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Welcome to Laserfiche

Laserfiche is a Windows application allowing you to store, organize, and access your organization’s
information. You have complete control over what type of information is stored, how long it is kept, and
who can view the information. Laserfiche also allows you to create, modify, and delete content.
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Laserfiche Concepts

w

i

v &

Repository:
A repository is a place where your files are stored. It contains your documents, organized
within folders, and additional information about those documents and folders.

Folder:
Folders aid the organization of your documents. They can contain imaged documents,
electronic documents, shortcuts, and other folders.

Imaged Document:
When you create a document by scanning or importing pages into the repository, you
create an imaged document.

Electronic Document:

An electronic document is a document that contains an electronic file, such as a Word
document or PDF. Electronic documents can contain searchable text and metadata, and
they open in their native applications through Laserfiche.

Document:
Laserfiche uses the term “document” to refer to an imaged document or an electronic
document.

Fields:
Fields contain additional information about the document that you can use for reference
or search and retrieval.

Template:
A collection of fields that can help categorize documents or folders.

Metadata:
Metadata is a general term used to refer to information associated with a document.
Metadata consists of field data, tags, version information, and linked documents.

Volume:
Volumes reflect the way the Laserfiche Server organizes and manages files. When you
create or import a document, you will specify the volume it will be stored in.

Briefcase:
A briefcase is a single file that contains exported Laserfiche documents and folders.
Documents will retain metadata, images, text, electronic files, and annotations.

Indicates new features in Laserfiche 8.



Getting Started

To view information stored in Laserfiche, you will need to open a Laserfiche repository. If a repository has
already been created, it will be displayed on this Laserfiche Start Page. If you do not see a repository,
contact your administrator for help creating or connecting to a repository.

—— If a repository has been previously
created, you will see it here.

Available Repositories

MyLaserficheReposito
OtherRepository

Options ==

L 0 000 ]’ OPEN + ATTACH 0 REFRESH

—— Double-click or select
and click Open to
open a repository.

B For more information, see Getting Started in the Laserfiche Client help files.



Folder Browser

The Folder Browser is the main workspace where you can work with and find your organization’s
information. The primary visual aspects in the Folder Browser are the toolbar and the panes.
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Double-click a document icon to

open the file.
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B For more information on navigating and customizing the Folder Browser, see Learning About Laserfiche
in the Laserfiche Client help files.



Searching

After storing your documents in Laserfiche, you can retrieve them by using one of a variety of search
types, or you can use the Quick Search in the Folder Browser to perform searches quickly without opening

the Search Pane.
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Frequently Used Search Types

' Basic Search E Basic Search can perform the
same searches as the Quick
Search terms: Search.

Search within:

W Document Text ¥ All Fields
™ Entry Names ™ Annotation Text

> Modification Date E Search by modification

Find documents or folders modified between or creation date.
these dates:

from [4/1/2008
to  [4/15/2008
¥ Modification Date [ Creation Date

- User r Search for entries created, checked out, or
i - owned by a specific user.

Find documents and folders associated yase

with the following user:

W' Created By ™ Owned By
™ Checked Out By

~ Advanced Search _7 View or edit Advanced

Search syntax.

Enter the phrase to search for:
{LF:LOCEIN="MyRepository\"}
&

{LF:Modified>="4/1/2008",

Modified<="4/15/2008"} &
({LF:Creator="admin™}}

™ Include advanced search criteria in

query

B For more information about searching, see Searching for Documents in the Laserfiche Client help files,
or search support.laserfiche.com.



Document Viewer

The Document Viewer allows you to view your document’s images, text, thumbnails, and field data. With
sufficient privileges and security rights, you can make changes to a document, apply annotations, set field

data, modify the text associated with each page, manage the pages in the document, and print.

Image Pane
The document
image.

Text Pane

Add or modify —

searchable text.

e Declaration of Independence - Laserfiche

Metadata Pane
Add additional information

to organize your documents.

I Fle Edit View Tasks Annotations Took  ‘window  Help
: Wl v ‘ﬂﬂ — GO0
H - | ! - | P q i
: ﬂ = \_7 g \IJ l | }% }%| ‘ ¥ CiLl .
el = = = = =< = -
_'I Text L] X—|
~
Here is e complet et of the Declartion of Infendnce. The ceginal sellng and capialcation v :
= Here is the complete text of the Declaration of Indepenc
(Adopted by Conghess on baly 4, 17751 been retained
The Unanimoas Declaration of thf Thirteen United States of America
When,in the course of husan events, it bechmes nesessary for ane peagle 10 dissobve the
political bonds which have comnected them vfith another, and to assame among the {Adopted by Congress on July 4, 1776)
powers of the earth, the separate and equal sfation to which the laws of nature and of (4
natire's God entitle them,  decent respect t the opinions of mankind recuaires that they ¢ i S
skl dictare he caurses which sl then f e separation 5 -2
We hold these: trutks 1o be self-cvident, that il men are creased equal, that they an: IMetadata o x4
endomed by theis Creator with certain unabefable sighis, that amoss hese By |
and the parsuit o happimess. That to secare fhese rights, govenments e ‘ - -
amoeg e, dervisg their just o owss fom e cossan of the govarmed. That wbanener Fields | Tags | Links | Versions |
o of government beo these ends, 8 15 mthsm uerrmnkn A
to abolish & : .
Template: |G9ﬂ9f8| <
establiched shen g
experience hath show Category E
suffierable, than 10 right themsehes by y =
But when 1 loag traim of abuses and wsurpatifes. pursuing imvariaby the same object |
vinoes a desin 1 reduce them under sisolthe despotism, it is their right it i teir dury.
o throw off sach govemment. and 1o providf new guards for thelr faure securisy. —Such Date
s beeem the pavient sulFera . assd such is now the nevessity whish
constrains them Lo Mer smment, The Bistory of the present I N b4
King of Gircas Baissn is a hisiary of repeasecfinjurics and usurpaiions, all havieg in direct
okject the establishment of an absolute tyrangy over these states. Tor prove thes, I facts Author v
e subssrted 10 8 caseld world
e has refissed Bis assent to laws, the most Yhclesame and necessary for the public good I Thumbnails (=0 |
i ha o his overnoes to pas s immediste and pressing importance, uless ~
anspended m (heir operation till his assent shpuld be obtained. and whes so aspended. he
has usterly negleeted 10 atiend 10 them
Hie s refssed 10 pass ather laws for the acfommadation of larpe districts of people =
unless those peoghe wouk refinguish the rigH} of represantation in the legislature, a right
Imestimable 10 thers and formidable 1o tyram § onty —
1] 3
v
MyRepository (ADMIN) Image: 2560 x 3300 , 300 x 300 DPI Page 1 of 4

To zoom to a specific region of a document, hold CTRL
while drawing a rectangle around the area to zoom, then
release the mouse.

Thumbnail Pane ——

View pages at a
smaller scale for

easier navigation.




Document Viewer Toolbar

The Document Viewer toolbar allows you to perform basic operations, such as adding image and text
annotations, zooming in and out of the image, and determining what type of information is displayed.

Panning Tool Add Highlights Previous/Next Page
Scroll and drag
your image.
Save Add Stamp Add Redactions Generate Text
Create searchable text.
VNeY2 PLALIO
-y | L ab
~‘5 \_? _é% k # =l [l
Print Add Sticky Note Zoom In/Out
Zoom Tool Edit Text Rotate Image
Edit the OCRed text of Rotate the image 90°
your image. (Clockwise).

Text — — Metadata
Image Thumbnail
0 A= | GGG |
B | || == |||=—|||GOL

(view/hide each pane)

B For more information about the Document Viewer and Toolbar, see Visual Elements (User Interface) in the
Laserfiche Client help files.



Importing

Any file can be imported into a Laserfiche repository. For example, you can import previously scanned
images, PDFs, Word documents, and other electronic files. When importing files, you can set basic
document properties such as the name of the document, the folder where it will be stored, and field
data. You can also send documents from Microsoft Office, Microsoft Outlook, and Windows Explorer
directly to a Laserfiche repository.

Tasks Tools Record:

Ctrl+0

File | Edit Wiew

=l Cpen

' Hew 2

Rename...

Delete

Alt+Enter
B

Expoark »

e

. Properties...

Click File, Import 4 Impart...

to import a file.

Prink. .. Cerl+P

e[]

| Print Folder Contents...

Scan...

Recent Docurnents 3

| Mew Browser Window  Crrl+Shift+8

| atkach Repositary, .

=z

Detach Repository

Log Cut

. Log Out of All Repositarias...
Close Window

| Exit

Choose where to
store your document. —

Name your
document.

ff Import to Laserfiche

Marne: |
General |Fields | Tags |
Assign field and ! !
tag information e
' | Myl aserficheR epositoryd, | Browse, .. 1
wolurne:
| DEFALLT v/
Decide if you want fv] Generate searchable bext
text generated from Index 4l pages
the document.
[ oK ] [ Zancel l ’ Help




Microsoft Office Integration

Office 2007 Outlook
é i H2-0E0 )+ My Document - Microsoft Word [ mbox - Microsoft Outlook
B :| File | Edit View Go Tools
. Send a copy of the document to other people . N
Office 2003 ) e _ e
] Emal 1 Open
~ Send a copy of the document in an e-mail H i
2} Documentd - Microsoft Word g Cpen message as an attachment. A Closg All ltems
il File | Edt  View Insert Format  Jools  Table Mt fo . B save As...
| I save Use an Internet fax service to fax the
F I - document. Send to Laserfiche
=
[ L Spen... Chrl+0 = . Laserfiche Save Attachments
e AL Archive the current document to Laserfiche.
Close || Folder
Lo Ctri+s L@ Print 4 {59 LaserFiche Office Add-in Data File Management...
Gove s Press F1 far more help. R
Save as Web Page... 52 Prepare ¥ Archive..,
File Search...
= = Page Setu
I E Send » 9 e
Permission 3 I;k Print Preview
Wetsions. .. E‘;;’: EOER O U Print.., Ctrl=P
Weh Page Preview Cached Exchange Mode
L
Page Setup.... Close Wark Offline
i Print Preview Exit
‘ 23 word Optians ‘ |X Exit Word X
| Print... Ctrl+P
| Send Tor s Mail Recipient
Propertiss = Mail Recipient (For Revisw),.,
1 T AClient-Server Owerview and Con... o Mall Recipient {as Attachment)...
2 C:\.. A\ Client-Server Owerview and Con, .. | Routing Recipient. .. Send Microsoft Offlce a nd
3 T Alient-Server Overview and Con... Exchange Folder... H H H
Sl Bl Microsoft OQutlook files directly
4 CiAlient-Server Overview and Con, online Meeting Participant . .
to a Laserfiche repository.
Exit Recipient using a Fax Modem...

Recipient using Internet Fax Service...

Microsoft Office PowerPoint

Web Folders

Eile  Edit

Laserfiche

[

»

»

3

eneral%20Documents;

Wiew  Faworibes  Tools  Help

o20William%20Shakespeare =] E3

G

@Back - l\:) - Lﬁ

()
P Search

FE:‘_ Folders

'

Address ID http:f ftrenton)ifiGeneral%200ocument s S92 0William%: 205hakespeare j Go

Folders

x

B3
=

®

General Documents d
[0 1 Laserfiche Product Brachures
[ 2 Laserfiche Product Mews

[ 3 Laserfiche Press Clippings
CI4 Interesting Articles

[0 5 William Shakespeare

[ comedies

D Histaries

=] Poetry

a Tragedies

D & Electronic Documents -
| 3

=

(c

D Histories .

di s

a Poekry
2 Tragedies

—— [ Access electronic
documents in your
repository from
Windows Explorer
using Web Folders
(may require
administrator
configuration).




Exporting

You can export images, text, briefcases, electronic documents, folder contents lists, and search results

lists.

Attach Repositary. ..
Detach Reposkory
Laog COuk

Close Window

Exit

Log Cuk of All Repositories., ..

Export Images

File | Edit  Wiew Tasks Tools Records Window  Help A
|45 ©pen Chrl+0 S : —
[ 3 ‘I_—l E | ng "D|
Rename
75 Delete | » || Mame
|] Properties... Alt+Enter General Docur
H Import,..
| 5aMpLE2
Expork 4 ||@ Images... :@: I
= Print... Ctrl+P Iext...
Print Folder Contents. .. fall| Brisfrase...
I Scan... @| Electronc Document. ..
Recent Documents 3 List Contents...
=] Mew Browser Window  Crrl+Shift+5 Eu:ulderCor:tents...
=

———— Click File, Export and

select what you want to

export.

When exporting images,
you can choose to save
them in different file

Save in: | (£ My Dacuments

My Recent
Documents

F

Desktop

=)

L‘

My Documents

v

My Computer

v 02 e E

@My Music

@My Fictures

31561 Server Management Studio
I3 visual Studio 2005

formats, including PDF.

Password protect images
exported as PDFs.

File name: IEe AFLE 4" I | I Save l
g Save az type: | FDF [color/grayzcale] w | [ Cancel ]
by Netlwork
Page range
@ al

e ——

[ open exported file( s) immediakely

Enter page numbers and/or page
ranges separated by commas,
Example: 1, 3, 5-12.

B For more information about importing and exporting documents, see Creating Documents and Exporting From
Laserfiche in the Laserfiche Client help files, or search support.laserfiche.com.



Annotations

A wide variety of annotations can be applied to your documents, some to either an image or text, and
others only to an image. Text can be added to a document in the Text Pane.

[ Text Box > Attachment

i Comedy of Errors - Laserfiche

! File Edit Wiew Tasks Annotations Tools  Window | Help

eI =N EEN

~
Highlight I THE COMEDY OF ERRORS
THE COMEDY OF ERRORS
Redaction —f——=
CRAMATIE PERSONAE _
—_ —_—
> Strikethrough e pet-oh S
cus 31 | ANTIPHOLUS |
ANTIPH =
» Underlj m{ fwin brofhers, ond sors to AFgean and AEmilg } OF EPHESUS |
nderline ——f——— ool | twin brothers, and sons to AEgeon and A
e ANTIPHOLUS |
DROAMIC OF EPHESUS CF SYRACUSE

| tuir brathers, and atterdants on fhe twa Antipholuses,
DROMIO OF SYRACUSE |

DROMIO OF EPHESUS
) Rectang [e BALTHATAR a mearchant |
ANGELD o gakismilh,
. twin brothers, and attendants on the tfo A

first Merchant  friend 1o Antiphalus of Syracuse., d——

S nd Merchant towhom Angelo is o debior. DROM'O OF SYRACUSE 5 |
> Freehand ————{ enci aschoomaster.
AEMILA  wife to AEgeon, on abbesdat Ephesus. BALTHAZAR a merchant
ADRIANA  wife to Antipholus of Ephespis. .
LUCIANA  her sier. AMGELO a goldsmith
LUCE sanvant fo Adriana. st sl
A Courtezan.
> Callout Text — friend to Antipholus of Syracuse.
B At Qe s o e el i )b ]
gl >
MyRepositary (ADMIMN) | Image: 2560 x 3300 , 300 x 300 DPI Page 1 of 67
[» Line [» Image

Texkt 480

To edit text, right-click in the
Text Pane and select Edit Text. THE COMEDY OF ERRORS

You can also click the Edit Text _
button on the toolbar.
SOLMNUS Dulke of Enhacys (DLIH
Edit Text
=l c button EECha-morchartobsyrackss-
| am adding text.




Metadata

Metadata is information associated with a document and consists of fields,tags, links, and versions.
Metadata helps you organize and find documents and folders.

Select a tag to add to your
document.

Select a template.

ﬁr Metadata - My Document

| Fields | Tags | Links: 1 | ersions: 2 |

Tag Descripktion  Comments

E1 @)y Tag

ﬁr Metadata - My Document

[» Add or remove fields
without associating
them with a template.

Link to or delete a link to
another document in the
repository.

Create, import, delete,

Fields |Tags || Links || versions |

Template: |Genera| __'_l

Category

| &l

Date

77 |

Author

| i

Add/Remove Fields...

OK Language

|Eng|lsh =]

[ Ok ][ Cancel ][ Help

]

'ﬁr Metadata - My Document

| Fields | Tags | Links: 1 | versions: 2|

Mame Link Type Reverse Link | Path

v Other Document  Attachment  Message

fﬁr Metadata - My Document

| Fields || Tags | Links: 1 | Yersions: 2

A

and view versions of a
document.

B For more information about annotations and adding information to documents, see Viewing and Working with Documents and Assigning

Marne Wersion | Date/Time Creator  Pa

Yy et Docurnent 2 28] A ADMIN !

|7 my Document 1 3f28/2008 11:53:02 AM  ADMIN

QK
55| | &
&
| | A

[ oK ][ Canicel ][ Help ]
A

Information to a Document in the Laserfiche Client help files, or search support.laserfiche.com.



Moving Pages

Pages can be rearranged within a document or selected to create a new document.

i File

i Alls Well That Ends Well - Laserfiche

Edit  ‘Wiew

T

Tasks  Annotations  Tools  Window  Help

ALL'S WELL THAT ENDS WELL

LA TR PERSAR
BCING OF FRAMCE (KING )
DLKE OF FLORESICE [DUKE )

BAERTRAM  Coamt of Ressillon

LAFEL a0k ferd
PALGHLLES o fikonser of Herisam
Stewaré
servant in fhe Costen of Boasilio
[
A Page (Pugc}

COURTESS OF
BOUSILLON potber o Bensn (00LNTESS |

HELENA o gl owmeran profuctes oy the Courim,
A0 00 Widosw of Floreeoe. [Widaw )

DIANA  damghtor i e Wido

VIDLENTA

b fiesds 10 e Widdes
MARIANA

Londs, OTwcers, Sohdiers, & Frenchand Flosewise

5]l

MyLasetficheRepository (ADMIN) Image: 25603 3300, & -

Open Page

Cuk
copy
Paste

MNew Document
- Rotake Imageis) »

Send Pagels) in E-mail. ..
Delete

To create a new document
from an existing page,
right-click the thumbnail
and select New Document.

Rearrange pages
by dragging the
thumbnail to the
new location.



Scanning: Basic Mode

One way to bring documents into a repository is by using Laserfiche Scanning. You can scan images,
perform image processing, and create standard documents from processed images. Basic mode provides
a fast and simple interface requiring minimal configuration.

Click the Scan button
on the Folder Browser
toolbar.

Laserfiche Scanning Mode

Choose a layout for scanning images:

{+) Basic mode

This rmade pravides a quick and easy way ko scan a
Choose the desired Laserfiche document,  This option is recommended For

. beginning to intermediate users with basic scanning needs.
scanning mode.

{7 Standard made

This mode provides maximum Flexibility when scanning
Lasetfiche documents, It allows users full control over how
images are processed inka Laserfiche documents.,
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Scanning: Standard Mode

Standard mode offers all the features of Basic Mode, plus the ability to perform advanced image
enhancements, scan multiple documents, customize the organization and storage of documents, and
configure default document properties to be applied to future documents.
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B For more information on scanning, see Laserfiche Scanning in the Laserfiche Client help files.




Snapshot

Laserfiche Snapshot can generate images and text from an electronic file. This eliminates the need to
print electronic files and scan them into Laserfiche. Snapshot can process any electronic file that can
be opened with a Windows application with printing capabilities.

When printing from a
Windows application,
select Laserfiche
Snapshot.
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Where; Snapshotd0Port [ Print to file
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The folder path cannot be blank.
Options. .. Diacurient name: ]Laserfiche Shapshat ;J
Folder: ] .ﬂ __J
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Configure basic properties —————
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an imaged document. _-|
Author
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Add/Remaove Fields...
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B For more information on Laserfiche Snapshot, see Laserfiche Snapshot in the Laserfiche Client help files.



DISCLAIMER

Compulink Management Center, Inc. makes no representations or warranties with respect to the contents or
use of this manual, and specifically disclaims any express or implied warranties, merchantability or fitness
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