
hoc document imports. When you import image files, they will
be made into pages in a Laserfiche document, which allows
you to use Laserfiche annotations with them. When you import
non-image files, such as Microsoft Office documents, they will

remain in their original formats. When you import a PDF, it will be
converted to pages that you can annotate, but your original PDF

will be retained in the document as well.

</) Learn more about various methods of adding documents
Q_ and folders to Laserfiche in the product documentation.

Laserfiche’

To learn more, watch the video: Getting Documents into Laserfiche

To learn more, watch the video: Importing a Document
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https://doc.laserfiche.com/laserfiche.documentation/english/videos/Getting-Documents-into-Laserfiche-104/Getting-Documents-into-Laserfiche-104_player.html
https://doc.laserfiche.com/laserfiche.documentation/english/videos/Importing-a-Document-104/Importing-a-Document-104_player.html
https://doc.laserfiche.com/laserfiche.documentation/en-us/Default.htm#Adding_Content.htm?TocPath=Documents%257CAdding%2520Documents%2520and%2520Folders%257C_____0

Microsoft Office Integration
You can import Microsoft Office documents and populate metadata (Word, Excel, and PowerPoint) directly from within the application using
the Microsoft Office integration. This integration is very useful if you spend a lot of time creating and editing Office documents.

Additionally, this integration allows you to:
= Create a new Microsoft Office document from within the folder browser, so you don’t have to open a separate application.

= |mport emails and/or their attachments using the Laserfiche Outlook integration with appropriate metadata applied automatically. You
can also drag and drop emails from Outlook directly into Laserfiche. This is very useful if you need to save emails alongside related

documents, such as all correspondence related to a specific project.

Saving a document into a Laserfiche repository from the Laserfiche Saving an email into the repository from the Laserfiche toolbar in
toolbar in Microsoft Word Microsoft Outlook

Laserfiche

12



CHAPTER 3: Getting Documents into Laserfiche

To learn more, watch the video: Saving Emails Manually To learn more, watch the video: Configuring Default Email
to Laserfiche Import Settings

@);'_’ Find more information about the Microsoft Office
integration in the product documentation.
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https://doc.laserfiche.com/laserfiche.documentation/english/videos/Saving-Emails-Manually-to-Laserfiche-104/Saving-Emails-Manually-to-Laserfiche-104_player.html
https://doc.laserfiche.com/laserfiche.documentation/english/videos/Configuring-Email-Import-Settings-104/Configuring-Email-Import-Settings-104_player.html
https://doc.laserfiche.com/laserfiche.documentation/en-us/Default.htm#Saving_from_Office.htm

CHAPTER 3: Getting Documents into Laserfiche

Laserfiche Snapshot
You can print websites or other digital documents into Laserfiche
as a TIFF image using the Laserfiche Snapshot printer.

Laserfiche Snapshot is a great tool for:
®  Archiving documents
= Saving copies of webpages

= Sharing unalterable copies and unsupported file types

with others

= Appending pages to existing documents

During printing, you can specify the correct folder where the
document should be saved, and add any metadata. If your
administrator has set up Snapshot, it should be available from
your list of printers when you open the Print option within

your application.

Laserfiche’

I T

ZI D: Laserfiche Snapshot - O
| Document Properties Tags Document Handling Text Advanced

below.

Document properties

Name: | Document1 |

(®) Save to the Laserfiche repository

Folder: | \ ‘

A new document will be created in Laserfiche using the settings you specify

>< “192

Volume: |<Use parent folder's default volume>

E|

() Export to directory: C:\Temp\

-

Template: ‘ No template assigned

]

| Add/Remove Fields...

o] e |

Help

The Laserfiche Snapshot printer

To learn more, watch the video: Saving a

Document with Laserfiche Snapshot

Getting Started with Laserfiche
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https://doc.laserfiche.com/laserfiche.documentation/english/videos/Saving-A-Document-With-LF-Snapshot/Saving-A-Document-With-LF-Snapshot_player.html

CHAPTER 3: Getting Documents into Laserfiche

Laserfiche Scanning

If you have paper documents that need to be scanned into Laserfiche, you can use Laserfiche Scanning.

Step-by-step guide:

1. Navigate to where you want the
document stored and then press the
scanner icon in the toolbar ( D).
This will launch the Laserfiche

Scanning module.
2. From there, you can select either:

- Web Scanning: Best for scanning
multiple documents in your
browser, without opening a

separate application

- Laserfiche Basic Scanning: Best for
scanning one document at a time

with basic enhancements

- Laserfiche Standard Scanning: Best

for scanning a batch of documents

Laserfiche

£ -101f0cd2 - Universal Capture - Laserfiche Scanning
File Edit View Help

= Stop Scanning [[¥) Done 0 Rescan

Lk | search Directory: [CAUsers\jeanna.bauer Downloads\TEMP

Mame: NDA Review Guidelines

N
New Document | [T} 0CR settings.. Enhancements..
AVd

File Type: "tif:™tiff

|

Folder: Volume

& | (3 |50% ISR N <

Basic Contract Information
e Review the entire contract, including all attachments, exhibits and/or appendices.

* [s the correct name of each party included?

Length of Contract
¢ Does the contract have a start date?
* Does the contract have an end date?
¢ Does the contract only renew when agreed upon by the parties?

Other Contract Terms

understandings and negotiations of the parties?
<

1 of 1 =

¢ Do the terms and conditions of the contract accurately reflect the final agreements,

>

_ || Document Properties

| Documert name:

[NDA Review Guideines

Fields | Tags Settings

Template:

Date Issued

1/2/2014 =

(Guidelines for reviewing non-
disclosure agreements

Vore Options:
¥ | [ Store

4] New Document

7| (O Rescan

For Help, press F1

Page1of1 Image: 2550 x 3300, 300 X 300 DPI

The Laserfiche Basic Scanning interface

Getting Started with Laserfiche
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CHAPTER 3: Getting Documents into Laserfiche

3. Once you open a particular scanning
module, you can scan from your
hard drive or network drive. You can
also capture and process electronic
documents through scanning by
selecting Universal Capture as the
scan source.

4. During scanning, you can populate
the document’s metadata, split the
document into multiple documents,
perform OCR on the document and
add different enhancements (such as
rotate pages, remove lines or blank
pages, or despeckle the image).

Laserfiche’

£ 1-1010cd2 - Universal Capture - Laserfiche Scanning - X
File Edit View Action Help
i g = oY
| > Start Scanning | Count: 1
H ™ = 0 N o
i £y |S=a|:hDileclu|y: CiUsers\joanna.bauer\Downloads\TEMP = | | File Type: =if~iff
-]
[Scenning Explorer x| | @ 5% EICYS . lmsgeProcesing & x|
ﬂmnﬁgmﬁon . | Enhancements
Barder Padding}
i Border Removal
[&d| Color Removal
Bill To: Ship To: ] Color Smoothing
John Smith John Smith Crop
Smith Company Inc Smith Company Inc [ Deskew
TR 1234 Place Street 1234 Place Street [1] Despeckle
2 Los Angeles, CA 90808 Los Angeles, CA 90806 [Qinvert
IE] Scanned Documents 3231234567 323.123 4567 & Line Removal
=
Resi
117 \LegahReview Guidelines\ %‘m;:
|) NDA Review Guidelines
| Al Smocth
|
! SALESPERSON | P.0.NUMBER | SHIPDATE | FOBPOINT | TEAMS | N
E] of0 [ = @ T & »|E z ez ez
Thumbnails ax
Wiore Options:
Import Sample Image
Scan Sample Image
For Help, press 1 Image: 2550 3300, 300 X 300 DPI

The Laserfiche Standard Scanning interface

Q/ >

Curriculum and Certification Course in Laserfiche Aspire.

Learn more about Laserfiche scanning by taking the Laserfiche Scanning eLearning
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CHAPTER 4: Working With Documents in Laserfiche

Checking Out/Checking In Documents
In order to make sure no one makes edits to the same document as you at the same time, you can use the Check Out/Check In option. Check
out an electronic document when you are ready to work on it and check it back in when you are done. When a document is checked out, it is

locked to all other users for editing.

An electronic document is checked out automatically when you select that you want to edit it with the desktop version of Microsoft Office, or

the relevant software. You can also right-click on the document and select Open — Download and Check Out.

Selecting the Documents in Use option in the upper left-hand corner of the Folder Browser screen allows you to see all of your currently

checked out documents.

W Search Saved Searches™  Search Filters $i  joannaManager v

] Beach City » Human Resources > New Job Applications 2 entries (1 selected) ch ¥ L <
< O/ Name T =~ | Creation date ¥ | Last modified [ i= »
(B B | @ & Interview Questions - HR 3/22/2023 1:42 PM 3/22/2023 1:42 PM ) Interview Questions - HR 7
% starred O [ Microsoft Style Manual 4/4/2023 1:54 PM 41412023 1:54 PM beEls  [Eis  Rely  EEee
B Shated Template No template assigned
(® Recent Documents Tags Add
[ Beachcity ~ Links View links
» 5] 0123 Human Resources Records, Versions Start tracking versions
> [ Administration wodfed  adminebeschatycom To learn more, watch the video:
» [ Beach City College 3/22/2023 1:42:01 PM .
R Comes admn@beschycon Managing Checked Out Documents
3/22/2023 1:42:00 PM
» [ city Clerk
R C’ ity Coundil Folder path ..\New Job Applications
> D Development Location Add
» 03 Finance Checked Out
~ [ Human Resources Checked e
» (] Employee Files out 4/20/2023 10:58 AM

» ] Handbooks ~ Show advanced

» [ Incoming

The Documents in Use menu in the web client
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https://doc.laserfiche.com/laserfiche.documentation/english/videos/Managing-Checked-Out-Documents-104/Managing-Checked-Out-Documents-104_player.html

CHAPTER 4: Working With Documents in Laserfiche

Working with Microsoft Office Documents
You can simplify working with Microsoft Word, Excel, and PowerPoint documents by using the Laserfiche toolbar within each application.

This toolbar allows you to:

® Check the document in or out = View the document’s versions

= Store the document in Laserfiche = View or modify the document’s metadata

AutoSave (@ off) The Cloud Onboarding Story.docx = Saved v £ Search Joanna Bauer "('%|_ = - (w] X
File Home Insert Draw Design Layout References Mailings Review View Help Laserfiche {7 Comments |8 Share ~
m - S| ©
Save to Help
Laserfiche ¥ e
Actions Version Comments | Laserfiche Metadata|  Quick Content Help ~
L 1..._..5‘“...‘1..._‘.2.”...‘3‘...”.4.”...5‘...‘”5..‘&..7”.
’z

The Laserfiche toolbar makes working with Microsoft documents easy

Laserf|Che Getting Started with Laserfiche 19



CHAPTER 4: Working With Documents in Laserfiche

If your organization has Microsoft Office Web Apps Server implemented, you can configure Laserfiche to allow you to edit Office

documents directly in the document viewer. You can also enable simultaneous co-authoring to allow multiple users to edit the same

document at once.

To learn more, watch the video: The Laserfiche Integration with To learn more, watch the video: Using the Laserfiche Integration
Microsoft Office with Microsoft Office 365

@lﬁl_) More information about this can be found in the
product documentation.
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https://doc.laserfiche.com/laserfiche.documentation/english/videos/Microsoft-Office-Integration-11/Microsoft-Office-Integration-11_player.html
https://doc.laserfiche.com/laserfiche.documentation/english/videos/Using-LF-Integration-with-Office-365-2021/Using-LF-Integration-with-Office-365-2021_player.html
https://doc.laserfiche.com/laserfiche.documentation/en-us/Default.htm#Laserfiche%20Integration%20with%20Microsoft%20Office%20365.htm

CHAPTER 4: Working With Documents in Laserfiche

Versioning Documents

Laserfiche allows users to apply version control to any document or folder. When a document is under version control, all changes to

the document text, annotations, and metadata are tracked and saved as different versions. You can also view the version history, the

differences between versions or revert to an older version from within the Versions section of the document’s Details pane. When a folder is

placed under version control, any new documents created in that folder will automatically also be placed under version control.

W -

Saved Searches ¥  Search Filters

[ Beach City > Learning and Development > Version Tracker

< @/ Name
* Starred

Shared

@) ABC Contract

@® Recent Documents

[ Beachcity v
> [5] 0123 Human Resources Records
> [ Administration
> [ Beach City College
> D Business Process Library
> [ city Clerk
> [ city Council
> [ Development
> [ Finance
> [ Human Resources
s
v D Learning and Development
> [ Business Processes

> [ Course Review

1 entry (1 selected)

¥ a | Creation date yM:

4/26/2023 11:27 AM

4/26/

Joanna Manager v

ch ¥La <

< Versions

[J Version 3

Date

Creator

Changes

[ Version 2
Date

Creator

Changes

[ Version 1

Date

Creator

*

14

4/26/2023 11:29:59 AM

joanna.manager@beachcity.co
m

Electronic file

14

4/26/2023 11:29:21 AM

joanna.manager@beachcity.co
m

Metadata

14

4/26/2023 11:27:25 AM

joanna.manager@beachcity.co
m

The versions section of the Details pane

Laserfiche’

To learn more, watch the video:

Versions in Laserfiche

@y

Read more about
versioning in the product
documentation.

Getting Started with Laserfiche
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https://doc.laserfiche.com/laserfiche.documentation/english/videos/Versions-104/Versions-104_player.html
https://doc.laserfiche.com/laserfiche.documentation/en-us/Default.htm#Versions.htm
https://doc.laserfiche.com/laserfiche.documentation/en-us/Default.htm#Versions.htm

CHAPTER 4: Working With Documents in Laserfiche

Quickly Accessing Documents or Folders
You can add a star to any document or folder, and view them from the Starred menu for quick access. In Laserfiche Cloud, you can also view
starred documents from the Home Screen. To add a star to a folder or document, right click the entry and select Add Star.

Viewing starred entries in the folder browser Starred documents section on the Home Screen

Laserf|Che Getting Started with Laserfiche 22



CHAPTER 4: Working With Documents in Laserfiche

Another way of quickly accessing the documents is the Recent Documents section in the folder browser.

* Starred

Shared

(® Recent Documents

The Recently Opened Documents menu in the web client

simplifies document access

Laserfiche’

To learn more, watch the video: Quickly Accessing Documents

Getting Started with Laserfiche
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https://doc.laserfiche.com/laserfiche.documentation/english/videos/Quickly-Accessing-Documents-20213/Quickly-Accessing-Documents-20213_player.html

CHAPTER 4: Working With Documents in Laserfiche

Sharing Documents

You can easily share documents with other
Laserfiche users by emailing a link to the
document in Laserfiche. If you would like
to send the document to a user who does
not have Laserfiche, you can also email a
copy of the document directly from within
Laserfiche. You can also send a document

Email Basket

Name Send as Pages  Pages Page Range  Clear All

[™) NDA Review Guidelines 1 1 (%]

These documents have been selected to be sent via email. Enter page numbers and/or page
ranges separated by commas. Example, 1,3,5-12.

Share via
® Email O Direct share

sendas  Files v|| POF

Email Use email client to manually send the message

to an external user using Direct Share.

To share a document, right-click on the
document and select Share. From there,

Email options

you have the option of sharing via email or

Direct Share. Emailing a document from the Web client

Sharing via Email

If selecting email, you have the option of </ Find more information about
sending the file as an attachment, or as QE sharing documents in the

a link to Laserfiche. You can configure product documentation.
the email details directly within the Email

Basket dialog box, or check the Use email

to manually send the message option

To learn more, watch the video:

to finish composing the email in

Emailing Documents in Laserfiche
Microsoft Outlook.
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Sharing via Direct Share

To share a document via Direct Share,
select the Direct Share option. You can
then configure the settings for the email
that will be sent to the recipient, as well
as to set the expiration date on the file.
The recipient will receive an email with a
link to download the file within a specified
number of days. Direct Share is a great
option for sending documents such as
contracts to customers or student records
to students.

Laserfiche’

Email Basket

Name Send as Pages Pages Page Range  Clear All

[™) NDA Review Guidelines 1 1 [x]

These documents have been selected to be sent via direct share. Enter page numbers and/or
page ranges separated by commas. Example, 1,3.5-12.

Share via
O Email @® Direct share

From joanna.manager@beachcity.com
If this email address is not correct, contact your administrator.

To

Subject Files shared by: joanna.manager@beachcity.com

Message

Share expiration | 7

Email options Close

Sharing a document via Direct Share

To learn more, watch the video:

Overview of Direct Share

Getting Started with Laserfiche
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Viewing and Editing Metadata
Documents and folders in Laserfiche
usually have metadata associated

with them. The most common form

of metadata is fields. Fields contain
identifying information about the
document and can be grouped in
templates. Adding fields and templates

to documents and folders makes
searching for them easier.

You can view all the metadata associated
with a document or folder in the Fields

tab of the Details pane. In the Fields tab,
you can also edit the field values and add

or remove new fields.

Laserfiche’

Joanna Manager v

E NDA Review Guidelines < i 6 4 ‘h
1o LA Q@ ® © Frwidh - s & B &~ '
[ NDA Review Guidelines
e '
Detalls  Fields  Annotations  More ¥
Template
Palicies v
Date Issued
:
1/2/2014 >
NDA REVIEW GUIDELINES
Issuing Body
Every non-disclosure agreement should: Legal >
1. Carefully and specifically define the nature of the confidential information to be and whether such
infarmation will or must be labeled confidential; Last Updated
2. Set forth the ownership rights to the information disclosed; 1/2/2023 >
3. Describe the purpose behind the disclosure of th Description
4. Enumerate the information which is not to be i such as ir ion already in - - N
the public domain; Guidelines for reviewing non-disclosure | »
agreements.
5. Specify the obligations of the receiving party, such as how they must protect the confidential
information, limit its use or disclosure, and return or destroy the information provided;
6. Set forth the time period during which the confidential information can be examined, must be
returned, and the duration of the agreement; q
Fields
7. Provide remedies in the event of a breach, or threatened breach, of the confidential agreement; and
. . Add/remove fields
B. Provide a host of miscellaneous standard contract provisions. S
Alo additional fiald ignad
The templates and fields section of the Details pane in the web client
-
To learn more, watch the video:
Overview of Metadata
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other common types of metadata Search Saved Searches ™  Search Filters £ Joanna Manager

inc‘ude Iinks and tags_ There are two 7 Beach City > Finance » Accounting > Accounts Payable > Invoices > Digital Group 2 entries (1 selected) c O ¥z <
types of Iinks: <« | Ol Name Y « [ creationdate v [ = ¢ Links
. . * starred | [ Digital Group - Invoice DG189  4/29/2022 1:31 PM 412072t ) )
= Document relationships: Allow you to B shared Document Relationships Create link
Siare | O [ pigital Group - Invoice DG456  5/4/2022 5:02 PM 2232|
urchase Order &
connect two related entries, such as © Recent Documents [ Digital Group - Purchase Order 12222
. Folder path \Finance\Accounting\Accounts P
an invoice and a purchase Order [ Beach ity ayable\Purchase Orders\Digital
> T5] 0123 Human Resources Records Group

5 D T . Reverse relationship Invoice

= Link groups: A group of related

» [ Beach City College

documents, such as all contracts for a > [ Business Process Library
» [ ity Clerk
particular vendor » [ City Councl
> [ Development
v|:, Finance
You can access all document links from v Accounting

the Details tab in the Details pane. '%f:::’a’ab‘e
» [ Ace Technologies

» [ Advanced Systems

The Links section of the Details pane in the web client

To learn more, watch the video:

Document Links

Laserf|CheO Getting Started with Laserfiche 27


https://doc.laserfiche.com/laserfiche.documentation/english/videos/Document-Links-20213/Document-Links-20213_player.html

CHAPTER 4: Working With Documents in Laserfiche

A tag can be used to Catego”ze W Search Saved Searches ¥  Search Filters #i  joanna Manager v

dOCu ments or folders For example [ Beach City > Finance » Accounting » Accounts Payable s Invoices » Digital Group 2 entries (1 selected) ch ¥ zBa <
. ’
<« O/ Name T ~ | Creation date y =
you can tag all documents related to a * starred | & (3 oitacrous-mokenciss  azmsrnzzvanw | L) Digtl Group - Invoice DGt8D 3
partiCU|ar prOjeCt with a prOjeCt tag [ shared | O [ Digital Group - Invoice DG456  5/4/2022 5:02 PM ap23p¢| Det@ls  Flelds  Preview  Records  More v
. . © Recent Documents Template ® Invoice
You can view, add, or delete tags in the .
] Beach City + E= “‘ . ‘
Details tab of the Details pane. You can » ] 0123 Human Resources Records P —
» [ Administration :
1 |
also search for all documents with a ) sy otene By e
particular tag > ] Business Process Library Links (PD Eigl‘tf)lr::r?up-Purchase Order 12222
) » [ city Clerk Edit
’ D Svec Versions Start tracking versions
> D e Modified jeanna.manager@beachcity.com
v [ Finance 4/20/2023 B:27:35 PM
~ [ Accounting Created admin@beachcity.com
~ N 4/20/2022 8:31:28 PM
v Accounts Payable
“ ] invoices Folder path  ..‘ccounting\Accounts Payable\lnvoices\Digital Group
» [ AceTechnologies | e i e
» [ Advanced Systems

The Tags section of the Metadata pane in the web client

=1 Learn more about working
|= ’ with Laserfiche metadata

by downloading the Getting
Started with Laserfiche
Metadata Guide.

To learn more, watch the video:

Tags in Laserfiche
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Annotating Imaged —— Previous ‘ i Joanna Manager v
Docu ments O NDA Review Guidelines < ¥ 8 £ "
11 Kk ™ I @ @ @ Ftwidth - g & B & : »

You can add annotations, such as [3 NDA Review Guidelines

Details  Fields  Annotations  More ¥

sticky notes, text boxes, highlights or, -

- This is a textbox
redactions and more to your imaged =
y & e

documents. You can only add annotations ; O 2 samp
Creator  joanna
to TIFF images or document pages. e CSted 20 20238 0o 0e
Every non-disclosure agreement should:
Annotations are not available for PDFs or L Careuly an speciclly definethe natare ofthe comenial nfrration t be and whether such O B stickynote
infarmation will or must be labeled confidential; Creator  joanna
other electronic files 2. Setforth the ownershiprghts tothe nformation isclosedr—" Created  4/20/2023 3:09:08 PM
' 3. Describe the purpose behind the disch of the lext Review
4. Enumerate the information which is not to be i such as information already in
the public domain; [0 T Texthbox
. . . 3 the obligations of the receivi , such as how they must protect the confidential Creator  joanna
You Can VleW a Ilst Of a” annotatlons : isnpleo:‘n’:aﬂ:n,m:ifiu use::amlosure. ::dpr:m‘nm:estrel;nmeﬁlalmatianpplmidu;: flental Created 14',20!2023 3.00:08 PM
. . 6. rs:: :or\h the :Ime ?e::od drl::ng which \nnte confidential information can be examined, must be Text This is a textbox
on a particular document by opening e e e dason e s ,
7. Provide remedies in the event of a breach, or threatened breach, of the confidential agreement; and
the Annotations pane. From there you & et s cene o
can see the details of each annotation. The Annotations pane in the web client

Clicking on an annotation will take you
directly to the place in the document
where it is located.

Some of the most popular annotation
types include:

= Textand = Sticky Notes

Image Stamps = Text Boxes

To learn more, watch the video:

= R i
edactions Annotating a Document in Laserfiche
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Stamps

A stamp is a small image that is overlaid on
your document. You can create as many
custom stamps as you like. Stamps can be

text, an image, or dynamic text.

®  Public stamps can be used by

everyone

=  Personal stamps can only be used
by you

Once the stamp is applied, the text or
image cannot be altered, but the stamp
can be dragged to a different location in

the document, resized, or deleted.

Laserfiche’

New Stamp

Stamp Custom stamp
Stamp name New Stamp

Stamp text SAMPLE

Stamp type Public stamp

Font Open Sans
Text style O Bold

[ uUnderline
Font height 64

Border width 3

Horizontal 0
padding

Vertical padding g

[ Italics
O strikethrough

pt
px

px

px

SAMPLE

An example of a custom, public stamp in the web client
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This is an example of a custom, dynamic stamp. This stamp contains the current date. You can add other variables into your stamp, by

selecting the token button (>) next to the Stamp text box.

New Stamp

Stamp Custom stamp

Stamp name New Stamp

Stamp text %(date)

4/20/2023

Font Open Sans

Text style 1 Bold H rales To learn more, watch the video:

[J underline [ Strikethrough
Fontheight ¢ ot Text Stamp Annotation

Border width 3 px

Horizontal 0 px
padding

Vertical padding pX

An example of a custom, dynamic stamp in the web client
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Search in document

E Digital Group - Invoice DG189

1N Kk ™ T & @ @ Ftwidth v g & L’,vi

Digital Group

— 4/20/2023 ‘S digital
L)

Tel 1 562 988 1688 group

Email info@digroup.com

| Next

[ Digital Group - Invoice DG189 Yr

Details  Fields  Annotations  More v

Template

]Invow‘ce

Status

INVOICE #DG626 2016-05-04 1. Invoice Received ]
BILLTO SHIPTO NSTRUCTIONS Paid
‘Widget Tec Same as recipient Payment upon delivery
3545 Long Beach Blvd. No v
Long Beach, CA 90807
Supplier
Digital Group >
8 16GB RAM 5893 $7144 Invoice Number
DG626 >
18 Cisco Phone 7X-345 SB66 515588
Purchase Order
>
Amount
SUSTOTAL 22732 $24,632.56 >
SALES TAX $1818.56
Pata Dacaimd

Joanna Manager w

8 £ 0 N

The custom date stamp applied to a document in the web client

Laserfiche’

To learn more, watch the video:

Image Stamp Annotations in Laserfiche
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Redactions

Another type of annotation is a redaction. You can redact certain sections of a document and the content will not be visible to anyone who is
not authorized to view it. The redactions can be either black or white.

Search in document $i  joanna Manager v

o Contract 176698 < 38 £ "
Lo g7 Kk @I & @ @ Fiwidth - 3 & B &~ : ’

e B Edit

[ Contract 176698 ¥¢

Details  Fields  Annotations  More v

Approved by City Attorney Page
]

Project Number 176698

Departiment: Fasks and Recreation

Project Number: 176698

Department: Parks and
Recreation
BEACH CITY

1 BEACH CTTY NONPROFESSIONAL SERVICES
AGREEMENT

$ ORLESS .
THIS AGREEMENT is macle at To learn more, watch the video: How to
Beach City, California, as of
8/5/2016 (“Effective Date"), by g m .
and between Redact Sensitive Information
BEACH CITY. a municipal There are no annotations in this document
corporation {"City”), and

Cantractor's Bid Proposal Form
Istation ta

Instructions o Bidders
Technical Specifications

reference !
2 Services. Contrastor shall provid ko City e ollowing services in the i, phase, mnd marner spesified

el ("Contractor”). who agree as
A detached exuiptcet shed. follows:
1.Agreement. This Agreement
g 7 Tl ol Perfermance consists of this document, the
The st servics will b complete before o n 212017 General Provisions for
& Paymest. ity shallpoy Contrchor ot servicesspecfed n Section 2 sbove af e Kaes s he Nonprofessional
manner et forth in Secson 1.fthe Gerees Provisions, Payment i Comtractor under this Agseemers -
hall ne Woencred the ot amount of 6707 Services, and each of the
following documents in effect
Appmmred by Coy Memceny fot as of the Effective Date of this

An example of redactions placed on a document in the web client
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Sticky Notes

Sticky notes can be added to a document, much like a sticky note would be stuck on top of a piece of paper. You can also search for the text of

the sticky note.

E NDA Review Guidelines

Q @ @ Ftwdth - g & [ERg

This is a sticky note

Every non-disclosure agreement should:

1. Carefully and specifically define the nature of the confidential informatien to be and whether such
information will or must be labeled confidential;

2. Setforth the ownership rights to the information disclosed;

3. Describe the purpose behind the discl of the
4. the hich is not to be i such as ir ion already in
the public domain;

5. Specify the obligations of the receiving party, such as how they must protect the confidential
information, limit its use or disclosure, and return or destroy the information provided;

6. Set forth the time period during which the confidential information can be examined, must be
returned, and the duration of the agreement;

7. Provide remedies in the event of a breach, or threatened breach, of the confidential agreement; and

B. Provide a host of mis dard provisi

Previous | Il JoannaManager v

< 3+ 8 £ N

[} NDA Review Guidelines

Details  Fields  Annotations  More v

Template Policies

Tags Add

Links View links

Versions Start tracking versions

Modified joanna.manager@beachcity.com
4/20/2023 9:35:46 AM

Created admin@beachcity.com

2/17/2023 1:32:03 PM

Folder path  \lLegal\Review Guidelines

Location Add

+ Show advanced

An example of a sticky note annotation with the text visible in the web client

Laserfiche’

To learn more, watch the video:

Laserfiche Sticky Note Annotation
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Textboxes

Unlike a sticky note, a textbox has the text
always visible. Textboxes can be used for
the same function as sticky notes. You

can also search for the text of the textbox.
Unlike stamps, the text in sticky notes and

textboxes can be altered at any time.

Laserfiche

E NDA Review Guidelines

1N kK ™ T Q ® (O FAtwidth - g & &=~

Previous ‘

Joanna Manager =

< ¥ 8 £ N

Q NDA Review Guidelines

Details  Fields

This is a texibox

NDA REVIEW GUIDELINES

Template
Tags

Links

Versions

Every non-disclosure agreement should:

1. Carefully and specifically define the nature of the confidential information to be and whether such
information will or must be labeled confidential;

2. Setforth the ownership rights to the information disclosed;
3. Describe the purpose behind the disclosure of the confidential information;

4. Enumerate the information which is not to be considered confidential, such as information already in
the public domain;

5. Specify the obligations of the receiving party, such as how they must protect the confidential
information, limit its use or disclosure, and return or destroy the information provided;

o

Set forth the time period during which the confidential information can be examined, must be
returned, and the duration of the agreement;

7. Provide remedies in the event of a breach, or threatened breach, of the confidential agreement; and

8. Provide a host of miscellaneous standard contract provisions.

Modified

Created

Folder path

Location

Annotaticns More v

Policies

Add

View links

Start tracking versions

joanna.manager@beachcity.com
4/20/2023 9:35:46 AM

admin@beachcity.com
2/17/2023 1:32:03 PM

\Legal\Review Guidelines

Add

v Show advanced

An example of a textbox annotation in the web client
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Organizing Documents and Folders
In Laserfiche, you can organize your documents and folders by creating new ones, or copying and renaming existing ones. To create a new

folder, click on the Folder icon in the upper right-hand pane of the folder browser.

You can easily move or copy existing

documents to a newly created folder by
i i Lo Move or Copy
selecting the document, right-clicking,

"NDA Review Guidelines" selected
and choosing the Move or Copy option. OMove @ Copy O Copy shortaut

Beach City Legal Review Guidelines

1. Inthe dialog box, you can choose to [ contract Review Guidelines

D NDA Review Guidelines

move copy or copy a document shortcut.

2. Double-click on the repository name
in the folder path and navigate to the
folder where you would like the new
document to be located.

Create new folder

3. Once the folder is selected, click cancel
the green Move or Paste button,
depending on the action chosen. The Move or Copy dialog box in the web client

You can also drag and drop the document

into the appropriate location. </ _ )
Q_ Learn how to organize documents and folders in the
product documentation.

To rename a document or folder in the
folder browser, select it and click the
Rename button in the toolbar.
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To learn more, watch the video: Organizing Documents To learn more, watch the video: Creating Shortcuts to
and Folders Documents and Folders
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Searching
Laserfiche offers a variety of ways to
search for documents and folders.

The most commonly used search option is
the Quick Search, which is accessible via
the search bar in the folder browser. The
Quick Search allows you to search with a

few different options.

® Document text = Entry names

= All fields = Annotation

text

You can also refine your search by

selecting the following search options:
= Within folder = Template or

= Date modified field

If you have custom quick searches saved,
you can also select that search from the

Custom Quick Search drop-down.

Laserfiche’

earch

Saved Searches ¥

Search Filters

Joanna Manager w

7 Beach City 18en Recent Keyword Searches ch 3t £
legal ‘reation date ¥ | Last modified ¥ |Pag..¥ | Template y MiE «
admin v
¥ starred 429/2022 7:53 AM 2/17/2023 1:115 PM E
a
[ shared Document text 8 All fields 0/12/2021 2:11 PM 2/17/2023 1:43 PM
Entry names Annotation text
O Recent Documents 717/2023 1:33PM 2/17/2023 1:34 PM
Within Folder
[ BeachCity v DT . /28/2016 11:44 AM 6/29/2016 1:49 PM
Search within entire repository v
» [] 0123 Human Resc /20/2023 2:07 PM 2/28/2023 9:21 AM
» ] Administration Date Modified ~
. 71742023 1:37 PM 2/17/2023 1:37 PM
) Anytime v
> [ Beach City College
/22/2022 10:04 AM 2/2/2023 4:05 PM
» [ Business Process | Template
> [ Clty Clerk . /312022 3:07 PM 4/29/2022 9:40 AM
» ] City Coundil Add Field 71742023 1:54 PM 2/17/2023 1:56 PM
» [ Development Custom Quick Search /11/2022 9:17 AM 4/11/2022 9:17 AM
ofimmi fEinance ¥ 2/15/2021 2:32 PM 3/24/2023 10:12 AM
> Human Resources Reset
= @ 71742023 1:31 PM 2/17/2023 1:32 PM
O
Marketi 2/17/2023 1:58 PM 2/17/2023 1:58 PM
> D Learning and Development H D arketing
v Legal O 3 mayor's Office 2/17/2023 1:29 PM 2/17/2023 1:30 PM
» [ Contracts 0O ) nHO 5/27/2021 10:33 AM 3/14/2023 3:41 PM
The Quick Search options in the web client
€¢/» Learnhow to create a custom
—
— quick search in the product
documentation.
-
To learn more, watch the video:
Searching in Laserfiche
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Advanced Search Options

Sometimes, the basic Quick Search is

Add Filter

[J Annotation
not as specific as you may like. In cases @ Date
Keywords
0O Link
advanced searches. In the folder browser, O Location

like these, Laserfiche allows for more

[J Name/ID

click on Search Filters next to the search

[] Records Management - Cutoff

bar to open the advanced search options. [ Recordss Management - Disposition
[] Records Management - Holds

From there, you can click the Add Filter to

[J Records Management - Record Name

pu” u p a ||St Of aval |ab|e sea rCh fllte rs. [C] Records Management - Record Series Properties

[J Records Management - Vital Records

[ Search Syntax

Some of the most popular search filters O size
include: o
Template
u Fleld and . Name/l D Manag: Custom Quick Searches “ Cancel
Template

= Date The advanced search options
= Text

= Type

= Within Folder
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Field and Template

For a Field search, you can select either a
template or fields. If you select a template
and leave the fields blank, the search will
return all documents with that template.
To remove a search type, click on the X'in

the upper right-hand corner.

& Folders [ | BeachCity  oentries
Search Filters B

Saved Searches v | Add Filter
Template

Policies v
Date Issued

(Select) ~
Issuing Body

Last Updated

(Select) v
Description

Add Field

= v |

The Template and Field search

Laserfiche

Text

A Text search searches any documents
for a key word or phrase. You can perform
And/Or/Not/Within searches. A TIFF file
must be OCRed in order for the Text

search to work properly.

< Folders [ | BeachCity  oentries

Search Filters HE

Saved Searches ~ | Add Filter

Text
admin
or v

legal

The Text search

Within Folder

A Within Folder search narrows the
search to a specific folder. To get more
specific results, you can join different
search types together, such as a Text
search and a Within Folder search.

¢ Folders =[] BeachCity  0entries

Search Filters R

Saved Searches ~ | Add Filter

Text
admin
or v

legal

Within Folder
Search within selected folder v
Within v
\Human Resources\incoming\Employm | ...

Add
Include subfolders

The Text search joined with
the Within Folder search in
the web client
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Name/ID

A Name/ID search searches only the document or folder name or

entry ID.

& Folders [T] BeachCity  oentries

Search Filters

saved Searches ~| Add Filter

Name/ID
Entry name

Non Disclosure Policy

Entry ID

The Name/ID search

Laserfiche

Date

A Date search enables you to find documents or folders based
on the last modified or created dates. You can specify if you are
looking for folders, documents, or shortcuts by joining the Date
search with the Type search.

< Folders [ ] BeachCity  0entries

Search Filters

saved Searches v | Add Filter
Date

Date Created v
After v

04/01/2023 12:00:00 AM

Type
Documents O Folders
O Shortcuts
Choose file extensions
pdf
Save Reset

A Date search joined

with a Type search
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If your search returns just one result, then
that document will open automatically. If
it returns multiple results, then selecting
an individual document will display the
context hits within the document in the
Context Hits pane. You can also view all
instances of the search term highlighted
in the document after you open it (for
TIFF documents only).

If you want to navigate to the folder in

which that document resides, you can
click on the folder path in the Details tab.

Laserfiche’

Search in document

oRMo © = =

a O Pes3

notional principal contracts. futures, forwards, and ¢

hnologies - W-9

LIV

aQa @ e

B—The United States or any of its agencies or instrumentalities

C—A state, the District of Columbia, a U.S. commonwealth or ¢
any of their political subdivisions or instrumentalities

D —A corporation the stock of which is regularly traded on one 1
established securities markets, as described in Regulations sectic
1.1472-1(c)(1)()

E—A corporation that is a member of the same expanded affilia
corporation described in Regulations section 1.1472-1(c)(1){))

F —A dealer in securities, commodities, or derivative financial in
(including notional principal contracts, futures, forwards, and optic
registered as such under the laws of the United States or any stat

G—Areal estate investment trust

H—A regulated investment company as defined in section 851
registered at all times during the tax year under the Investment Cc
1940

|—A common trust fund as defined in section 584(a)

J—A bank as defined in section 581

K—A broker

L—A trust exempt from tax under section 664 or described in &
M—A tax exempt trust under a section 403(b) plan or section 4¢

Note. You may wish to consult with the financial institution reques
determine whether the FATCA code and/or exempt payee code sl
completed.

Line 5

Enter your address (number, street, and apartment or suite numbe
the requester of this Form W-8 will mail your information returns.

Line 6
Enter your city, state, and ZIP code.

Fit width - g &

B &~

ne
&Iished securities markets,

as described in Regulations
section
1.1472-1(c)(1)(7)
E—A corporation thatis a
member of the same expanded
affiliated group as a
corporation described in
Regulations section 1.1472-1(c)
[Q0}
F—A dealer in securities,
commodities, or derivative
financial instruments
(including noticnal principal

. futures, forwards,
and options) that is
registered as such under the
laws of the United States or any
state
G—A real estate investment
trust
H—A regulated investment
company as defined in section
851 or an entity
registered at all times during
the tax year under the
Investment Company Act of
1940

A £ foomd

Previous ‘ Next I

Joanna Manager v

< ¥ 86 £ "N

[ Ace Technologies - W-9 Y7

Details  Fields  Annotations  More v
Template

No template assigned v
Fields

Add/remove fields

No additional fields assigned

Opening a search result with the context hits highlighted.

To learn more, watch the video:

Search Filters

@y

Learn more about the various
search filters available in the

product documentation.
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CHAPTER 5: Tips and Tricks for Working with Documents

Customizing the Folder Browser Column View

The Laserfiche folder browser allows you to customize your column display for each folder by creating and saving column profiles. Once
created, a user can switch between them easily. This can be helpful if you are responsible for reviewing different types of documents
stored in separate folders. For example, a folder that contains job applications can have a different set of columns displayed than one that
contains invoices. By adding specific field information as columns, you are able to view information about the job applicants or invoices at

a glance, without having to open each folder or document individually.

Configure Column Profiles Saving a Selected Column Profile

To save this column profile, right-click in the column header and Click on Change Column Display button and select Column Picker.
select Load/Save Columns — Save. Name the column profile and Add or remove your columns and click Save Profile. You can also
click OK. Your profile has been saved. get to the Configure Column Display menu by right-clicking on the

column headers and selecting the Column Picker.

Laserfiche Saved Searches¥  Search Filters #i  joanna Manager v

[ BeachCity  18entries ch ¥t £
<« OlName ¥ 4 |creationdate ¥ |Lastmodified ¥ |Pag.¥ | Templat v [m[=] « Configure Column Display
>* ol
Starred . . y 3
O T5] 0123 Human ResourcesRec..  9/20/2022 7:53 AM 2/17/2023 1:15 PM Column Picker Z available ] remove Al Reset
a
T . § . Sort Columns
B O [ Administration 10/12/2021 2:11 PM 2/17/2023 1:43 PM I:l Name
O Recent Documents O £ Beach City College 2/17/20231:33 PM 2/17/20231:34 PM Common Columns Creation date
§ Checked out Last modified
[ BeachcCity v O ) Business Process Library 6/28/2016 11:44 AM 6/29/2016 1:49 PM ecked out by .
& o123 N — Created by ages
> juman Resources Records . - .
O [ city Clerk 1/20/2023 2:07 PM 2/28/2023 9:21 AM Electronic file last modified Template
> [ Administration
O O 3 city council 2/17/2023 1:37 PM 2/17/2023 1:37 PM Entry ID
> /] Beach City College Extension
O (] Development 9/22/2022 10:04 AM 2/2/2023 4:05 PM
» [/ Business Process Library Has tags
> ] ity clerk O ] Finance 3/31/2022 3:07 PM 4/29/2022 9:40 AM \ndexed
Last modified by
» [ city Council O [ Human Resources 2/17/2023 1:54 PM 2/17/2023 1:56 PM
Latest version
> [ Development oo 4/11/2022 9:17 AM 4/11/2022 917 AM Location description
D[ Gl O [ vLearning and Development 12/15/2021 2:32 PM 3/24/2023 10:12 AM Text pages
> ) Human Resources Total document size
O [ Legal 2/17/20231:31 PM 2/17/2023 1:32PM
s
o Marketin; 2/17/2023 1:58 PM 2/17/2023 1:58 PM -
> [ Learning and Development m e 500 el LU Concel
v Legal 0O 3 Mayors office 2/17/20231:29 PM 2/17/2023 1:30 PM
> [ Contracts O ] NHO 5/27/2021 10:33 AM 3/14/2023 3:41 PM
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Follow the same directions for creating another column profile. After saving it, you'll be able to quickly switch between column views by

right-clicking in the column headers and selecting Saved Columns along with the name of your profile.

Load Column Profiles

You can also load a column profile by
clicking on Change Column Display
button and selecting Saved Columns.
From there, select the column profile that
you would like to use. Additionally, you
can set a default column sort order by
clicking on Sort Columns from the Change
Column Display menu.

Sort Columns

You can sort by more than one column

by selecting the appropriate column,
right-clicking in the column header and
selecting Sort Columns. You can then
click on other column headers to create a
multi-column sort. Click the Reset button

to reset the columns.

Laserfiche’

Saved SearchesY  Search Filters

Joanna Manager

[ Beach City » Legal > Nondisclosure Agreements 12 entries

Sortcolumns by: 1 Lastmodified & X 2 Name & X

4[| Name

» [ city Clerk 00 2018
> City Council

0 ciy O £ 2019
» [ Development

0O 7 2020

» [ Finance
> 7] Human Resources 0 [ 2021
OO a Nondisclosure Agreement - ...

> D Learning and Development
~ [ Legal
» [ Contracts
> D Nondisclosure Agreements
» [ Review Guidelines
» [ Marketing
» [ Mayor's Office
> ] NHO
» [ Parks and Recreation

» [ Planning and Development

¥~ 2 |Creation date Y | Lastmodified T+ 1 |Pag..T | Template vy [

a Nondisclosure Agreement - ...
a Nondisclosure Agreement - ...
| a Nondisclosure Agreement - ...
a Nondisclosure Agreement - ...
a Nondisclosure Agreement - ...
| a Nondisclosure Agreement - ...

| a Nondisclosure Agreement - ...

ch ¥+t £ <

-

2/17/2023 1:31 PM 2/17/2023 1:31 PM

DETAILS

2/17/2023 1:31 PM 2/17/2023 1:31 PM

2/17/2023 1:31 PM 2/17/2023 1:32 PM

2/17/20231:32PM 2/17/2023 1:32 PM

2/17/2023 1:32 PM 3/5/2020 3:51 PM 3
2/17/2023 1:32 PM 3/5/2020 4:04 PM 2
2/17/2023 1:32 PM 3/5/2020 4:06 PM 2
2/17/2023 1:32 PM 3/5/2020 4:07 PM 2 Nondisclosure Agreem...

2/17/2023 1:32PM 4/13/2020 1:34 PM

2/17/2023 1:32 PM 4/13/2020 1:41 PM

2/17/2023 1:32 PM 6/1/2021 2:16 PM 2 Nondisclosure Agreem...

2/17/2023 1:32PM 6/1/2021 2:23 PM 2 Nondisclosure Agreem...

Configuring a multi-column sort in the web client

To learn more, watch the video: Laserfiche Column Profiles
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Saving a Search

If you perform the same search regularly, you can save it as a
Saved Search. This search will then be accessible from within the
Saved Searches drop-down next to the Search box in the folder
browser navigation bar. It will also be available on the Saved
Searches section of the Home Screen in Laserfiche Cloud. For
example, if you have to search for all contracts that expired during
the week, you can create this search once and then save it, saving

you time when you need to run it again next week.

Save Search

@© 5ave as a new search

Within Specific Folder Search

O Replace an existing search

Job Applications - Legal

save Cancel

Saving a search

Laserfiche’

Saved Searches ¥ Search Filters Joanna Manager v

[ Beach City

18 entries

> [] Business Process Library
> [] City Clerk
> [0 city Coundl
> [ Development
> [ Finance
> [ Human Resources
s
» [ Learning and Development
v[7 Legal
> [ Contracts
» [ Nondisclosure Agreements
> [ Review Guidelines
> (] Marketing
> [ Mayor's office
»[] NHO
» [ Parks and Recreation

> [ Planning and Development

_—

< [O|Name A N

O TS] 0123 Human Resources Rec...

O £ Administration

O [ Beach City College

O [T Business Process Library
O [ cityclerk

0O 3 city counil

O [ Development

O [ Finance

O £ Human Resources
ofr

O [ vLearning and Development
O [ tLegal

O [ Marketing

O 3 mayor's Office

O[] nHO

Job Applications - Legal co ¥t

odified Y |Pag.. ¥ |Template A

Manage saved searches

9/29/2022 7:53 AM 2/17/2023 1:15 PM

DETAILS ~

10/12/2021 2:11 PM 2/17/2023 1:43 PM

2/17/2023 1:33 PM 2/17/2023 1:34 PM
6/28/2016 11:44 AM 6/29/2016.1:49 PM
1/20/2023 2:07 PM 2/28/2023 9:21 AM
2/17/2023 1:37 PM 2/17/2023 1:37 PM
9/22/2022 10:04 AM 2/2/2023 4:05 PM
3/31/2022 3:07 PM 4/29/2022 9:40 AM
2/17/2023 1:54 PM 2/17/2023 1:56 PM
4/11/2022 9:17 AM 4/11/2022 917 AM
12/15/2021 2:32 PM 3/24/202310:12 AM
2/17/2023 1:31 PM 2/17/2023 1:32 PM
2/17/2023 1:58 PM 2/17/2023 1:58 PM

2/17/2023 1:29 PM 2/17/2023 1:30 PM

5/27/2021 10:33 AM 3/14/2023 3:41 PM

Selecting a saved search from the drop-down menu in the folder browser

Laserfiche Home Documents Tasks Reports Submit Forms i 4 Joanna Manager ~
Home + Select Team -
My Tasks This Week
r-101f0cd2
D 1 My Active Tasks (0 Open Team Tasks 4
1 New 1 Completed Starred Documents
[J My Active Tasks Starred Documents viewRepository ) Document Searches
Name DateAssigned  Details Name Date Modified ‘ Search Repository :!
Review Request 412012023 Joanna - Samp... [ NDA Review Guidelines 4/20/2023 Saved Searches
View All 1 Laserfiche Cloud Overview 9/23/2021 Job Applications - L...
®( Accounting eLearning Course 412272021
@ Updated Holiday Leave Policy 21712020
Forms
View All
Admin Tasks
Automate - Beach City Hiring Process
Beach City Hiring Process
£ My High-Priority Tasks © Recent Documents VIWREPOSIOTY | ¢ornerstone Upload Request
— Date Modified Course Review - Getting Started with Work..
Customer Service Request
You do not have any high-priority tasks &) ABC Contract 412612023 Digitize - Beach City Hiring Process
[ Contract 274957 412012023 ERP System
JL- Professional Development Reguest

The saved search section of the Home Screen

Getting Started with Laserfiche 46



CHAPTER 5: Tips and Tricks for Working with Documents

Bookmarking Pages in a Document

When working within large documents, it can be useful to leave a
bookmark so you remember where you found a particular piece of
information, or so that you know where you left off when working
over more than one day. In Laserfiche, you can use annotations
and the Annotations pane as a bookmark list.

For example, you might add a sticky note to signal where you
stopped reading so that you begin there the next day. You can
then display the Annotations pane and jump immediately to
the location that you need by clicking on the annotation. You
can even display the sticky note text in the pane to distinguish
one bookmark from another. If you do not want to display your

bookmarks to other users, you can make them private.

The annotations pane can be accessed by clicking the

Annotations tab in the Details pane.

Laserfiche

) 7 77 K & T ® @ Ftwidth

Executed as of the day and year first above stated.
BEACH CITY

A Municipal Corporation

vy: Condy M outire

Print Name: Cindy McIntire

Title: Director of Operations

Contractor

Stand Out Concrete

NAME OF FIRM
FEDB46593

Federal LD, No.
CALS583205
State LD. No.

Contract 274957

M s £ B & : '
[} Contract 274957 ¢

Details  Fields  Annotations  More

[0 B sticky note
Creator joanna

ATTROVED A5 TOEORN Created  4/20/2023 4:06:24 PM

Georgéa Barttert Text To by completed by city
City Attomney representative

ATTEST: Pages

Heid Manchester

City Clerk [0 [B sticky note

Creator  joanna
Created  4/20/2023 4:06:49 PM

Text Important to read again

TYPE OF BUSINESS ENTITY

Page7

[0 [B sticky note
Creator  joanna
Created  4/20/2023 4:07:09 PM
Text Don't forget to sign

-

| Next i joanna Manager v

< ¥ 8 £ :

=
x

Annotations used as bookmarks in the Web client
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Customizing the

Document Viewer

You can customize the panes in the
Laserfiche Windows client document
viewer, allowing you to close panes you do
not want to use and open panes you do.

To modify the configuration of document
viewer panes in the web client, click on
the Toggle Panes button. From there,
you can toggle through the different

pane options.

Laserfiche

O
™

17 Kk % ]

Q ®

Clicking the Toggle Panes button toggles through the different pane options
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Toolbar

You can also customize the buttons
visible on the toolbar. To customize the
toolbar, navigate to the Tools section in
the Options menu (found when clicking
on your user name in the upper right
corner of the screen). Drag the options
you want to display to the “On toolbar”
list and drag the options you do not want
to display to the “Under More Actions
button” list.

Laserfiche’

Laserfiche

Options
Beach City
Toolbar | rolder Browser

General
On toolbar

Display it C Refresh

i1 [3 New Folder
ii 4 Download
it 4 Import

Search it &, scan

Download

New Document

ii @] Rename

i1« Share

Tools

Reset Under More Actions button

Advanced [ pelete

[0 Delete Page

[3 open

& Print

I Move or Copy

Copy Pages To

3 Move Pages To

[& check Out Document
[® Check In Document
[® undo Check out

B2 Generate Report

Customizing the toolbar

To learn more, watch the video:

Configuring the Document Viewer
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Setting Up Import Profiles

An import profile allows you to configure a default name, folder
path, and template for imported documents of a particular type.
When importing a document, you can select the import profile
from the list, rather than manually selecting the appropriate path,
template, and so forth. This allows you to speed up import of
documents of a certain type, freeing up your time for other tasks.
For example, if you frequently import contracts into Laserfiche,
you can create an import profile that will rename the contract,
route it to the appropriate folder, and apply the relevant template

and field information.

product documentation.

@i/) Find out more information about Import Profiles in the

Laserfiche

Changing the Default Application

When Signing In

If you are a Laserfiche Cloud user, by default, you'll be presented
with the Home screen when signing into Laserfiche. If you'd prefer
to open another application, such as the repository, instead, you
can change your default application. To do so, navigate to the My
Account menu from the drop-down accessed by clicking your
name in the upper right-hand corner of the screen. Find the Default
application drop-down, and select the one you would like to see.

From now on, whenever you log into Laserfiche, you'll be taken to
that specific application, instead of the Home screen.

. Joanna Manager (ADMINISTRATOR) ~

Request verification email @ Unverified

Time zone System Default [(UTC-08:00) Pacific Time (US & Canada)]
Language System Default [English (United States)]

Regional Format System Default [English (United States)]

| Default application Home ]

Groups None
old password
New password

Confirm new password

o |
Changing the default application in Laserfiche Cloud
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L L] - L] HH Joanna Manager g i Joanna Manager v
Simplifying Field Entr
p y g y elected) chO X Za < elected) chO }¥Z£La < ¢
In order to simplify the process of manually filling out fields, you R .
. . . . [ pigital Group - Invoice DG456 Yt [ pigital Group - Invoice DG456 Yt
can add the %(Parent) token inside a field to automatically pull besls el preven s o w benls el proven s o w
information from the parent folder’s template. lrempla:e lrempla:e
. . . . P 1. Invoice Received v 1. Invoice Received v
For example, once an invoice is received, it is moved to the . iy
supplier’s folder. In order to simplify populating the Supplier field " . s .
Supplier Supplier
in the invoice’s template, you can set the default value on this sparent) > | —> | oewicow >
. Invoice Number Invoice Number
field to the %(Parent) token. oeeze > Dee2e >
Purchase Order Purchase Order
> >
This way, the next time you view the invoice’s metadata, the Amount Amount
$15,236.31 >
Supplier field will be filled with the supplier pulled from the - B

folder’s template. Using the field data inheritance token

E Find more tips and tricks in the Tips and Tricks in
| §  Laserfiche white paper.
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Key Laserfiche Terminology

Annotation: An annotation is additional information applied
to a specific page of a document, such as a highlight, a
sticky note, or a redaction, that does not alter the underlying

information in the document.

Check In/Out: Checking out a document is a way of indicating
that you are currently working on that document. When a
document is checked out, other users can open the document
and view its contents, but they will not be able to make or save
changes to the document.

Document Viewer: The document viewer displays images, text,
metadata (fields, tags, links, versions, and digital signatures),
annotations, and thumbnails.

Details Pane: The details pane displays information about the

selected document such as metadata, annotations, versions, etc.

Laserfiche

APPENDIX

Electronic Document: An electronic document is a Laserfiche
document associated with an electronic file. An electronic file
is any non-image file that was created in an application other

than Laserfiche. Electronic documents are usually viewed and
modified using an external application.

Entry: An entry is a generic term for a document or folder.

Entry ID: The unique identifying number associated with an
entry in Laserfiche.

Field: A field stores supplemental information on a document
or folder. Fields provide a quick overview of the content or
important identifying characteristics of a document or folder,

and increase the entry’s search ability.

Folder Browser: The folder browser facilitates navigation
and provides a clear, hierarchical representation of how your
folders have been organized.
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Imaged Document: When you create a document by
scanning or importing pages into the repository, you

create an imaged document.

Link: A link is a connection between multiple documents that

allows you to keep track of related items.

Metadata: Metadata is a general term used to refer to
information associated with a document in Laserfiche.
Examples of metadata are template and field data, tags, links

and version information.

OCR: OCR stands for Optical Character Recognition, which is
the process of extracting text from an image containing text.

Repository: A repository allows information to be organized
and accessible from a central location. Your repository
contains your documents, the folder structure in which they
are contained, and additional information such as metadata,

annotations, and security.
Tag: A tagis a label applied to a document.

Template: A template is a collection of fields, which can be
used to categorize a document for search and retrieval and to
quickly apply those fields to the document.

Laserfiche

Thumbnail: A thumbnail is a miniature image of a

document’s page.

TIFF: TIFF is the default file format for saving imaged
documents in Laserfiche.

Token: A token is a placeholder for a value to be inserted.
Tokens can be used when populating fields in metadata, or in
creating annotations such as dynamic stamps.

Version: Documents in the repository can be placed under
version control. When a document is under version control,
changes to that document will be saved as new versions within
the document. You can then view the changes to a document,
keep track of edits, compare versions, or revert to another version.
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APPENDIX

Additional Laserfiche Educational Resources

Aspire Learning Platform

The Aspire learning platform is a one-stop-
shop for educational resources including
hands-on eLearning courses, tutorial
videos, more getting started guides, and
white papers.

LEARN MORE

Laserfiche

@lil >

Online Product
Documentation

The documentation contains a
comprehensive overview of all
Laserfiche functionality.

BROWSE

Laserfiche provides numerous resources, both digital and in person, to help you get the most out of your Laserfiche system.

>

Laserfiche Answers
This question-and-answer forum is where
Laserfiche users, solution providers and

developers interact.

REGISTER
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Appendix: Additional Laserfiche Educational Resources

1

Certification Program

The certification program contains a
number of courses and paths to help
you get certified on various aspects of
Laserfiche.

LEARN & SUPPORT LEARN MORE

Instructor-Led Training
Receive hands-on training in

a Laserfiche sandbox environment
led by a Laserfiche expert.

LEARN & SUPPORT BROWSE

Laserfiche

e

Support Site
The Support Site contains product
downloads and technical white papers.

LEARN & SUPPORT BROWSE

Empower Conference

The annual Empower Conference

lets you choose from numerous
sessions and hands-on labs taught by
Laserfiche experts.

RESOURCES LEARN MORE

a®o
o 0
de

User Groups

User groups are held around the world
and online, to help users network,
exchange tips and tricks, and learn about
new features.

RESOURCES REGISTER

Solution Marketplace
Download numerous process templates
to help jump start your Laserfiche
process automation.

RESOURCES BROWSE

Getting Started with Laserfiche
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About Laserfiche

Laserfiche is the leading SaaS provider of intelligent content management and
business process automation. Through powerful workflows, electronic forms,
document management and analytics, the Laserfiche® platform accelerates how

business gets done, enabling leaders to focus on growth across the enterprise.

Laserfiche pioneered the paperless office with enterprise content management.
Today, Laserfiche’s cloud-first development approach incorporates innovations
in machine learning and Al to enable organizations in more than 80 countries to
transform into digital businesses. Customers in every industry — including government,
education, financial services, healthcare and manufacturing — use Laserfiche to boost

productivity, scale their business and deliver digital-first customer experiences.
Laserfiche employees in offices around the world are committed to the company’s

vision of empowering customers and inspiring people to reimagine how technology can

transform lives.

LEARN MORE

Connect with Laserfiche

N ¥ [n [f

Laserfiche


https://twitter.com/laserfiche
https://www.linkedin.com/company/laserfiche/
https://www.facebook.com/laserfiche
https://www.laserfiche.com/?utm_source=pdf&utm_medium=resource&utm_content=getting-started-with-laserfiche&utm_campaign=laserfiche
https://info.laserfiche.com/en/schedule-a-laserfiche-demo?utm_source=pdf&utm_medium=resource&utm_content=getting-started-with-laserfiche&utm_campaign=laserfiche
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