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Laserfiche

Accessing Your Laserfiche Repository

Web Client

7] Beach City

18 entries

W starred

Shared

(® Recent Documents

[ Beach City ~
> E' 0123 Human Resources Records
> [ Administration
» [ Beach City College
> D Business Process Library
> [ City Clerk
» [ City Council
> [ Development
> ] Finance
» [ ] Human Resources
Al
> [ Learning and Development
» [ Legal

» [ Marketing

[ | Name T a

O [ Beach City College

O [ Business Process Library
0O [ city clerk

0O [ city Coundil

O [ Development

O [ Finance

O [ Human Resources
o

O [ Learning and Development
0O ] Legal

0O [ Marketing

O [ Mayor's Office

0O [ nHO

[ [ Parks and Recreation

O [ Planning and Development

Saved Searches ™

Creation date

2/17/2023 1:33 PM

6/28/2016 11:44 AM

1/20/2023 2:07 PM

2/17/2023 1:37 PM

9/22/2022 10:04 AM

3/31/2022 3.07 PM

2/17/2023 1:54 PM

4/11/2022 917 AM

12/15/2021 2:32 PM

2/17/2023 1:31 PM

2/17/2023 1:58 PM

2/17/2023 1:29 PM

5/27/2021 10:33 AM

2/13/2023 9:31 AM

2/13/2023 9:30 AM

Search Filters

Last modified |]I|
2/17/2023 1:34 PM

6/29/2016 1:49 PM
2/28/2023 9:21 AM
2/17/2023 1:37 PM
2/2/2023 4:05 PM
4/29/2022 9:40 AM
2/17/2023 1:56 PM
4/11/2022 917 AM
3/24/202310:12 AM
2/17/2023 1:32 PM
2/17/2023 1:58 PM
2/17/2023 1:30 PM
3/14/2023 3:41 PM
2/13/2023 9:31 AM

2/13/2023 9:30 AM

i Joanna Manager v

chrtt £
»
[ Beach City
Details Fields Preview More »
Template No template assigned
Tags Add
Links View links
Versions Start tracking versions on new

documents

Modified admin@beachcity.com

2/17/2023 2:00:00 PM

Folderpath %

Location Add

~ Show advanced

Windows Client

Search Results - Laserfiche

=R (HOR =55

File Edit View Tasks Tools Records Window Help
Q[ 4| ' ”
__I | | -
Location: LaserRept ~ [P Go | Search: Enter a search term Qv
Folders ® || Mame
j 051 Student Records - D Alberson, James Application
& | Accounting D Cray, Yvonne Application
#-| | Applications E| Fiche, Lacey Application
@[] Cases D Franklin, Ben Applicatien
&-| | Contracts D Smith, Jehn Application
- | Demo Files
#-{_| Financial
- | Financial Aid =
[#-_| Human Resources
18] Recycle Bin
- L
-~ |4 [m b

Found: 5 entries, 0 hit(s)

= LaserRepository (ADN

Mobile App

¢ | Sample O

Human Resources

Policy

Invoice Policy

Letter about Additional Services

Master Purchase Order Form
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Getting Documents Into the Repository

r 0 ]
1 v 1
Importing/ Laserfiche Laserfiche

Drag & Drop Shapshot Scanning




DOCUNAV USER GROUP 2024

1

i —

:D: Laserfiche Snapshot

Document Properties Tags

Document Handling Text Advanced

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

below.

Document properties

Name:

Document1

@ Save to the Laserfiche repository

Folder: \

Volume:

O Export to directory:

|<.U5e parent folder's default volume=>

C:\Temp),

Template:

No template assigned

Add/Remove Fields...

Preview

w OK

Cancel

Help

- T VITUCOL « Univensal Lapture - Lasertcne SJcanning

LASERFICHE

SCANNING

- “ A
File Edt  View Action Help
$tant S¢ ) s WL« 1 |
&> Stan Scanming ’ ount: ‘0 !
O Search Dwectory:  C\Users'\joanna baver . Downloads\ TEMP - File Type: *ad* 1t v
cannng Eaplorer Xl o @ s X , \megeProcessing wY
) Configuratson o | S
3 Defouk propeties 160w Padang
B 10 Procevirg & Barder Removsl
1l Color Remcva
Bill To: Ship To: i Siduie
John Smen John Smith - S
5 Revision 1234 Pace Sweet 1234 Place Sweet Despeckle
Los Angeles, CA 50808 Los Angeles, CA 00806 Qe
' Scanned Documents 323123 4507 323120 4567 & Lne Removal
J .
) \LegalReview Guidehnes\ :-‘) m
[_] NDA Review Guidehnes Ale
File Edt \View Help
= ») Dene () Rescan ment | ) OCR Settings.. X Enhancements..  Name: NDA Review Guidelines Folder: Volume
O 2 .
0 Search Dicectony: f(-\Uurs‘,oma Baver\Downloads\ TEMP _-J il Fle Wype 4" oit -
Y 0% bl o = o 9 = 3
P — A Document name
NOA Review Guodsines
|Fields | Togs Settings
Template:
Basic Contract Information
st mdioeatos ) 1 2 . o i Date lssued
- e Review the entire contract, including all attachments, exhibits and/or appendices. e =
e |s the correct name of each party included? lssuang Body
.
Last Updated
Length of Contract vonn -
e Does the contract have a start date? Description
Gudeines for mevewng
e Does the contract have an end date? dedons spvnirte,
e Does the contract only renew when agreed upon by the parties?
Other Contract Terms
e Do the terms and conditions of the contract accurately reflect the final agreements,
understandings and negotiations of the parties? v "f?m?”'
: 2 ¥ New D -
N ofl « 8- a ‘dp e

or Mol neees BY

Pane 1 af 1T deane 7550 ¢ 1300 300 ¥ 300 DY

L2
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:D: Laserfiche Snapshot

Document Properties Tags

Document Handling Text Advanced

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

below.

Document properties

Name:

Document1

@ Save to the Laserfiche repository

Folder: \

Volume:

O Export to directory:

|<.U5e parent folder's default volume=>

C:\Temp),

Template:

No template assigned

Add/Remove Fields...

Preview

w OK

Cancel

Help

- T VITUCOL « Univensal Lapture - Lasertcne SJcanning

LASERFICHE

SCANNING

- “ A
File Edt  View Action Help
$tant S¢ ) s WL« 1 |
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cannng Eaplorer Xl o @ s X , \megeProcessing wY
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1l Color Remcva
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5 Revision 1234 Pace Sweet 1234 Place Sweet Despeckle
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) \LegalReview Guidehnes\ :-‘) m
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= ») Dene () Rescan ment | ) OCR Settings.. X Enhancements..  Name: NDA Review Guidelines Folder: Volume
O 2 .
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Y 0% bl o = o 9 = 3
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.
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Working with Documents
INn Laserfiche
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Document Viewer

Search Annotations
Tools

Toolbar

E NDA Review Guidelines

171 R & T @ ® © Ftwidth - 3 & B -~

[ "] NDA Review Guidelines

Fields

Details Annotations More -

Template

Policies

Date Issued

17272014
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
information will or must be labeled confidential;

Last Updated

Template &
Metadata

1/2/2023

2. Setforth the ownership rights to the information disclosed;

3. Describe the purpose behind the disclosure of the confidential information;

Description

4. Enumerate the information which is not to be considered confidential, such as information already in
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Metadata: What is it and how is it used?

» 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

. o = < Links
"] NDA Review Guidelines
W20
Details  Fields Annotations More » Document Relationships Create link
W20
Purchase Order &
Template [ ") Digital Group - Purchase Order 12222
Policies ~ Folder path \Finance\Accounting\Accounts P
ayable\Purchase Orders\Digital
Date Issued Group
1/2/2014 > Reverse relationship Invoice
Issuing Body
Legal >
Last Updated
1/2/2023 b
Description

Guidelines for reviewing non-disclosure | >
agreements.

Fields

Add/remove fields

M additinnal field< agcionad

w
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Document Details Pane

: -y — Links
"] NDA Review Guidelines <
2
Details  Fields  Annotations More w Document Relationships Create link
2l
Purchase Order &
Template [ ") Digital Group - Purchase Order 12222
Policies V Folder path \Finance\Accounting\Accounts P
ayable\Purchase Orders\Digital
Date Issued Group
17272014 > Reverse relationship Invoice
Issuing Body
Legal >
Last Updated
1/2/2023 >
Description

Guidelines for reviewing non-disclosure | >
agreements.

Fields

Add/remove fields

M additinnal field< agcionad

w
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Annotating In
Document Viewer

New Stamp

Stamp Custom stamp

Stamp name New Stamp

Stamp text %(date) >
— 4/20/2023
T R @] @ ® O Fwdn & =i B o v

Text style O Bold O italics

O underline [ Strikethrough

Font height 64 pt

Border width 3 px

Horizontal 0 px
padding

Vertical padding ¢ px

This is a sticky note

Every non-disclosure agreement should:

@ ® @ Fitwidth v

N

N

N
.

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

2. Set forth 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

|
4/20/2023 digitaAl

Group
5. Specify the obligations of the receiving party, such as how they must protect the confidential 62 988 1688 r.o u l |
information, limit its use or disclosure, and return or destroy the information provided; nfo@digroup.com ) g p

6. Set forth the time period during which the confidential information can be examined, must be

returned, and the duration of the agreement;
CE #DG626 2016-05-04
7. Provide remedies in the event of a breach, or threatened breach, of the confidential agreement; and

SHIPTO NSTRUCTIONS

Tec Same as reciplent Payment upon delivery
ong Beach Bivd.
each, CA 90807
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ent » Version Tracker 1 entry (1 selected)

2 Name ¥ ~ Creation date Y [

n @ ABC Contract 4/26/2023 11:27 AM A505/1
[J Version 3

Date

Creator

Changes

[ Version 2

Date

Creator

Changes

] Version 1

Date

Creator

< Up“iﬂﬁl"

4/26/202

joanyia.m
(Ll

Electronic

4/26/202

joanna.m
m

Metadate

4/26/202

joanna.m
m

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
Laserfiche EEEEE . oo

™) Starred 5 entries

Starred "] Nondisclosure Agreements

’

1 Admi

| Beacl

| Finance

| Contracts

1 (] Name Creation date

17/2023 131 PM

* 2/§7/2023 1:55 PM

™ NDA Review GNglelines # 2/17/2023 1:32 PM

0123

17/2023 1:55 PM

* Starred

SHSI Shared

Human Resources
IT
Learning and Development

Legal



Email Direct Share

Email Basket Email Basket

Name Send as Pages Pages Page Range Clear All Name Send as Pages Pages Page Range Clear All

D MDA Review Guidelines 1 1 [x] D NDA Review Guidelines 1 1 [ x]

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

Share via Share via

® Email O Direct share O Email @® Direct share

send as Files v | PDF From joanna.manager@beachcity.com

If this email address is not correct, contact your administrator

Email Use email client to manually send the message T
o

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

Message

Share expiration

Email options Email options

Sharing Documents
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Other Tips and Tools




Quick Search Advanced Searc

Laserfiche A dl O saved Searches™  Search Filters
. Add Filter
] Beach City 18en Recent Keyword Searches
legal ‘reation date Y | Last modif [ Annotation
admin
% starred /29/2022 7:53 AM 2/17/2023 Date
Shared Document text [ All fields 0/12/2021 2:11 PM 2/17/2023 Keywords
Entry names Annotation text -
O© Recent Documents /17/2023 1:33 PM 2/17/2023 LI
. Within Folder i
[ Beach City v S : ) /28/2016 11:44 AM 6/29/2016 1
Search within entire repository v
[[] Name/ID
» [ 0123 Human Resc /2012023 2:07 PM 2/28/2023 ¢
> D Administration Date Modified « [J Records Management - Cutoff
. M7/2023 1:37 PM 27720231 . »
> [ Beach City College Anytime v [] Records Management - Disposition
122/2022 10:04 AM 21212023 4:
> [ Business Process| Template [ Records Management - Holds
> [ City Clerk . v 13172022 3:07 PM 4/29/2022¢ [] Records Management - Record Name
> D City Council Add Field /1772023 1:54 PM 217720231 [JJ Records Management - Record Series Properties
> [ Development Custom Quick Search J11/2022 9117 AM Af11/2022 ¢ [[] Records Management - Vital Records
> (] Finance - v 2/15/2021 2:32 PM 3/24/2023 * [J Search Syntax
» [ ] Human Resources Reset [ size
1772023 1:31 PM 27720231
[ O Tag
O [ Marketing 2/17/2023 1:58 PM 2/17/2023 *
> D Learning and Development Template
v[] Legal O £ mayor's Office 2/17/2023 1:29 PM 2/17/2023 1 _
Manage Custom Quick Searches Cancel
> [ Contracts O £ NHO 5/27/2021 10:33 AM 3/14/2023

Searching
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Customize Repository Toolbar
(Web Client)  mr—

Options
1. Go to Options by o
clicking your - & v
Username. A
2. Panel on left, under £ 4 impor
Options select Tools. e
Select optionitems ™

O nd dee. Advanced [ Delete
[ Delete Page
[% Open
= Print
[3] Move or Copy
Copy Pages To
("= Move Pages To
[3 Check Out Document
[ Check In Document
[ undo Check out
EH Generate Report
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Customize Columns

Y |Pag. T

PM Column Picker

Sort Columns

PM —
[J | Name Y~ 2 gfeation date L4 Last modified ¥+« 1 Pag. Y | Template y M= «
PM =
O 2/17/2023 1:31 PM 2/17/2023 1:31 PM <C
PM 5
o
0O [ 2019 2/17/2023 1:31 PM 2/17/2023 1:31 PM
AM
0O [ 2020 2/17/2023 1:31 PM 2/17/2023 1:32 PM
O D 2021 2/17/2023 1:32 PM 2/17/2023 1:32 PM
O @ Nondisclosure Agreement - ... 2/17/2023 1:32 PM 3/5/2020 3:51 PM 3
Configure Column Display O @ Nondisclosure Agreement - ... 2/17/2023 1:32 PM 3/5/2020 4:04 PM 2
Auallable selected Remove Al Reset O @Y Nondisclosure Agreement-... ~ 2/17/2023 1:32 PM 3/5/2020 4:06 PM 2
‘ MName
Common Columns Creation date I O Nondisclosure Agreement - ... 2/17/2023 1:32 PM 3/5/2020 4:07 PM 2 Nondisclosure Agreem...
Last modified
Checked out by
Created by reges O Nondisclosure Agreement - ...  2/17/2023 1:32 PM 4/13/2020 1:34 PM
Electronic file last modified Template
ety b O Nondisclosure Agreement - ... 2/17/2023 1:32 PM 4/13/2020 1:41 PM
Extension
:425 tais I O @ Nondisclosure Agreement - ... 2/17/2023 1:32 PM 6/1/2021 2:16 PM 2 Nondisclosure Agreem...
naexe
Last modified by
Latest version O i@ Nondisclosure Agreement - ... 2/17/2023 1:32 PM 6/1/2021 2:23 PM 2 Nondisclosure Agreem...

Location description

Text pages

Total document size

Save Profile Cancel
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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.

23



Questions?

THANK YOU!

Laserfiche 101
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