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What is Laserfiche and what can it do?

Forms

Scan

Import

Organization

Search

Retention

Laserfiche Repository
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Accessing Your Laserfiche Repository

Web Client Windows Client Mobile App
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Importing/
Drag & Drop

Laserfiche 
Snapshot

Laserfiche 
Scanning

Getting Documents Into the Repository
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LASERFICHE 
SNAPSHOT

LASERFICHE 
SCANNING
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Working with Documents 
in Laserfiche
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Document Viewer
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Annotations 
Tools

Search

Template &
Metadata

Toolbar
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Metadata: What is it and how is it used?
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•Template: Pre-defined structure of fields
•Fields: Containers of information
•Tags: Informational or Security
•Links/Relationships: Tying related files together
•Versions: Tracking changes to document  
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Document Details Pane
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Document Details Pane
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Annotating In 
Document Viewer

15



D O C U N A V  U S E R  G R O U P  2 0 2 4  

16

Version Control
• Can be applied on 

document or folder
• All changes are tracked – 

text, annotations, and 
metadata

• Saved as different versions
• Can view version history
• Revert to previous versions
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Favorites/Quick Access
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Sharing Documents

Email Direct Share
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Other Tips and Tools



Searching

Quick Search Advanced Search
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Customize Repository Toolbar 
(Web Client)
1. Go to Options by 

clicking your 
Username.

2. Panel on left, under 
Options select Tools. 
Select option items 
and save.
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Customize Columns
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TidBits
• Every document in the system is given a unique entry ID.

• OCR – Optical Character Recognition – extract text from image 
containing text

• Thumbnail – tiny image of document

• Whether using Web Client or Windows, most functionalities are the 
same

• If you can’t see it or do it, most likely you don’t have access for it.
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Questions?
T H A N K  Y O U !

L a s e r f i c h e  1 0 1
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