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Jeffco Forms
Laserfiche Forms
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Confirmation 
of Enrollment 
& Attendance



Purpose
Increase COEs collected by Jeffco registrars

Ensure security of student PII

Eliminate faxing and paper
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Design
EASE: for requestor and respondent

SECURE: form contains student PII

Reporting
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Build
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Initial Request
1. Form submitted by internal staff
2. Upon submission, triggers Workflow to 

write data into custom SQL table
3. Emails requesting outside entity to fill out 

form below



Form View
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https://jeffcopublicschools.docunavservices.com/Forms/coe


Form View
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Build
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Outside Entity Request
1. Form submitted by outside entity

a. Looks up data from initial request
2. Routes to Registrar for approval
3. Upon approval, triggers Workflow to update data in same 

custom table
4. Saves completed Forms process into Laserfiche to file into 

Students folder



Form View
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Form View
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Form View
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Improvements
Longer testing window

Appropriate testing window (i.e., not summer)

Diverse testing group

Detail reporting requirements
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Enhancements
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PowerBI integration: Each registrar will have 
a dashboard that allows them to see their 
withdrawn students, whether the COE was 
sent, received, and filed.



Long Term Roadmap
Integration with Records Order Form to automate 
sending records to receiving out of district schools
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Q & A
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Records 
Order Form



Purpose
Replace previous vendor:

●Decreased support

●Anticipated price increases

●Expected changes in services

Internalize this revenue stream
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Design
● Require requestor information and former student 

information
● Require ID verification and/or authorization to 

receive records
● Accept credit card payments or coupons
● Ability to generate coupon codes
● Retain a record of the request
● Ability to assign task to a group
● Reports: accounting, users, requests
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Build
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Records Request
● Form submitted by public

o Includes taking online payment based on type/quantity of records requested
● Routes through approval based on type(s) of records requested
● Triggers Workflow to find requested records in Laserfiche and copy for staff
● Staff provides copies via Direct Share
● Saves request to Laserfiche
Coupon Management
● Form submitted by staff 
● Triggers Workflow to add/update/disable coupons in custom SQL table



Form View
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https://jeffcopublicschools.docunavservices.com/Forms/Records-Request


Form View
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Form View
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Form View
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Improvements
Longer testing window

Timing of testing window and staff access

Challenges with Authorize.net

Internal: Process to establish new accounts in 
Jeffco and with bank partner
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Enhancements
Auto-password generator

Call Direct Share in the workflow

Student records populated in Jeffco repository

Expand form for additional request types and direct them 
to the correct staff

SRC staff retains access to all student records requests
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Long Term Roadmap
School-based request form to process requests for active 
students, receiving out of district schools, and the ability to 
monitor those records requests over school breaks for 
processing by central staff, if needed

School-based Chromebox kiosks for in-person ordering

One stop district portal for all records requests beyond 
student records, i.e., FERPA, HR, and CORA requests

26



Q & A
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Contacts
Sandra.DiazDeLeon@jeffco.k12.co.us

Jeremy.Felker@jeffco.k12.co.us
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mailto:Sandra.DiazDeLeon@jeffco.k12.co.us
mailto:Jeremy.Felker@jeffco.k12.co.us
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