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What does Document
Management do for your
organization?

 Resolve Paper and Storage Issues
e Gain centralized control over content

 Access content through various
Interfaces

 Automate business process
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What paper issues?

 Originals typically misplaced

« Slower distribution

 Paper is labor-intensive

* Inconvenience of retrieving files

o Staff spend 25% of their time searching
for documents

e Storage
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Core Capabillities

e Search and Retrieve
e Capture

e Distribute

e Automate

e Secure
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Search and Retrieve

e Text

e Entry Name

e Flelds (Template/Index)
 Annotations

 Folder Name

o User

e Date
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You Can Run...

e Client
e Web Access

e Mobile Access
— |OS
— Android
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Client Access

({8 SCCOE-TEST - Laserfiche

: Location: SCCOE-TEST > [ Go | Search: Enter a search term £~

: File Edit View Tasks Tools Window Help

Folders ¥ || Name Pages Indexed Creation Date Last Modified

@@ Laserfiche Repositories __|Accounting Yes 10/27/2014 10:38:52... 10/27/2014 10:38:52...

=) ~IGeneral Services Yes 10/27/2014 10:39:54.. 10/27/2014 10:39:54..
| Accounting __|Human Resources Yes 10/27/2014 10:39:26... 10/27/2014 10:39:26...
[+ | General Services _|Infarmation Technolo... Yes 10/27/2014 10:39:43... 10/27/2014 10:39:43..
-] Human Resources _|Warehouse Yes 10/27/2014 10:40:00... 10/27/2014 10:40:00...
[+-_| Information Technology
H- | Warehouse

-2 Recycle Bin

5 entries < SCCOE-TEST (ADMIN) NUM
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Web Access

Laserfiche' Web Access 3 ADMIN@SCCOE-TEST | Settings | Help | Support Site | Log Out
Santa Clara County Office of Education File + Export » Edit + Tasks «
Folders Search Current folder
ERFYsCCOETEST | Sear [2]~]
_ | Accounting
Name Pages | Indexed Creation Date Last Modified Volume Template Name

| General Services

=] Human Resources — | Accounting Yes 1072772014 10:38:52 AM 1072772014 10:38:52 AM SCCOE-TEST
= | Information Technolagy __| General Services Yes 1072772014 10:39:54 AM 1072772014 10:39:54 AM SCCOE-TEST
= | Warehouse ~ | Human Resources Yes 10/27/2014 10:39:26 AM 10/27/2014 10:39:26 AM SCCOE-TEST
Recycle Bin __| Information Technology Yes 1072772014 10:39:43 AM 10/272014 10:39:43 AM SCCOE-TEST

— | Warehouse Ves 10/27/2014 10:40:00 AM 10/27/2014 10:40:00 AM SCCOE-TEST
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Mobile: I0S or Android

01 Browsing in Laserfiche
02 Document Viewer Ba...

03 Working with Docum...

04 Browsing in Laserfich...

05 Working with Docum...

O C OO ©

What is Laserfiche?
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Capture: Many faces of Importing

e Scanning

« Snapshot g
* PhotoDocs &

« Office Integration

o Laserfiche Mobile

e Quick Fields

e Import Agent
e Forms
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Capture thru Scanning

Laserfiche Scanning Mode

Choose a layout for scanning images:
-.,_-_.-Basic mode

This mode provides a quick and easy way to scan a
Laserfiche document. This option is recommended for
beginning to intermediate users with basic scanning needs.

(@) 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

- Universal Capture - Laserfiche Scanning — @E’Eﬂ

OK ]l Cancel ]l Help

View Action Help

Bnning '-HH E‘ Count: 1

Directory: \\portal3\lfscan\TSB\Lydia -
- R0

nat is Laserfiche?

che is @ content management system that enables you lo store, arganize,
cess your organization's information digitally, You have complete confrol
hat type of infarmation is stored, how long it is kept, and who can view the
tion. For example, you can store PDF documents, Microsoft Office.
lents, audio and video files, and much more. Laserfiche also allows you 1o
modify, and delets content
lample, a city can use Laserfiche to store and organize public records, Not
at. they can find a record quickly by searching the record’s text or metadata
nal information added to a record, like the date it was created or scanned
serfiche). Large physical filing cabinsts full of folders and paper are no
needed, aliminating unnacessary paper and saving you space and ime

jare different ways to view this information, depending on the type of access
ed.

[fiche Client

serfiche Client is a local Windows application installed on sach maching

eds access 10 Laserfiche. This application gives you full control of all your

htion. You can view your documants, add matadata to tham, secure them

, etc.

I
of2 b &

For Help, press F1

|| File Type: *tif*1iff M
Document Properties

Document name:

| »

Untitled

Fields | Tags Settings

Template

Document

m

Type

Category

Addressee

Date
I

Abstract

-‘

i1

More Options:
N #1 Split Document
£ Move to New Folder
7 U0 Store

Page 1 of 2 Image: 2550 x 3300, 300 X 300 DPL
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Capture thru Shapshot

™| Laserfiche Snapshot Configuration (Current User) . EE
e N Nl - .

i, -

General |Temp|ate I Tags | Document Handling | Text |Advanced|

After a document has been printed:
(@) Assign itthe configured properties without prompting
(") Promptto configure properties

Default document properties

Name: %(PrintJobMName)
Folder: \ D

Volume: [:Use client's default volume> vl

Connection information

Repository: SCCOE-BSB@ric-scanll.sccoe.org

Authentication: Windows Authentication
Printer settings:

-

Current value for the Count token: o

x

ok || cancet || appy || Help
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Capture thru PhotoDocs

&3 Laserfiche PhotoDocs. o . - - = 15] |
-y
‘Auto-Rotata and Crop Book Pages for Accuracy ~ |ﬁ ¥ . * : , .‘ i | [@ % 'e Layout
Source Ble 9 @ Workspace E©——U-® Document properties 2
C:\Users\Public\Pictures\SCCOE LN = Decument Name
= _ untitled [>]
Untitled Mg Fields | Tags ' General
Template: EEEC N

Document

Lo$ GATOSSuRATOGA Union HiGH SCH1

] 1 < = Type (
l ! i | Category
q Wi Addressee =
¥ (
‘ Date
10/27/2014 5:1...
il {
Abstract
m -
Author
10/27/2014 5:1... [
- i - | Priority
Processing Information o ) [
H Exhibit
|® i} Error5| |L0 Wamingsl |E_j 0 Messages| Details [r
2 Message Process Document Source Page Time Duratioi || * | i, ] i
Document Options: =
Store H
View default document properties
-
4 I [ K1 —T— »
elected 1 document yCCOE- (ADNM
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Capture thru Office Integration

-

Hile Home Send / Receive Folder iew Lazerfiche
L% |e' @HH - U |; Best Practices for Document Capture.docx - Microsoft Word =HEN X
]

Home Insert Page Layout References Mailings Review View Acrobat Laserfiche o @

L
n

Save to Save to  Save Attachments  Help

Laserfiche Open Folder  to Laserfiche = ﬁﬁ @
- Save to : N Brsio Laserfiche
Actions HElp Laserfiche - RN

Actions version Comments| Laserfiche Metadata

Best Practices for Document Capture

[n]p &1

Document Capture from A to Z

If your business is like most, you probably have lots of records that you

may need access to in the future, but at the moment are just cluttering up .
your office or storage area. Fortunately, with digital storage becoming .
_mara rnnuaniant _and mara caniira manu hiicinacess ara nautahlata 7
Words: 429 | 535 | I E R E = 100%(—} [} +]

Office of Education
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Capture thru Mobile Access

01 Browsing in Laserfiche

What is Laserfiche?

Lasmtfichie ls 8 ¢ b

02 Document Viewer Ba...
03 Working with Docum...

04 Browsing in Laserfich...

Lacerinhe Cliest

O C OO ©

05 Working with Docum...

B

Browse

Office of Education
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Capture thru Qui

ck Fields

é.ﬁeneral Aeplication - Liniversal Capture - Quick Fialds
File  Edit

=

WViewe  Action  Scan Toali  Help

3 ¢ [y

X ~B

3 Feneral Apaicalion _
-t Pra-Claszfication Plocesing
-8B Classificalion

i) ERTIEET

P-4 | Fnencial 2id

ADMISSION AFPLICATION

Laserfiche

Run Smarter”

= =g

PaEdd

'J.l'-' .‘{ "*. Search Directory:  Coldsershnisty kalousek\Desktophdpplicatio = | File Tiype: = tif 2
.st:inn Eunfigl‘Jmtir:m - O x' :,':E'l':l'. =) 1‘3% - n n 'Samplzs = & ;.ﬂ.dmis:inﬁ - 4 !:

: | Defeut documert nams:

| [First Meme) SoiLast Mame) - admis | = |

|| Ficlds | Tags Froperties

Template: Applicabion

ForHelg, press F1

Sasclon Configuration | Profikes | T A —— S T
= T - Hurier Jasor Dkl Heme
TurneE At Redizing o
: i e s e =i F|Fiet hlame] % Lact - |;J |
J Docurmient Man ager Perspecive Ave. Los Angeles. G&  S0008 Uinited Siates Namal 3
-4 2| Unidentified Do curments
o e A T | W R Tod
13-255-4088 268-45-7098 JasoniffiHunter. cam
- Shugent |0
S Ea
1B2T Parspeciive Aws. Los Anpsles. GA 90006 Linited Sintes [Ll
[ pe——— | = Tra
#13-555-4055 JasonGiusier com o b A L A
fT TS AT Iy Mdmizzian - |T|
] ]|
L T Addiess
| Pracessing [nformation = P X yaddecs] 5 [T]
|§3 OEmars |_L [Varning s | |I}IZI blzssa ges | X Clear 8| -
Mere Opticns: —
MESI = PIDCES.. Dn:um " Pﬂ Du:l.rne.. =
I =2 = 75 harage Metadata..
| Froceczing Irformnztion | Find Documsnts | Thix binak -_‘ Documere Clazs Seftngs

Page 1 (3,933 4KE): 1550 3300, 28 X 1M OFT i Ly @ &

Y
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Capture thru Import Agent

& Import Agent Configuration Utility

Profile VYiew Zervice Help

o w

Marne I Monitored Directomn | File Filter | Schedule

Budget YME zeter'\Budget Al files Import always
My Prafile C4Files\20055Brochures  ".pdf: " doc Maonday [8:00 PM) ta Tuesday [5:00 AM);

(
é Santa Clara County
Y Office of Education




Capture thru Forms

Vacation Request Form

Emplcyes Name
Today's Date ¥

Vacation Information

Start Dats v
End Date -
Centact and

Replacement Info

Additional Comments

Reason for Request

Submit

Office of Education
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Distribute by... sharing

Santa Clara County -ér Office of Education Document Manage ment b eSCQhOE egy

ct the repository to log into from the available list
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Automation

e Workflow
e Quick Fields
e FOrms
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Automate thru Workflow

L Workflow Designer | =
File Edit View ‘Workflow Tooks Help

ABa s X 2-C pEEEEE D YR

Toolbey -0 X

_ FRude Marisgey | Hiring® | » 4 b x | Propeties DX

&% Conditional Puralel
& Corditanal Sequence

1 Desdiee Rloute Entiy 1o HA
f'- Delay

. End Worldlow Actiprily D‘E's.tr -
3‘_Eﬁtm = = Foules & Lageshche erivg to 2 -
o) For Each Entry speciied groag
g:“::::" 4 Route Entry to |
ot - opons
) For Each User HR ﬂm_ll_np_t}_phum
) For Each Vahse Requined
0 poratel i Group
- Human Remmecs:
" Berwat
3 Dpbonal
o X — Search Tolas e
s B " Repository \BPM105: I o Busin
{J Mowe the eniny
=
| mmmm | N feelds or templates aa
- :l 0 Fnr EaCh . Mo lagy ae acdded of s
Entrv - 2
Ry

Workflow Sencer: localhost

Office of Education
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Automate thru Quick Fields

é.ﬁer‘ieral Agplication - Universal Capture - Q uick Fields

File  Edit Wiew  Action  Scan Toali  Help
: com B AP " En ] A
2 = bl L X A8 Paae"
-,;!'.- v" .A. Szarch Direcbory: CUsershmisty kalousek\Desbop\dpplicatio = | File Type: *tif =i
-st:inn Eunfig;.ntir.}n = x' :.31} =) 1.3% - n n Samples = B ?D.dmi::iun
-'-J Gereral Apofication | : Diefeult documert rame:
,:‘._:, ga.l:j;s:ercaﬁnn Proceszing l_ = h ADMISSION APPLICATION | | “[First Meme) ShiLest Rame]
- Claszficafian f ‘
+-4) BT aserfyiche :
i | Frencial &d Run Smarter’ [[Fields | Tags Fropettes

Template: &pplication

ForHelp, press FL

Page 1(z.933 4 KB]: 25502 3300, 200 X109 DFT.

Sacdon Configuration | Profiles | I —— i
& T = Hunier Jasor Dinalch N
acLrae it Resdsiog
= ety i ot #|Fiizt Mane] % Lact
& ST =
5 Docurment Wan ager 13T Perspacive Ave. Los Angeies. CA| 90008 | United Sizes Hamel
-4 2| Unidentified Documents -
T 1 =
21 3-080-a048 268-d5-TO9S dasonffHumten com
P g A v G D mma b TR L e Shadent|D
e p e = o
1BIT Perapaciive Auws. Los Angsles. 04 O0O0E Uritec] Sifstes
T e r——— =5
213-555- 4655 S GHuier com Appicatan Tipe
L SR BN T Admizzion
| i 0 H
L L - - x Addes
| Processing Informaton - 31X Elhddies)
|§3 OEmars |_LDWarnings | |I}D dzisages | X Clear &l
M ore Dpaoiz:
MESI = F.IDCES.. I:Im:um " Pﬂ DDELH’E.. | =
I = = B Mansge Metadala..
| Praceszing Irfarmation | EndDocuments | Thir binak -_‘ Documert Clazs Setbngs .

()

-2

- &dmie

=]

’liJ'__

]
- B

@ &

(
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Automate thru Forms

~

DBAS Scanning Cover Sheet Technology Services
Mo =

sty

User

Type of Services* Select type of DBAS Service
Advisory Services
Business Services
Charter School

List of SCCOE Choose from drop down menu
Districts * v
List of Charter Choose from drop down menu
Schools * v
Fiscal Year™* Choose from drop down menu

Document Name*

Attachments ® Choose Files |

Or drag files here
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Secure... lock it down

 Granular Security

e Windows/Password
Authorization

e Audit Trall
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Granular Security

Gene.. | Groups  Rights | Tags || Auditi.. | Attrib..
Assign Rights Effective Rights

Feature Rights:

. |Name Description Set All
Scan Enables scan function
~ Clear All
Import Enables import function = E:

Search Enables search function

>-
Oooos

Print Enables print function

Privileges:

As... | Name Description Set All

Manage Trustees Administer users and groups -
~ Clear all
Manage Volumes Administer volumes

Manage Entry Ac... Assign entry access nghts/Se... W

Oooo

Manage Templat... Create and modify all templat...
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Windows Authentication

Available Repositories

SCCOE-TEST

—

Use Windows Authentication

OPEN ATTACH &) REFRESH
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Audit Trall

e Constantly monitor and record events
such as:

* Login and logout

= Creation of files

* Modification of files
* Printing

= Viewing

= Exporting
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Audit Trall ...more

* Provides detall reports to identify
trends and isolate behavior pattern
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