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Overview

Basic/Manual Methods to Import Documents

v' Drag & Drop — Import Button

v Snapshot

v Scanning

Advanced/Automated Methods to Import Documents
v Import Agent

v Email Archiving

v' Quick Fields
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Basic Import Methods

Drag & Drop — Import Button
v' Simplest way to import
v' Good for one-time and irregular capture

Laserfiche Shapshot

v' Print or save documents directly to Laserfiche
v' Good for archiving documents or saving copies of webpages

Laserfiche Scanning
v Scan physical documents directly to Laserfiche
v' Good for handling batches of documents
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Drag & Drop - Import Button

Primary Uses
v Importing documents stored locally or on the network

v Importing single or multiple documents
v' One-time or irregular capture

v Simplest way to import documents

v' Easily specify which folder to import into >

v Apply metadata directly on import



Importing through Drag & Drop

v' Select document from local device (or
e network)

v' Can select single document or multiple
v' Drag over to Laserfiche (Windows or Web

Client)

Drag & Drop




m et h O soved searches ™

[] Employee-Records » zzWorkQueue » zzzimported Documents 1 entry

Search Filters

ch i+t LB <

4 O] Name T » |[Pages T Creationd... ¥ Last modifi... 7 Template ¥ » m I m o rti n t h ro u h I m o rt B u tto n
 Starred | [m] D HR Document 1 2 8/9/2022 2:03PM  8/9/2022 2:03PM  Employee Reco... [0 zzzimported Documents p g g p
(® Recent Documents Details  Fields  Preview  More ¥
@ Records Management Template .
P et « . v' Click Import button
> ] CDC_waiver_Magistration Fields

» [ Employee Records Add/remove fields

v [] zzworkQueue

No additional fields assigned
» [ Dynamic Signature

v Alternative to Drag & Drop
» [ ™idland
» [] zzEmail Testing
» [ zincomingForms
» ] zzPapervision
» [ zzzimported Documents
[l Recycle Bin

Import Button




Importing through Import Button

v' Browse for documents

— v' Select a single document or multiple

Drag files here or select one or more filesto upload ~ Browse

documents

Import Button




[&3] Leserfiche Directory Server x| Configuration Page x [ zzzimported Documents x +

&« C A Notsecure | hitps//ec2amaz-iqd7ro9/laserfiche/Browse.aspx?repo=Employee-Records#?id=770 Q » w O & Apply Informa tion to Docu ment

[ Laserfiche Directory... [l Laserfiche Forms Forms Config Configuration Page

v Name

Import document "00000001.tif"

General Fields Show Preview

v’ Template

Use import profiles »

Tame =

HR Document 1

v Volume

\zzWorkQueue\zzzimported Documents

Template

] Employee Records

Tags

+Add more tags

# Hide advanced

Volume <Use parent folder's default volume> v

Signatures [0 Sign the document

"

)rag & Drop — Import Button




Import document "00000001.tif"

Apply Metadata to Document

General

Template

Employee Records

— v' Fields based on selected Template

v Add additional Fields

Add/remove fields

No additional fields assigned

ag & Drop - Import Button




Search Filters ADMIN

(] ]
[] Employee-Records > zzWorkQueue » zzzimported Documents 1 entry co 3t LB < Document Is now In

L] ) | Name T & |Pages T Creationd... T Last modifi... T Template T »

K starred e |I O [ HR Document 1 2 8/9/20222:03PM  8/0/20222:03PM  Employee Reco... ‘ [ HR Document 1 ¥ ° °

S e e e e Laserfiche with

'E Records Management Template -

D Employee-Records v | Employee Records M ] ] o
A applied information
» [ Employee Records >
v [7] zzWorkQueue Department

» [ Dynamic Signature >
» (] Midland Pasition

» [ zzEmail Testing >
» [ zzincomingForms First Name

» [ zzPapervision >
> r_/ zzzimported Documents Last Name

[ Recycle Bin >

Document Type

v
Document Desc
v
Document Date
X >

Fields

Add/remove fields




For Multiple Images selected...

Import document "00000002.tif" (1/2)

v Apply information to each individual
document

Folder

o v' Apply the same properties to all imported

Template

| Employee Records

documents

+Add more tags

v Show advanced

Apply these properties to all imported files

Drag & Drop — Import Button




DOCUNAV USER GROUP 2024

Laserfiche Snapshot

Primary Uses

v' Archiving documents into Laserfiche

v’ Converts documents into TIFF images

v' Saves copies of web pages

v' Save electronic documents as unalterable copies

v Snapshot must be installed on computer



Importing through Shapshot

v' Open Document

v’ Select “Print”

v' Works with PDFs, Word Documents,
Excel Spreadsheet, Web pages, and

more...

Snapshot Process




Signature:
Print Name:

Date/Time Stamp:

Print

Destination

Pages

Copies

Caolor

Mare settings

1 sheet of paper

¥ Laserfiche Snapshot  +

Laserfiche Snapshot
Microsoft Print to PDF
Save as PDF

See more..

Color v

Importing through Shapshot
v’ Select “Laserfiche Snapshot”

v' Click “Print”

Shapshot Process




Importing through Shapshot

— — v Connect to Laserfiche Server

Print Name:

Repository
Date/Time Stamp: BEREE

SRS v Saves connection info after first

Repository selection:

DUseTLS Connection Configuration

Click here to sign in to Laserfiche Cloud

Authentication
Log into the repository using:
(O windows authentication
(®) This user account
User name:

Password:

() Laserfiche Directory Server

Directary Server URL:
https: //EC2AMAZ-IQ47ROI/LFDSSTS




Document Properties  Tags  DocumentHandling Text  Advanced

A new document will be exported in folder using the settings you specify below.

Signature:

Diocument properties

Print Name: MName: | Signature 001 - Testing

Date/Time Stamp: (®) Save to the Laserfiche repository

Folder: || \ezWorkQueue\zzzImported Documents

Volume: <Use parent folder's default volume >

() Export to directory: Ci\Temp!,

Template: | Employee Records

Employee ID

[1234

Department

|Testing Dept

Position

|Test Position

First Name

|R0bert

Preview Iv

Apply Information to Document

v' Document Name
v" Folder Path

v' Template & Fields




[ Laseicne [ I — . .
Documentis howin

[ Employee-Records > zzWorkQueue > zzzimported Documents 2 entries (1 selected)

4 ) | Name T o |Pages T Creationd... T Last modifi... T Template ¥ mm : o o I1
% Starred O [ HR Document 1 2 8/9/20222:03PM  8/9/20222:03PM  Employes Reco.., querfl c' |e uu It
@© Recent Documents [ signature 001 - Testing * 1 8/24/2022 2:09PM  8/24/2022 2:09PM  Emplayee Reco...

R applied information

[ Employee-Records v
» [ CDC_Waiver Magistration
» [ Employee Records
v D zzZWorkQueue
» [ Dynamic Signature
> D Midland
» [ zzEmail Testing
> D zzIncomingForms
» [ zzPaperVision
» [ zzzimported Documents

[ Recycle Bin

Shapshot Process
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Laserfiche Scanning

Primary Uses
v' Scan physical document directly into Laserfiche
v’ Scan large quantities of documents

v Requires a desktop scanner with TWAIN drivers

i\



Web Client Windows Client Importing through Laserfiche Scanning

Edit View Tasks Tools Records Window Help

Q (17| 4=

% Employee-Records\zzWorkQueue\zzzimported Documents

v' Select Scanning Button

cl::iiEII<

5 X| Mame =
4 B RBoament. v' In the Web Client, it will prompt for a separate

Employee-Records Signature 001 - Testing

[ zzzimported Documents ¥y “ | CDC_Waiver_Magistration
| Employee Records

Details Fields Preview More ¥ - nWDerue.ue. InStGII
[-{_| Dynamic Signature
- Midland
(- | zzEmail Testing

Template J zzIncomingForms

Mo template assigned w -] zzPaperVision

i zzzlmported Documents
& RecycleBin

Fields

= e________________________________ _

Laserfiche Scanning




Laserfiche Scanning Mode X seIeCt sca nning MOde

Choose a layout for scanning images: v’ Basic Mode

(®) Basic mode v' Scans the document as is

This mode provides a quick and easy way to scan a
Laserfiche document. This option is recommended for v Standard Mode
beginning to intermediate users with basic scanning needs. . . .
v' Allows for additional modification to scans

(O standard mode

This mode provides maximum flexibility when scanning
Laserfiche documents. It allows users full control over how
images are processed into Laserfiche documents.

Don't ask me again & Border Removal
D Color Removal
[| Color Smoothing
OK Cancel Help 12 crop

IS Deskew

L [ | Despeckle

D Invert

\‘ Line Removal

¥, Resize
9 Rotate
Al Smooth




L employee-records - Laserfiche Scanning

File  Edit View Help

3 B8 Stop S i D R Mew D it
_@I_ . Stop Scanning I]]E one O escan L] ew Documen

) ocusetior. X i Select Scanning Source
& @ ____-@d¢C |

v Universal Capture

Scan Sources

v Scans from a Windows Folder
Choose a scan source:

v TWAIN
Universal Capture

TWAIN
WIA Scan Engine
I U

v' Scans from Desktop Scanner or Scan

Source

Laserfiche Scanning



L employee-records - Universal Capture - Laserfiche Scanning - O x

File Edit View Action Help Set DefGUIt Propertles
@StartScanning llm E‘ Count: 1 Eil "

v Document Name

Q Search Directory: D:\Socorro ISD\Papervision\Source\VIUKEZ\T |y, 1ie | File Type: *.tif:* tiff 2
Scanning Explorer 3 X Default Properties ) 7 x .
3 Configuration Defal document name: v' Template & Fields
ERYDcfat properiics |Untitied - %([Date/Time]) - %:(username) >
T Dok [Fiods | Tage _settings v’ Folder Path in Laserfiche
Template "
Employee Records -
Employee ID
| IE
Department
| IE "

Laserfiche Scanning




/_ employee-records - Universal Capture - Laserfiche Scanning

File Edit View Action

9 Start Scanning

Help

[

O Search Directory: D:\Socorro ISD\Papervision\Source\VIUKEZ\7 ~

Count: 1

L

=

)

File Type: *.tif:* tiff

Scanning Explorer

i} Configuration

ax 1 '\Image Processing

= Default properties
= Iage Processing

N Deskew

ifi| | Despeckle

: Border Removal

Color Removal
U Color Smoothing
Ia Crop

&l Deskew

DJ Despeckle
D Invert

‘Z Line Removal
", Resize

5 Rotate

Al Smooth
Processes
OmniPage OCR
[%| Page Removal

K1

Set Image Processing

v' Enhancements to scanned documents

v' Processes to run on documents after scan

Laserfiche Scanning



£ employee-records - Universal Capture - Laserfiche Scanning

File Edit View Action Help

&> Start Scanning 5} () count 1

|Scanning Explorer x| [
£} Configuration

" Defautt properties
2 Image Processing

e
Deskew
Despeckle

£} Revision
} Scanned Documents
& 1 employee-records
= ] \zzWerkQueue\zzzimported Document

)i

1

9. -

£} Search Directory: DASocorro ISD\Papenvision\Source WIUKE2\T « File Type: =i tiff -

NeICXS

What is Laserfiche?

Laserfiche is a content management system that enables you to store, organize,
and access your organization’s information digitally. You have complete control
over what type of information is stored, how long it is kept, and who can view the
information. For example, you can store PDF documents, Microsoft Office
documents, audio and video files, and much more. Laserfiche also allows you to
create, modify, and delete content.

For example, a city can use Laserfiche to store and organize public records. Not
only that, they can find a record quickly by searching the record’s text or metadata
(additional information added to a record, like the date it was created or scanned
into Laserfiche). Large physical filing cabinets full of folders and paper are no
longer needed, eliminating unnecessary paper and saving you space and time.

There are different ways to view this information, depending on the type of access
you need.

ofBF (== HHE T (2

Thumbnails

Page 2 Page 3 Page 4 Page 5 Page 6 Page 7 Page 8 Page 9 Page 10

[;quaamd]uamnmql

Scan & Store Documents

v’ Start Scanning

v' Store Documents

@ Start Scanning

G




m Search Al C.  SavedSearches¥  Search Filters
L] L]
[ employee-Records » zzWorkQueue » zzzimported Documents 3 entries Document Is now In

4 [ Name T 4 |Pages T Creationd... T Last medifi... T Template T
W starred O [ HRDocument 1 2 8/9/2022 203 PN 8/9/2022 2:03PM  Employee Reco... querfiche Wit h
(OfieceutDacments O [V signature 001 - Testing 1 8/24/20222:09PM  8/24/2022 209 BM  Employee Reco..
[ Records Management O [ untited * 18 2/24/2022 353 PM  8/24/2022 3153 PM  Employee Reco..

(] (] [ ]

[ Employee-Records v applled Informatlon
» [ CDC_Waiver_Magistration
» [] Employee Records
v |‘_| zzWorkQueue

» [ Dynamic Signature

3 [ Midland

» [ zzEmail Testing

> D 7zIncomingForms

» [ zzPapervision

% [ zzzimported Documents

[T Recycle Bin




DOCUNAV USER GROUP 2024

Recap: Basic Importing

Drag & Drop — Import Button
v' Simplest way to import
v' Good for one-time and irreqular capture

"D" Laserfiche Snapshot

v' Print or save documents directly to Laserfiche
~ v' Good for archiving documents or saving copies of webpages

v' Scan physical documents directly to Laserfiche

/ Laserfiche Scanning
e v Good for handling batches of documents
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Advanced Import Methods

Laserfiche Import Agent
‘ v Monitors a Windows Folders for incoming documents
| i | v’ Automatically imports documents into Laserfiche
v' Can apply metadata automatically

Laserfiche Email Archiving

v Monitors an email inbox/folder
v' Automatically imports emails into Laserfiche
v' Can apply metadata automatically

Laserfiche Quick Fields
v Reads information directly off documents
v Good for processing batches of similar/consistent documents
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Laserfiche Import Agent

Primary Uses

v’ Automate importing documents into Laserfiche
v Monitor a Windows Location u
v' Local drive or folder on server
v Network drive
v' Import large batches of documents
v' Automatically convert electronic documents to Laserfiche pages

v' Automatically apply metadata to documents at import




' @ = | Import Agent
Home Share View

— v A » ThisPC » MNewVolume (D) » Import Agent

# MName

7 Quick access
[ Desktop

@ Documents
* Downloads

Employee Records
Finance

Student Records

% % %

&= Pictures
Home
Images
LoginForms

Styles
= This PC

- Mew Volume (D)
Auditlog
Emnail Testing
Import Agent
Laserfiche Data

Laserfichelnstall

Date modified

472022 4:28 PM
4:24 PM
472022 4:24 PM

)
8/2
i
E-_-' i
)
852

i
r

Type

File folder
File folder

File folder

Monitor a folder with Import Agent
v' Pick a folder to monitor

v’ Select Repository connection

v' Select path in Laserfiche to import

documents

Import Agent — Monitor Folder




Windows Path Laserfiche Path

| | :".=‘-:e- che
- nvo
File Edit View Tasks Tools Records Window Help
File Home Share View I . ™ - [men]
] P l&DnsL =[={[}
. v 4 « Import Agent » Finance » Accounts Payable » Invoices Location: Employee-Records\zzWorkQueue\zzzimported Documents\Finance ~ P Go | Search: Enter a search term
" Folders X | MName = Page Count Creation Date Last Modified
~ Mame Date modified u Laserfiche Repositories . Invoice - 1122334455 2 8/25/2022 9:56 AM 8/25/2022 9:56 AM
* Q ick = 1J. Employee-Records
Hick access H - | CDC_Waiver_Magistration Metadlata - | - 1122334455 x
| [nvoice - 1122334455 3/4/2016 8:21 Al etadata - Invoice
- DESk‘tDp -» - o | Employee Records
=T zWorkQueue Fields  Tags  Links Versions Signatures
| Dynamic Signature
Documents - ] Midland Template: | Accounts Payable V| ~
; Downloads - 1| zzEmail Testing
| zzincomingForms Document Desc
&=/ Pictures - 11-{_| zzPaperVision [mvoice |
= | zzzlmported Documents
Home £+{ | Employee Records Payment/Invoice/PQ Number
[ \
Images
Document Date
LoginForms ~] Finance [s/2512022
--\2] RecycleBin
St_‘,"lES Vendor Name
8 This PC
v
- Mew Volume (D:)
Cancel Help
AuditLog




[ = | Employee Records

| Home Share View Monitor SUbeIders With Import

<« v » ThisPC » NewVolume (D:) » Import Agent * Employee Records »
-~ Marme = ate modified Type Size Agent
¥ Quick secess Benefit /242022 £33PM  File fold
B Desktop ,, Hire 0 4 M File ol v' Monitor subfolders below the main folder
[l Documents  # Payroll /24/2022 432 PM File folder
& Downloads v’ Use subfolders to capture more
&= | Pictures -
Home information
Images
LoginForms v Use subfolders to route documents
Styles .
differently
[ This PC

= Mew Volume (D)
Auditlog
Ernail Testing
Import Agent
Laserfiche Data

Laserfichelnstall

Import Agent — Monitor Subfolders




zzzlmported Decuments - Laserfiche

File Edit View Tasks Teols Records Window Help Automatically create

Location: Employee-Records\zzWorkQueue\zzzimported Documents ~ P Go | Sear SUbeIders in LaserfiChe

N

Folders X | Mame = Page Count Creation Date Last Modified
Laserfiche Repositories |_| Benefits 8/25/2022 2:26 AM 8/25/2022 8:26 AM H
5. Emplyee hecords e vz naoam B0 520 AN v’ Monitored subfolders get created
J CDC_Waiver_Magistration I Payroll 8/25/2022 8:26 AM 8/25/2022 8:26 AM
J Employee Records In LaserfIChe
= | zzWorkQueue
J Dynamic Signature ‘/
41 Midtand Documents get routed to

(- | zzEmail Testing

[ | zzlncomingFerms

G0 PaperVision subfolders in Laserfiche

--1_| rzzlmported Documents

----- & Recycle Bin

accordingly

~—

Import Agent - Imported Subfolders




B

€ - v

7 Quick access

I Desktop

@ Documents

; Downloads

&= Pictures
Home

Images

LoginForms
Styles

[ This PC

= | Payroll

Share

View

<« Mew Volume (:) » Import &gent * Employee Records » Payroll

% N N %

= Mew Volume (D:)

Auditlog

Email Testin

~

Mame

= Direct Deposit - 123436

Date modified

3/4/2016 &:21 AM

v O
Type

TIF File

Search Pay

5

File Naome can be used as

metadata
v" Pull information directly from file name
v Type of document — Direct
Deposit

v Employee ID — 123456

Import Agent - File Name




=IO, [ € | & [ B | + S E . File Name can be used as

Location: Employee-Records\zzWorkQueug\zzzlmported Documents\Employee Records\Payroll ~ P Go | Search: Enter a search te

Folders b | MNarme = Page Count Creation Date Last Modified Template Name
Laserfiche Repositories . Direct Deposit - 123456 2 8/25/2022 9:38 AM 8/25/2022 9:38 AM Employee Records metq dqta
B_,J_ Employee-Records
- | CDC_Waiver_Magistration Actadata - Direct Deposit - 122456 %
(- | Employee Records

T e spaar v' Information is automatically assigned

] Midland Template: | Employee Records v| s

| zzEmail Testing

{_| zzlncomingForms Document Type

{__| zzPaperVision |Payr0|l V| to fields

BJ zzzlmported Documents

BJ Employee Records Document Desc

e e eposk g v This information can be used in

-{=| Payrall Document Date

&£ Finance [s/25/2022 |

----- & Regclesin nployee Workflow to further process
[123456 |

I|_ast Name | documents
First Name
| |
W
Department

oK Cancel Help
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Laserfiche Import Agent

Other Information that can be Captured
v' Full File Path

v' File Type or Extension u
v’ Creation Date

v' Last Modified Date

v Created By




DOCUNAV USER GROUP 2024

Laserfiche Email Archiving

Primary Uses
v' Automate importing emails into Laserfiche
v Monitor an Inbox
v' Entire Inbox
v' Subfolders inside Inbox
v' Import large batches of emails
v' Automatically archive emails that cannot be edited
v' Automatically apply email information to archived emails
v' Sender
v’ Receiver
v Date
v Title/Subject



Email Folder

~ Favorites
Inbox
Sent ltems
Drafts

Deleted Items

walacy@docunav.com

Import to Laserfiche

By Date v

T Test Email

~ Today

Austin Lacy
Test Email
This is a test

10:49 AM

4 Austin Lacy
To @ Austin Lacy

()

~ Inbox

Import to Laserfiche 1

DraTe
Sent ltems
Deleted Items
Archive
> Conversation History
Junk Email [2]
Outbox
RSS Feeds

> Search Folders

~ Groups

This is a test

Laserfiche Path

File Edit View Tasks Tools Records Window Help

Q [/ €=-= -| | 3 -

| Ga

Location: Employee-Records\zzWorkQueue\zzzimported Documents\Emails

Folders x | Name = Page Count C
Laserfiche Repositories [ Test Email 1
B~ J. Employee-Records

- | CDC_Waiver_Magistration
- | Employee Records
zWorkQueue

| Dynamic Signature
| Midland

| zzEmail Testing

1| zzincomingForms
| zzPaperVision

| zzzlmported Documents

| Employee Records

1| Finance

-8 Recycle Bin

Email Archiving
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Laserfiche Email Archiving

Considerations

v' Marks imported emails as “read”

v' Moves imported emails to a separate “processed” folder

v' Best practice is to set Email Archiving to monitor subfolders
v’ Especially for active email addresses

v Prevents Email Archiving altering entire inboxes
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Laserfiche Quick Fields

Primary Uses —
v' Automate importing documents into Laserfiche ]

v' Grab documents from a Windows Location or Laserfiche Folder »

v' Local drive or folder on server
v Network drive
v' Folder inside of Laserfiche
v' Scan/Import large batches of documents
v Read information directly off documents using OCR
v' Identifying information on Document Class
v Specific Information/Metadata
v Very useful for importing batches of consistently formatted documents
v' Transcripts & Report Cards

v' Invoices, Purchase Orders, and Checks



nts * Tanner Demo Server * AP-Finance » Samples

Mame B Date modified
" Invoice - Teller Automotive Invoice_1318... | 4/22/2022 215 AM
Teller Autornative Repair - PO 22345, pdf 472272022 %19 AM
q Teller Autornotive Payment.pdf 472272022 10:09 AM
r
r

Quic

Type

Microsoft Edge P...
Microsoft Edge P...
Microsoft Edge P...

Size

142 KB

115

1\.!

KE
KB

Select Location to Import &

Scan documents from
v' Windows Folder Location
v Local File Location
v Network Location

v' Laserfiche Folder

k Fields — Capture Folder




Purchase Order

DocuNav

Capture Information

Independent School District
Cusiome 5055
Vendor Teler Avtomative & Ship to Ray Sterniy ‘ u rc ‘ ] O Se c ra e r
Co DocuNav 5D
Jim Jonnson 8501 Wade Bivd
5458estRepairSt. Frisco, TX 75034 /
Fdfright, Tx 32145 (800)353-2320 u
Phone: 972-111-1212
Shipping Method Shipping Terms Delivery Date
Ground F.0.B - Destination 8/20/2021 / P : D t
Qi tem # Descripfion Unit Price Line Total C] E
1.00 FR-AX Front Axle Replocement 3 23500 § 335,00
1.00 LABOR LABOR - [Fixed) 3 38553 § 85.550

D . T v PO Amount

v Vendor Name/Number

1. Please send two copies of your invoice. subtotal| § 888.25
2. Enter this order in accerdance with the prices, ferms, delivery methad, ond specificafions lisled above.

3. Please nofffy us immediately if you are unable o ship as specified

4. Send ol conespondence fo: Total| § 888.25
Paula Purchasing

8501 Wode Bvd

Fiisco, TX 75034 Chief Financial Officer 91202021

(800)353-2320
{469) 327-4264

Authorized by Date

8501 Wadle Blvd - Frisco, TX 75034 * [B00)353-2320 * (469) 327-4264




deller Rutomotive & Co.

INVOICE # 151821

DATE: 09/20/2021 ca pture |nf0rmqtion

545 Best Repair St.
Fixitright, TX 32145

Phone: 972-111-1212 / In voiCe

TO: SHIP TO:
United Schools ISD Business Office .
3341 Howard Blvd. clo: Ray Sternly /
i Invoice Number
Phone: 214-123-3456 3341 Howard Blvd.
Richmond, TX

Phone: 214-123-3456

COMMENTS OR SPECIAL INSTRUCTIONS: / In vo iCe Da te

Broken Front Axle Repair;

v' Invoice Amount

SENIOR TECH P.O. NUMBER REQUISITIONER | SHIPPED VIA | F.0.B.POINT | TERMS
Jim Johnson 22345 Anita Miller nia nia Dus on \/ V
R endor Name/Number
QUANTITY DESCRIPTION UNIT PRICE TOTAL
1 Front Axle Replacement 335.00 335.00
1 Labor (FIXED) 38555 38555
1 Tow > 20_Miles 100.00 100.00
SUBTOTAL $820.55
SALES TAX $67.70
SHIPPING & HANDLIN nia

TOTAL DUE $888.25

Make all checks payable to Teller Automotive & Co.
Yo Tave =Ty T voTCe, Tomatt Name, Phone, Email

THANK YOU FOR YOUR BUSINESS!




LCHECK# 123456 I |CHECK DATE 09/26/2021 I I VENDOR# EUSSJ
Account Purchase Order | Invoice Number | Description Amount

Capture Information
v' Check

v' Check Number

N v' Check Date

“_ Frisco, TX 75034
v' Check Amount

\ Check Date | Check Number |

Amount
| 09/26/2021 | 123456 |

DocuNav
Independent School District

PAY THE SUM OF EIGHT HUNDRED EIGHTY EIGHT DOLLARS & TWENTY FIVE CENTS

TO THE Teller Automotive & Co. / Vendor Nam e/Numb er

ORDER OF 545 Best Repair 5t.
Fixitight, TX 32145

Quick Fields — Check




= Q[ | €= Z ‘- I~ Automatically Process Documents

Location: Employee-Records\Finance\Accounts Payable\Teller Automotive .
v’ Using captured data, documents get

Creation Date

Folders x | Mame

E Laserfiche Repesitories . Teller Automaotive - PO - 22345 8/25/2022 11:29 AM
B_,{ Employee-Records .TellerAutomotive- Invaoice - 151821 872572022 9:56 AM automatically imported and filed I'n tO arChivaI
_| CDC_Waiver_Magistration . Teller Automotive - Check - 123436 8/25/2022 11:29 AM
_| Employee Records
folders

E|_| Finance

BJ Accounts Payable
]_, Teller Autormotive
_| zrWorkQueue

2 Recycle Bin

Quick Fields - Automation
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Laserfiche Quick Fields

Considerations

v Quick Fields does not actively monitor folders w/o Quick Fields Agent

v' OCR is only as accurate as the quality of document images
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Full Recap

Basic/Manual Methods to Import Documents
v' Drag & Drop — Import Button
v Snapshot

v’ Scanning

Advanced/Automated Methods to Import Documents
v Import Agent

v' Email Archiving
v' Quick Fields



Questions?

THANK YOU!
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