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INTRODUCTION

Smartphones and tablets are revolutionizing the way people interact with business content. As more
and more content flows in and out of organizations of all sizes, it's becoming harder and harder to
optimize the decision-making process by getting the right information into the right hands at the right
time—particularly when decision makers are travelling, meeting with clients or participating in industry
events.

Since 1987, Laserfiche has been committed to empowering organizations with the tools they need to
make timely, intelligent business decisions. The Laserfiche Mobile app for iPhone and iPad enables
employees—whether onsite or offsite, executive or field employee—to stay connected and productive
anywhere in the world.

As a fully integrated part of the Laserfiche product line, Laserfiche Mobile provides an end-to-end
solution that extends governance, risk and compliance standards to mobile devices, simplifying IT
administration and oversight even as the bring your own device (BYOD) trend gains momentum.

At Laserfiche, our goalis to help your organization take advantage of the deep knowledge you have about
the ways your processes should run more efficiently. This collection of real-world solutions provides an
overview of ways customers around the world are gaining value from Laserfiche Mobile, from removing
graffiti in real-time to automating hiring and more. We invite you to tap into their knowledge to help
employees within your organization become more informed and more efficient than ever before.






This book contains a collection of solutions that focus on Laserfiche

Mobile. For more than 130 additional solutions, please visit:

Laserfiche.com/SolutionExchange



TIPS FOR
IT PROFESSIONALS

Laserfiche Mobile is an app for the iPhone and iPad that enables users to
securely access and work with documents inside their Laserfiche repository
from a mobile device. Administrators can take advantage of Laserfiche Mobile
features such as extensive security, document libraries, geotags and more.




Learn best practices for implementing Laserfiche Mobile throughout
your organization.

IMPLEMENTATION
Some things to keep in mind before implementation include:

e |f many users will be uploading documents through Laserfiche Mobile, it is necessary to
make sure that the Laserfiche Web Access Server can handle the load. Two cores in addition
to what is necessary for the Laserfiche Web Access server are recommended to handle the
processing and uploading of entries. This will be a total of four to six cores, depending on
the number of users.

e |t is important to double check the Laserfiche Mobile installation guide to make sure that
the 1IS settings are configured correctly.

Once the Laserfiche Web Access add-on is installed, it is time to configure Laserfiche Mobile.
This is possible from the Laserfiche Mobile Configuration page.

Configuration | Cconnection Laserfiche' Mobile v 20

Compulink Internal Use Only

English  [=]
_ Repositories
Default | Server Name Repository Name SSL (LFS)

A

PR ® LFS domain com MyRepository
General ® LFS.domain.com DemoRepo

Help Hew fon: | -] ~

About

Authentication  For repository:

Disable Remember Me

Laserfiche accounts:@ Allowed @ Denied
Windows accounts: @ Allowed @ Denied

Users listed below: @ Allowed @ Denied

“Type user name ‘ |

Geotag For repository:

Add a field for geotag information

|| Geolag || Choose field...




Settings that can be configured on this page include:

¢ Setting which repositories will be available to Laserfiche Mobile. If the organization has
multiple repositories, the administrator may not want all of them to be accessible from a
mobile device.

Connection
R itories
Default Server Name Reposiory Name SSL (LFS)
@ LFS.domain.com MyRepository [l
® LFS.domain.com DemoRepo &
I New connection: - :B ]

e JPEG compression. If space is a limiting factor, JPEG compression can be used on import to
reduce the size of images stored in Laserfiche while still preserving color. Users can
also enable compression on the app side (during capture] in order to improve upload times,
especially when using the cell network rather than Wi-Fi.

e Geotags. Enabling geotags allows geographical location information obtained from the photo
during capture to be stored in an associated field. More information about this feature can be
found in the “Use Laserfiche Mobile to Combat Graffiti” article.

e Security. The Laserfiche Mobile Configuration page allows the administrator to enable
automatic log-out and disable automatic log-in and export. More information about security
can be found in the “Best Practices in Laserfiche Security” article.

LOGGING IN FOR THE FIRST TIME

To help users log in to Laserfiche Mobile for the first time, an administrator can send them a
Laserfiche Mobile link in an email. When a user clicks on the link, Laserfiche Mobile automatically
adds the user’s current server and specified repository to its list of remembered servers and
repositories. This prevents errors by saving the user from having to look up and manually enter the
server address when logging in.

The Laserfiche Mobile URL is configured as follows:
LFMobile://MyWebAccessServer/laserfiche/index.aspx?db=MyRepository

MyWebAccessServer corresponds to the name of the Laserfiche WebAccess server and MyRepository
corresponds to the name of the repository.

SETTING GROUND RULES

Before allowing users full access to the repository with Laserfiche Mobile, the organization should
have clear security and capture policies in place.

e |tis important to educate users about the security settings that are in place.

e Users should be aware of the organization’s capture policy. This policy should address these
questions:

- Is client-side compression going to be implemented or do the photos have to be submitted to
Laserfiche in their original size?

- Are the photos of documents going to be cropped automatically or will they be cropped
manually later with Laserfiche PhotoDocs?

- Are geotags going to be implemented or is storing location information irrelevant to the
organization’s business?

If users will access Laserifche Mobile outside the office, they should also be instructed on how to
set up VPN on their iPhone or iPad.




Encourage users to take advantage of Laserfiche Mobile’s features, including libraries. Like the
“Favorites” found in Microsoft Internet Explorer, libraries are useful for storing lists of entries that
are accessed frequently by users, or as a way to easily mark an entry as part of a “to-do” list.

# *To-do >
+# Customer case file >
# Things to review >
# To-do later >

View of Libraries on an iPhone.

o~ ;ﬂﬁncmﬂxﬁhwg.mm o
Bajashd . , - A Midsummers Might Dream @
Libraries : =
2 -"rm : A ) @ A Midsummers Night Dream.pdf @
*- Gwh;l;ero;;eﬂe TR ) ~ Alls Well That Ends Well @
#r Things ta review >  AsYoulLikelt ©
# To-do later > ~ Comedy of Errors @
_-_ Cymbeline @
_ Love's Labour's Lost ©
~ Measure For Measure @
| Much Ado About Nothing ©
i) Pericles, Prince of Tyre @
| The Merchant of Venice ©
e e R SRR o
..@. m;““t .l-.-'ph“s - > | " The Tempest @__

View of Libraries on an iPad.

BENEFITS OF LASERFICHE MOBILE

Implementing Laserfiche Mobile within the organization can result in the following benefits:
e Employees can play an integral role in business processes even while outside the office.

e With optimum security features configured, employees can review and work with Laserfiche
documents without worry of data being stolen or compromised.

e Photos can be easily captured with the iPad and iPhone and sent to Laserfiche efficiently and
quickly.




MANAGE
MUNICIPAL
COURT FILES

In the Wichita Falls municipal court, a lot of work revolves around Class C
misdemeanor offenses such as traffic tickets and violations of city code. Managing
these court case files through their records lifecycle used to be a time consuming,
error prone and paper-heavy process. Here is how Laserfiche Records Management
Edition and Laserfiche Mobile for iPad simplified this process, while allowing the
Wichita Falls municipal court to adhere to the Texas State Library records retention

rules.



Patrick Gray, Systems Applications Analyst, describes how Wichita
Falls, TX, uses Laserfiche to manage municipal court files with
Laserfiche Mobile for iPad.

FROM CAPTURE TO RECORDS RETENTION

Court clerks import case documents into the “Z-Quality Control” folder in Laserfiche directly
from within the Infosol court management system with the help of Affinity, a screen scraping
tool that serves as the bridge between Laserfiche and Infosol. Once a clerk clicks the Affinity
button inside the court system, the documents are sent to Laserfiche, a template is applied
and all of the fields except for “Active File Date” and “Dead File Date” are automatically
populated.

- .____ T .,. y
| Fields [ Tags | Links | Versions =
Template: Courts - Case Files =
Active Pl Data
05/23j2013] =
Causi Mumber (rexined]
2011026606 F
Courts - Document Typs {redquined)
Case Papers E
Case Stahs
Communky Senice :
[Frst Mame
ROBERT DEWAYNE E:
w1
(2]
Last Name
HALE E
Date
131/28/2011 = E
Dead Fie Diake
N - E
| Add/RemoveFislds.. | |
25

2




The “Case Status” is set as “Pending” and the file is automatically routed into the “Municipal

Court” - “Active Case Files” - “Pending” folder in Laserfiche.

Fields |Tags | Links | Versions

Template: Couwrts-Casze Files

Active File Date

5f23/2012
Cause Mumbser {raguined)
2011026606

Ciptarts - Document Type {requined)
Case Papers

it Laserfiche Repositories
=4 Health
=4 Wichita-Falls
+ City Clerk
) DataNOW
@ ™ Finance
“ ™ Human Resources
M Information Systems

= ™ Municipal Court

K lictive Cose Fies

| =" Closed Case Files

[ =M Court Management Documents
| =" Voided Tickets

| @™ Z-Quality Control

| M ZZ-Test

#" Records Management

+ 1 z- testing

& Recycle Bin

% | Name
H Void
H Unassigned
H Driving Safety Course
H Closed
H Pending
H Bail Bond
B Community Service
B COverdue Juvenile
B Non-Compliance
H Payment Plan
H Extension
B Warrant
& Capias Pro Fine




A folder is then created based on the “Cause Number” and “Name” of the defendant where the
related documents are stored.

1 SO
 Location: Wichita-Falls
Folders x | Name
@ Laserfiche Repositories ™Records Management
@ Health “Fi
=38 \Vichita-Falls Inance
w-* City Clerk MHuman Resources
-] DataNOW MInformation Systems
#-*) Finance - DataNOW
=" Human Resources - Data
2 g Information Systems [Liz- testing
=7 Municipal Court .
=) Active Case Files “IMunicipal Court
=-[H Bail Bond ™ City Clerk
@[ Capias Pro Fine
# [ Closed

=l Community Service
- Deferred

[ Driving Safety Course
= Extension

=@ Non-Compliance

- [H Overdue Juvenile

=l Payment Plan

=-[H Pending

o0 2O - R -
@[ Unassigned

=[H Void

=[d Warrant

=" Closed Case Files

=@ 2010

=[H 2011

e[| 2012

=™ Court Management Documents

Because these records are active, there is no retention applied to them.

: Use record series bo callect records vith simiar retention schedues., e ]
Code: | Cancel
Name: Acttve Caze Files Help E
Descrictian: -

[ Dsiprake recands within this colacton s permansnt

Cuteff Instruction

Name: [uqlms} v‘:
Tope: K Cyba HIA

Inbepl: [T Location: A

Linked Drocusnent Ackaon: !N.M. Drocument: Relsticnship: MR

Retesiion Schedule

Main: [tﬂmo) i
Final Disposition Type: [ Nj Figtain For: [nra

Final Disposition Location: | NfA Kisep Matadsta: |na

A, Retention Event:  |NfA Ak Riet. Schedube: [mara

il Pooets

||| Dasioriate reconck within this colection as vital Reniew Cycla: -]
Resvigws Inberval:

Disgrs o AUhErRY: -

[ty changes to child record senes srd record falders




When the case is in court, the judge logs into the Laserfiche Mobile for iPad app directly from the
bench and opens up the defendant’s case file. After making a judgment, he simply changes the
value of the “Case Status” field to whatever he deems necessary and Laserfiche Workflow routes
all of the case documents into the appropriate folder within the “Active Case Files” records series.

|| [ euTTUessuS - I

Courts - Document Type »
; [Ca.so Papers 1 &

First Name
[FIEEIECCP. RIOS | &

Last Name i
[JOHNSON 1

Date
= [Nmmhsl 18, 2011 -1. !

Dead File Date :
T Il

ok Add/Remove Fields > ’

| Creation Date
| Jan 13, 2012 10:36:29 AM

Nk Ml il

For example, if the judge wants to issue a warrant for the defendant, he updates the “Case Status”
to “Warrant” and the case file is automatically moved to the “Warrant” folder in the repository.

#r wichita-falls

Libraries =

) Recent Uplonds >




If a case file is dismissed, the judge fills in the “Dead File Date” in the case file template. This b I I

triggers Laserfiche Workflow to:
e Add this date to the metadata of all of the documents in the case file.
e Route the entire file to the “Closed Case Files” records series.

e File it by year and month for easy retrieval at a later time if necessary.

200 201 202

o1 3
__M >
- »
_ >

05 »




Once the file is moved to “Closed Case Files,” retention rules are automatically applied. According
to the Texas State Library Record Retention Rules, we have to keep all files for five years before
destroying them. We use a time-based cutoff instruction where records are destroyed on a yearly
basis. They are eligible for cutoff in January following their “Dead File Date” and eligible for
destruction by the Records Manager five years from then.

j se recerd series ko oollect records with smiler retention schedules. ——
Coda: | Cancel
Nari: Chsed Carse Fles Help
Dieseriphion: T
[7] Dresicriate records wikhin this colackion &= permarsnt
Cuboff Irestruckion
Mame: [coencer verpLY »]
Type [Tim= Cyila O (Calencar Yearky)

Inberwal e Locabion IH.M

Linked Document Action: | Mid Documerk Relaticrehip:  |MIB

Retertion Schedule

Marre: [L= z3sc03c crmingl Case Papers -]

Pin Dsostion Type: [ esian T [§ ey, Gmanlbey

Final Disposition Location: | Nf& Keep Metadsta: |Ha

A, Retention Event:  [Hi& Ak, Rk, Schadube: [rara

Wil Rinords

||| Dessigniate resconds wabhin this colection as wital Rview Cych: |
Rarvigi Inberval: ] -

Ditspecrsition Authoeky:

[ #pply chenges ko child record seres and record Folders




WHAT HAPPENS BEHIND THE SCENES

The entire municipal case management process is powered by Laserfiche Workflow. Different
workflows run behind the scenes, routing files to various locations within the repository.

This workflow routes the case file to a different folder within the “Active Case Files” records
series based on the updated value of the “Case Status” field:

Puts active case file in appropriopriate status folder based on the status field in the document’s template.

Retrieve Field
Yalues
Get The new case status from the
starting document.

ﬁ Find Entries
Find all documents in the starting
document’s case folder.

= For Each Entry
For each document in the starting
document's case folder:

Assign Field
E Walue
Give the document the new case status.

+ Route Case File
r—ltn Mew Folder
Maove the startting document’s case
folder to the new case status folder.




This workflow looks for a “Dead File Date” and routes the case file to the “Closed Case Files”
records series where it is stored by year and month:

Wordlow to close the active court case files

Retrieve Field
Walues
Retrieves field values: Caze Status,
Case Closed Date

B2 Pattem Matching
Retrieves Dead File Date

ﬂ Find Entries
Finds Laserfiche entries and make sthem
available to other activities in your
Wordlow Definition.

= O For Each Entry
Performs additional activities on
Lazediche entries that have been
retumed or generated by a previous
activity in your Wordlow Definition.

Assign Field
E Values
Assigns Closed Status

= #% Conditionial Parallel
Performs two activities in parallel based
on specified conditions.

= #0109 = Ha 10112
Manth between January and September October thru December

+ Route Case File to + Route Case File to
L CLOSED Status 2 LI CLOSED Status
Routes Case Folder entry to year it was Routes Case Folder entry to year it was

closed folder. closed folder.




LASERFICHE MOBILE AND SECURITY

“Let your business process drive your security needs.”

Security and privacy are extremely important at the Wichita Falls municipal court. We have taken
the following precautions to make sure that we maintain optimal security of our Laserfiche system
at all times.

e Security is granted to all of our Laserfiche users based on group membership. For example,
court clerks who need administrative access have different permissions than court clerks
who only need view access to documents. While the first group is allowed to perform any action
including deleting and modifying documents, the second group can only view and print.

L 3 e R e
H Laserfiche 8 Administration Conscle Groups - Description Feature Rights
+ [ hubtle i City Clerkc - Admin ScnlmpSchFrtEspEdthiovFroFmDeibig
4 44 Repositories . .
s . Health : City {aric - Users LenlrapiehPabapEdiioyProPraleiig
- B City Clerk - Viswers SchPrExp
[ Bctivity
. E Users and Groups 4 EBT - Admins SenlmpSchPrtExpEdiMavProPrpDeMig
B Users o EBT - Users SonlrophehPatExpEdthoyFroPrphig
# Groups B EBT - Viewers SchPrExp
e. Windows Accournts J' Finance - &dmans SenlmpichPrBpEdthovProPpDeiMig
- B LDAP Mznagemant B Finance - Users SenlimpichPaEspEdthdoPraPrhig
@ Everyone B Finance - Viewers SchPrEsxp
[ g Betadats Mamgmnt J‘ HR - Admuns S-r.n[m,pS-cthE-pEniMmrF‘mF‘rpMdlg
b & Recycle Bin & HR - Usars SonlrgSchPrExpEdthdoyProPraDeidig
b 4 Volumes i HR - Viewers SchPrExp
4] Index & LE-admins SenlrnpSehPrEspEdhay PrePralailig
b :?;' Busditing # MunCaurs - Adming ScalmpSchPraExpEdihoyProProDeibi
I+ 8 Records Management # WMunCourts - Users ScnlmpSchPrtExpEdthbovProProhig
¢ g Repesitory Opticns & MunCouns - Viewss SehPrifap
¢+ ] Custam Vievs: # Purchazing - Adrins SenlrmpSchPrtEspEdiMavPraPraleig
‘= ﬁ‘:"f‘f""‘ i Purchasing - Users SenlmpSchPrtExpEdthioyPraPoDeidig
" sy Purchasang - Viewers LchPrEsp
. ':'“‘:"" Giraups B Rick Mgt - Admins ScnlmpSchPrtExpEdiMavProP el
:l m::n & Rizk Mgt - Usars SenlmpSchPrtEspEdihiavPraPrahig
© Windows Accounts i Risk Mgt - Viewers SehPrEgp
||

Privileges
Fcd
{MWene)
{Nene)
(Wonel
[Nene)
{Mene)
(Nonel)
(Mane)
{Mone)
(Mone)
{herne)
{None)
TatValEmMetTersp
Rcd
{Mone)
(Nene)
{Nene)
(Nonel
{Mene)
{Nene)
[Wone)
(Mene)




e We have set up VPN on the iPads that we've distributed to our judge and clerks so that they are
able to access Laserfiche from any wireless access point within the court.

CWF Wark

atfean]n
CISCO

Description CWE Wiork

sever (I

Account citynelpgray

aroup name [

Secret T TT]

Proxy




e The iPads are configured to connect to a wireless network only from within the confines of the
court building. We have also set up an HTTP proxy to monitor the internet traffic and prevent
certain internet activity such as streaming media.

Settings WFMC

ka nirplane Mode (7 oFF)
WEMG Forget this Metwork

Motificationa IP Address
k4| Location Services on m L .
ki Brightnoss & Wallpaper IP Addrass 221
AL Subnet Mask =55
@) General Router 172 |
(&) iioud DNS irzzi [ 722 R
(. Mail, Contacts, Calendars Search Domains CITYNET.CWF
£ Twiter Client ID
@ FaceTime
E Safari Renew Lease
a Messages HTTP Proxy
m Video URL rrltp:n'.'1‘?2.2l-'prnxg.r.pa.c
F,.!.j Photos
== Notes
|i=) store

e The wireless network within our courts is available only to municipal court-enabled devices.
Users must have specific permission and be integrated with our Active Directory to be able to
connect.

BENEFITS OF LASERFICHE

With Laserfiche, Wichita Falls has seen the following benefits:

e More space thanks to the removal of 13 filing cabinets.

e Enhanced employee productivity by automating review and approval processes.

e Complete adherence to the Texas State Library records retention rules.




SIMPLIFY
MEETINGS

Agendas for city council meetings can be over 100 pages long. Printing one copy for
each council member takes a lot of paper and ink. During a meeting, looking through
an agenda to find a particular agenda item can be time consuming and frustrating.
Laserfiche Mobile for the iPad makes managing agendas during meetings easy.




Local governments: Learn how to use Laserfiche Mobile for the iPad to
make viewing agendas convenient.

LASERFICHE MOBILE

Once created, city council meeting agendas have pages generated in the Laserfiche Client.
During the city council meeting, each council member uses Laserfiche Mobile to view the
agenda and any supporting documentation on his iPad.

9:57 AM

CITY COUNCIL REGULAR MEETING
AGENDA
February 19, 2013 - 7:00 P.M.

I:-.:E City Council Chambers

WARCING

CALL TO ORDER
ROLL CALL

PLEDGE OF ALLEGIANCE

PRESENTATIONS

PUBLIC ORAL COMMUNICATIONS

Persons speaking during Public Cral Communications may address the Council on any
subject matter within the Council's jurisdiction that is not listed as an item on the agenda
State law generally prohibits the Council from taking action on any issue not included on
the agenda Your concerns will be referred to staff. Comments are limited to three (3)
minutes,

3se

auan

NOTE: The agenda is posted and prowided 11 days prior to the City Council meeting. By State faw,
irems con be added up to 72 hours prior to the meeting. Mems with a “i" symbol are in preparation.
If items are added after osiginal ogenda is posted, new items will be lsted on an Amended Agendea
posted the Friday prior to the meeting.

For your convenience, a complete Agenda Packet is available for |
public review at City Hall and on the City's website at |

w - City Council Agenda - February 19, 2013

1. CONSENT CALENDAR (Approved By Roll Call Vots)

The Consent Calendar rn.ay b-e ena:‘.‘led in one rnullun by' the Caum::ll without dnscusslon




In order to make it easy for council members to follow along with the agenda items being
discussed, the city makes use of annotations. After the agenda is printed into Laserfiche, an
administrative assistant scrolls through the agenda and places a sticky note in every major
section. During meetings, city council members can scroll through the document as the
meeting progresses, but also quickly navigate to any other agenda item by clicking on a sticky
note in the document’s annotation pane.

el .
i -+ ety counc £ e
T Annotations | il
i _-'J' View annotations: OFF
' Sticky Mote 1 - 215/2013
CITY COUMNCIL REGULAR MEETING
Approval of Reading by Titke only AGENDA
and Walver of February 19, 2013 - 7:00 P.M.
i Reading in full of Ordinances on
Agenda, City Council Chambers
r._. ' Sticky MNote 1 - 21152013 GALL TO ORDER
| :g | Ratificaton Approval of Warrant TG
i) Register Foe
e
e PLEDGE COF ALLEGIN
[
- ;
m Sticky Mote 1 - 2152013 ERERENTATIONS
Approval of Meeting Minutes P COAL COMMUNIC ATIONS

dress the Coundl on any
an il o

0 3CH0N On any Bsue Pl an
. Comments are Smited to threo {3]

Sticky Mote 1 - 2152013

Approval of Parcal Map for TOM
06-03; Lamagno, Applicant

il

MTT: The st & puvinend gvsdl pvgeidied! 11 dhaps geiar 18 Bhe ity Cownail merting. Sy St love,

e con B poded ap o 72 osr prior (0 the mesting. ami with o I gendsl ove b peaseation,

1f e gve askied afier oskpinal spende & poifid, acw fem wil Be Usted or an Amendied dgenda
Pauted e Fridey priar 00 phe maneting

= $|i,3k:,. Mata 1 - 2152013 For your convenienca, a comgplets Agenda Packet is svailable far

pubkc reviaw at City Hall and on tha City's wobsie a9
Ordinance adding Ch. 9.08 1o the
PMC re_Synihatic
Tirmulants_Cannabinoids




ADVANTAGES OF LASERFICHE MOBILE

The city discovered the following benefits from using Laserfiche for managing city council
meeting agendas:

e Since the agenda is stored in Laserfiche, pages of content no longer need to be printed,
copied and distributed.

e Multiple council members can access the agenda at the same time from a single location in
Laserfiche.

e Council members can follow along with the meeting discussion and don’t have to spend time
rifling through pages to find required information.

e Since the agenda is converted into a Tiff format, it is read-only and non-editable.

e Agendas are now accessible to the public via Laserfiche WebLink.




LASERFICHE
MOBILE FOR
CONSTRUCTION

Trucking in construction can be fraught with problems including fraud, difficulty
matching invoices with truck papers and delays in sending relevant paperwork

to accounting. Here is how one construction company uses Laserfiche Mobile to
accept trucking deliveries quickly and accurately while creating real-time reports
for the project manager.



Learn how to use Laserfiche Mobile for construction management.

THE PROCESS

When performing construction at a site such as an airport or highway, large quantities of
materials must be delivered by truck. Supply companies are contracted to deliver certain
quantities of materials each day, usually split into multiple deliveries. The truckers and the
supply companies get paid on delivery of the materials, but confirming the right deliveries,
quantities and timeliness is left to the construction company and its project managers.
Having a real-time accounting process in place makes sure verification and then payment can
be done quickly and correctly.

1. A truck arrives at the construction site and checks in with the shift manager before
its material is unloaded. The shift manager takes photos of the truck and the truck papers
with his iPhone and immediately sends them to Laserfiche with the Laserfiche Mobile app.

Fiald5 530/2012 3:40:23 PM :
&

Camera

Fiedd5 53002012 3:36:36 PM

Photo Library

Fiedds 53072012 3:35:36 PM

v

FieddS 5/30/2012 3:32:41 PM

Recent Uploads (14)
Fiedds 5/30/2012 3:30:43 PM




2.The uploaded photo, associated timestamp and GPS data prove that a particular truck
was at that construction site at that time. GPS data is configured on the server-side so that
it cannot be manipulated.

3.Back at the office, the accounting assistant opens the photograph(s] of truck papers in
Laserfiche.

Shipped From: Rock and Sand Co. Plant 2 28-Feb-3013 Ticket No.
1000 Main St. 1241
Levy Proj: 12404 Order #: 53
Sold To: Laser Construction PO NUMEER- 20030-98
Cust # 2244 3545 Long Beach
Long Beach

Proj Description: Pick Up 3R/22L Parking — Shopping Center
Ship To: Pick Up 3R/22L
Dely Instructions: Pick Up for Parking 3R/221
Shopping Center

Carrier Truck LT24336 LTH44 Deliv Methed 01 FOB
Aati Description Gross Tons Tare Tons Net Tons

3446 P-209 AG 7213 2509 . 47.04

TOTAL WEIGHT: 72.13 25.09 "47.04

Load Time: 12:44
Time Printed: 12:57




4. He inputs other pieces of data needed for tracking deliveries into the document’s template fields.

Template: Truck Paper -

Broker
Steel Magnolias -

Truck #

123

Ticket #
1241

Destination

Staging Area
Material
Concrete -

Quantity

2
UoM

Ton -
Material Vendor

Vulcan Materials
Material Ticket £

456

In-Out
In -

5. The accounting assistant also prepares invoices and other accounting documents. Several
times a day, the accounting assistant searches for relevant documents in Laserfiche. A saved
column view allows the accounting assistant to view all of the identifying information about

each photo.

o O T . 4 [ v-dev-2kEr2-1 3 lasarfichasindex aspx Pdb=Ehmsium#search %30% TELF 5~ g

1 * Search Results - Laserfiche Web Access J_-
LaserFiche’ Web Access 4 EvelynfElysium | Seitngs | Help | Suppest Site | Log Oul
Compulink Iatermal Lse Crly File = E=zport = Edit = Tasks = Records «

Folders | | Search Cument fokder Egarch Results
= )ICTH_J G a x 2 &7 CopyLink [ Search mpeslg.. i P=kd
Haima BErakar Truek ®  Tichat # | Daatinaticn Matarial a7y | Lo
bg Sekctazaanhl Cu i) 013 3:23:27 BM leon Horse e P28 Aggregate
.N'amn E Iren Horse 2152013 0:16:42 AM kon Homs 26T 123 Slaging Area P-208 Agoregats d7.2F Ton
Steed Magnolias 2182013 91:00:05 & Staal Magnolias 123 1232 Slaging Ana barra cotia 12 Ten
it with IL,..__ [2 Etel Magnalizs ZHAZ013 11:00:05 # knn Home 100 1240 Staging Anda Stan dry stacked 12 Ton
[ ] [ Soed Magnolizs 201852072 11:00:05 # Steel Magnolas 123 1241 Staging Area Conorels 12 Ton
P Steel Magnaliss 2N BEA013 11:00:05 & Awsagnw Trucking S0 1242 Siaging Ama parrby block 12 Ten
.A'n’l it ﬂ = Etead Magnalias 2MAS013 11:00:05 & on Home 100 1242 Slaging Anaa Urbsarite 12 Ten
s with L“"_.I [ Sisel Magnolias 2182013 11:00:05 & USA Trucking 2 1244 Staging Area glass brick 12 Ton
[ ] 2 sl Meanoliss 2BR01S 110005 & Seel Magnolias 125 1M5 Fuway Conersle 12 Ten
= Sted Magnalias 2182012 11:00:05 # lan Home o2 1233 Slaging Anda Arificial stong 12 Ten
Y Siesd Magnoiss 20102013 110005 & Awesoms Trucking 500 128 Staging Area Cinder block 12 Ton
I Sheel Magnaliss 2TR2013 110005 & Aveaone Truckiog 501 1235 Slagiesg Ana Lirkarila 12 Ton
= Stedl Magnolias 2 A2013 11:00:05 & kon Homa o2 1235 Shaging Anca Conorola 12 Ten
Y Sioel Mognolizs 20002013 11:00:05 £ Steel Magnolias 125 1237 Staging Area Concrela 12 Ton
Stesl Magnalies 22013 11:00:05 & Staal Magnclas 124 1235 Slagiesg Ana gk 12 Ten
= Sted Magnalias 21872012 11:00:05 # lon Homse =] 1238 Shaging Anza P-208 Agorogahs 12 Ten
F Sieel Magnolias 20 B207F 11:00:05 2 Awesoms Trucking 00 1245 Fuoreway Concreln 12 Ton

A Eearch Results

Iren Horse (2] BE &= = | Fronrd: 17 matching entries (1 sakeciad)
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6.The accounting assistant then exports this report into Microsoft Excel. This report is used to
track the following information:

a. The number of trucks from each company that arrived at the construction site that
day.

b. The number of rounds that each truck made during the shift.

;9 - |=
Home Insert Page Lay|
Calibri |11
. _-Ié M {'
Paste B 7 U~ - | &
\; u
Clipboard = Font
E9 - ]
A B
1 Trucks today
2 IronHorse  2/14/2013 10:11am
3 IronHorse  2/14/2013 11:52am
4 |Iron Horse  2/14/2013 1:30pm
5 Iron Horse  2/14/2013 3:30pm
6 IronHorse  2/14/2013 5:11pm

7.The shift manager checks this spreadsheet before approving payment on the delivery slips
the drivers present to him at the end of the shift. The project manager uses these
reports to make sure that the right amount of goods is delivered each day to guarantee that
the project will be completed on time.




ADVANTAGES OF LASERFICHE MOBILE

Implementing Laserfiche Mobile at the construction company has resulted in the following
benefits:

e Multiple images can be quickly sent over to Laserfiche thanks to Laserfiche Mobile’s
application-side photo compression.

e Delivery fraud is prevented because the shift manager can easily prove how many times a
particular truck arrived during a particular shift.

e Real-time accounting results in the construction company being billed the correct amount
each time for materials.




COMBAT
GRAFFITI

Cleaning up graffiti can be a time consuming process. First, someone at the
city must be notified of the graffiti and its exact location. Afterward, cleaning
crews must be sent over to clean it up. It’s offen difficult to catch up with all of
the graffiti that needs to be removed. Here is how Laserfiche Mobile can make
cleaning up graffiti an almost real-time process.



Learn how to use geotags in Laserfiche Mobile to quickly clean up

graffiti.

THE PROCESS

Whenever a police officer or other city employee notices some new graffiti around the city, he
simply takes a photo of the graffiti on his iPhone or iPad with Laserfiche Mobile.

[ Cancel El -

Grafitti >

“ Location (Geo Tag)

SEE214, 118,183

Clean Up Status

#= Add/Remove Fields b

23105

]
| e

Al T allnr
(L "'--'!I.l' I 4'1";;.,: e

T eshienie

o




Fields
Grafitti

Location (Geo Tag)
Clean Up Status

g Add/Remove Fields
Creation Date

Ape 3, 2003, T19:55 AM

Last Maodified

Apr 3, 2013, 72003 AM

=+




An email is automatically generated and sent to the public services department. This email
notifies the department that a new photo of graffiti has been uploaded and provides a link to
Google Maps of the location of the graffiti, as well as the attached photo.

=" a W |= Mew Grafitti Submitted - Message (HTML) = = 2
{ Message Laserfiche & la
| § 1
[ @PReply  m [A* Move to: 7 L )
o X 2 [ B v s Q
| _}j Reply All g To Manager - . )
| &1’ Delete B bMove [~ | Tags |Editing| Zoom
| = Forward = 53 Tearn E-mail v z = =
Deleta Respond Quick Steps : Mowve Zoom
From: workfiow @laserfiche.com Sent: ‘Wed 4,/3/2013 3:20 PM
To: user@laserfiche.com
o
Subject: Hew Grafitti Submitted

| Message | Y grafitti.lfe (254 B}

L5

Hello,
A new photo of grafitti has been uploaded to Laserfiche (it is attached).
Click on this link to view the location of the grafitti in Google Maps:

http:/wrarw soogle com/mapsTq=33 8214 -118 189

Please dispatch a cleaning crew

-Laserfiche Workflow

| | workflow@laserfiche.com | I| | -




The public services employee opens the image from the link and is able to see directions on
what to do by looking at the image’s business process details.

I! grafitti - Laserfiche l&/@"ﬁ

le Edit Wiew Tasks Annctations Tools Window Help

Pl il el L=

Thumbnails X { Image A X i Metadata 1 x

Fields | Tags | Links | Versions | Signatures

Template: Grafitti -
Location (GeoTag) o
33.8214, -118.189 |i| L
Clean Up Status
Pending =

‘ | Add/Remove Fields | |

: Business Process a1 x

@ [Mobile_GeoTracking - 4-3-2013 3:33:48 PM -

Business Process: Mobile_GeoTracking
Status: Running

Duration: 45 Seconds

Average Duration: 9 Minutes, 32 Seconds
S
~ Next Steps

~ Dispatch Cleaning Crew
Participants: Rob Receiving (Police Dispatcher)
Instructions:
Dispatch cleaning crew to location. Once cleaning crew is
dispatched, change status to "Cleaning Crew Dispatched.” If you
run into problems, speak with your supenvisor.

~ History
~ Today

4312013 3:33 PM
Status: Running

@ | acerRenository (Superfdminl Pagel ofl

The employee dispatches the cleaning crew to the location and then updates the value of the
“Clean Up Status” field to Cleaning Crew Dispatched.

Template: Grafit -

Location (Geo Taa) -
33.8214,-118.189 | = |

Clean Up Status

| Add/Remove Fields.. |




Once the cleaning crew has cleaned up the graffiti, they report back to the dispatcher. The
employee then opens the image metadata from the image which has now been moved to
“Assigned for Cleanup” and updates the status to “Cleaned Up.” The image is then moved to a
subfolder in the “Archive” folder for archival.

47372013 - Laserfiche
! File Edit View Tasks Tools Records Window Help

i 0] |
WA EE X
L | R2E Lo x i

Location: LaserRepositond GrafittihArchive\d/3/2013

Folders ¥ || Name +

Laserfiche Repositories |=] grafitti
i---i LaserRepository
+=5 04A Case Records
+:5 0A1 Accounts Payable
+=5 0P2 Personnel Records
:5 051 Student Records
j 8K5 Loans
#-_| Accounting

+_| Admissions
+ _ | General Documents
+_| Government
50| Grafitti
—_, Archive
Ll 372872013
1| 3/29/2013
| 4/2/2013
L 4372013
----- | Assigned for Cleanup

il | Incoming




&\

The business process details have been updated so that the whole history of the document is
visible.

Business Process

@ Mobile_GeoTracking - 4-3-2013 3:33:48 PM [completed] ~|

Business Process: Mobile_GeoTracking
Status: Completed
Duration: 21 Minutes, 24 Seconds

Average Duration: 9 Minutes, 32 Seconds
- History
~ Today

4312013 3:55 PM
Status changed from "Running’ to "Completed”

41312013 355 PM

Step: YWerify that Grafitt is Cleaned Up
Duration: 18 Minutes, 12 Seconds (Avg: 18 Minutes, 12
Seconds)

Resolution: Grafitti has been cleaned up on 4/3/2013 3:55:12 PM.

432013 3:37 PM
Step: Dispatch Cleaning Crew
Duration: 3 Minutes, 10 Seconds (Avag: 3 Minutes, 10 Seconds)

Resolution: Cleaning crew has been dispatched on 4/3/2013
33700 PM by Rob Receiving.

432013 3:33 PM
Status: Running




WHAT IS HAPPENING BEHIND THE SCENES

Laserfiche Mobile allows for geotags to be appended to all photos sent to the Laserfiche repository.
This can be configured in the Laserfiche Mobile configuration page:

l! Laserfiche’ Mobile %20

CDHﬁgUfEUDI‘i Cﬂnneﬁhﬂn Campulnk Inzernal Use Only
Conneclion Repositories
Daetwsll Sarver Hams Repoabary Hame SSL [LFS
App @ v-dev-ZkErz-E.lserfiche.com Efysium
General releas el
Help . oom Autolpdate
About v-dev-2hEr2-5. baerfiche. con MobileTest

Mew connection: o

Authentication For repositony: | Ehrsium Tl

[hsabds Remember Ke

Lazarfichs accounia: @ Allowed Denied

Windows accounis: @ Allowed Denied

Users isted belovws Allcrwed & Denled

Geotag For repository: | Elysium  [=

W Add a field for geatag information

Location (Geo Tag) Choose field...




Once this option is enabled, every photo sent to
the repository will have the geotag inserted into
a specified field. In order to ensure veracity of
the geographic data, this field will also be set as
read-only so that the value cannot be changed by
the person taking the photo.

Laserfiche Workflow then launches a business
process on the new photo. Here is a copy of the
business process:

=

2 g

L L

=] Retrizve Field

= Values
~*| Email

'EE_-‘. Dispatch Cleaning Crew

# \Wait for Entry
# Change

LS

s all

Ll

+ Route Entry to
| Folder

Werify that Grefitt is Cleaned Up

ol QUarliLdl s e

+ Wait for Entry
# Change 2

o L=

LT wal

bl

+ Route Entry to
— Folder 2




Here is the configuration for one of the business process steps:

Properties

Activity Name

Business Process Step

Activity Description

Dispatch Cleaning Crew P

Step Name

@ lse the activity name

Use this name:

Due Date

Specify a reporting due date for this step

Instructions:

Dispatch cleaning crew to location. Once r lil
cleaning crew is dispatched, change status to
"Cleaning Crew Dispatched.™ K yau nn into

problems, speak with your supervisor. -

Resolution:
Cleaning crew has been dispatched on r lil
H(DateTime) by “WaitforErtnChange_User
Mame)|
Participants
Hide Details
Police Dispatcher X

Trustee: Rob Receiving

Add Participant Manage Roles...




In order to construct the Google Maps URL, the coordinates entered into the Location (Geo Tag] field must be
converted into a token with the Retrieve Field Values activity.

Retrieve Field Values

Activity Description

Retrieves the values of the "Clean Up Status” and =
"GeoTag" fields.

Fields

Clean Up Status
Location {Geo Tag)

Field value Source

@ Starting Entry
Cther Entry  Select...

Activity: Far Each Reviewer
Entry:  Cument Entry




This token is used to construct the URL:
http://www.google.com/maps?q=%(RetrieveFieldValues_Location (Geo Tag))

This Google Maps URL is used when configuring the E-Mail activity.

Mew Grafitti Submitted - Message

Jo... user@aserfiche.com

i
Y1 &) ] @

Subject: Mew Grafitti Submitted

Attach... | | @ | Starting Ertry

& | CE Tokens | @ Add Attachment..,
Hello, .

A new photo of grafitti has been uploaded to Lasediche (it is attached).
Click on this link to view the location of the grafitti in Google Maps:

hitp:/www google com/maps Tq="1{RetrieveFieldValues_Location (Geo Tag))
Please dispatch a cleaning crew.

-Laseriche Wordlow|

Help | |A|:h.ran|:ed... QK | | Cancel

BENEFITS OF LASERFICHE MOBILE
Implementing Laserfiche Mobile at the city has resulted in the following benefits:
e Reporting graffiti is quicker and easier, so graffiti can be cleaned up faster.

e To analyze which areas had the most graffiti, geotag data is exported into an external database
that uses a “geographic” field type so that SQL reports can be run on the location information.
This knowledge allows the police department to station more officers at the site to locate
suspected perpetrators.

e App-side compression allows multiple photos to be sent to Laserfiche quickly and efficiently.




o

MOBILE
SECURITY

Laserfiche Mobile provides on-the-go access to the Laserfiche repository. Yet,
with mobility and convenience come risks of the mobile device being stolen and
confidential data falling into the wrong hands. Here are some best practices
for configuring security within Laserfiche Mobile to make sure only authorized
individuals have access to the documents stored in the Laserfiche repository.



A project manager at Laserfiche walks through best practices for setting
up security in Laserfiche Mobile for the iPhone or iPad

LASERFICHE MOBILE SECURITY

Laserfiche Mobile security is offered on two levels: user and administrator.

When a user logs out of Laserfiche Mobile, all data, including any open electronic documents,

is immediately cleared from the device. In order to resume working, the user must log back into
Laserfiche Mobile and download the electronic document again. Company policies should be set
to remind users to log out when they are finished interacting with Laserfiche Mobile.

An extra layer of security, enforced by the server, is also available in Laserfiche Mobile. When
configured by an administrator, these features (enabling automatic log-out and disabling
automatic log-in and export) will automatically apply to all users. All these options are
configured on the Laserfiche Mobile Configuration page.

It is best practice to pair these security settings with the security features offered by the iPhone
and iPad such as the “Auto-Lock” and “Passcode Lock” features (configured in the device's
Settings).

Auto-Lock 2 Minutes »

Passcode Lock On »

iPad Cover Lock / Unlock ( on @

Automatically lock and unlock your iPad when you close and open the iPad cover.

AUTOMATIC LOG-0UT

It is possible to configure Laserfiche Mobile to log out automatically after a certain period of
inactivity. On automatic log-out, the app will close the current view and return to the login
page. This not only removes all documents from the hard drive and memory, but also no
longer shows the document or folder that the user was last viewing. In addition, all of the
open documents (including electronic documents) will be wiped from the hard drive anytime
the user minimizes the Laserfiche Mobile app.

These settings can be applied in the “App” section on the Laserfiche Mobile Configuration
page.

Security App will automatically log out after 15 minute(s) of inactivity




Enabling the automatic log-out option prevents unauthorized individuals from picking up an
abandoned iPad or iPhone and being able to view anything stored in Laserfiche without first logging
into Laserfiche Mobile. As noted above, if an administrator chooses not to enable this option, the
device can still be cleaned out by logging out.

AUTOMATIC LOG-IN

Laserfiche Mobile comes with the option to disable automatic log-in. This forces the user to type in
the user name and password each time the Laserfiche Mobile app is opened.

Authentication  For repository:

Disable Remember Me

Laserfiche accounts: @ Allowed () Denied
Windows accounts: @ Allowed () Denied
Users listed below: I:il Allowed |:| Denied

Even though this may be less convenient for the user, disabling this function prevents outside users
from just picking up the iPad or iPhone and having immediate access to the Laserfiche repositories.
It is recommended to disable automatic log-in when using automatic log-out, though it can also

be used independently. This can be done in the “Connection” section of the Laserfiche Mobile
Configuration page.

DISABLING EXPORT

When an electronic document is exported from Laserfiche Mobile to another app, that new app
takes control of the document and Laserfiche is no longer involved. In certain high security
situations, exporting documents should be avoided. The “Disable export” feature in Laserfiche
Mobile allows users to view electronic documents in the embedded Laserfiche Mobile document
viewer, but prevents them from exporting the document and sending it to anyone else outside of
Laserfiche. This option is configured in the “App” section of the Laserfiche Mobile Configuration

page.

Export Disable exporting to other apps on mobile devices




Note that disabling export is separate from taking away the user’s Export feature right. Even
with this setting selected, users will still be able to take screenshots of the repository and open
documents.

LIMIT USER ACCESS

Enabling automatic log-out and disabling automatic log-in and export affects all Laserfiche
Mobile users within an organization. Laserfiche Mobile also allows the administrator to prevent
certain users from accessing the repository with Laserfiche Mobile at all. It is possible, for
example, to block the administrators group or other high-powered groups from accessing

the repository with Laserfiche Mobile. Like the similar feature in Laserfiche Web Access, this
prevents a malicious user from forcefully gaining access as a power user over the internet.

This option is configured in the “Connection” section of the Laserfiche Mobile Configuration
page.

Authentication  For repository:

Dizable Remember Me

Laserfiche accounts: @ Allowed () Denied
Windows accounts: @ Allowed (O Denied
Users listed below: ) Allowed @ Denied
Admin user group | o

Admin




STAY INVOLVED
ON THE GO

Laserfiche Mobile provides on-the-go access to the Laserfiche repository. Managers
are accountable for their employees and departments, and it is important for a
manager to be aware or involved in the department’s daily work, even when out of
the office. Here is how Laserfiche Mobile keeps managers in the loop by allowing
them to participate in business processes and view business process history directly
from their iPhone or iPad.



Managers: participate in business processes and view business process
reports directly from your iPhone or iPad with Laserfiche Mobile.

SCENARIO

Mindy is the director of the human resources department in a large organization. As part of
her job, she frequently travels between the different company locations around the country.
While out of the office, Mindy needs to stay on top of everything going on in the HR department
including recruiting, new employee onboarding, benefits enrollment and employee training.
She frequently has to field questions from the CEO or other department heads about the
status of certain candidates in the recruiting process. Laserfiche Mobile allows her to do all of
that, no matter where she is located.

PARTICIPATING IN BUSINESS PROCESSES

Laserfiche Mobile allows Mindy to participate in business processes by updating metadata and
viewing business process instructions. For example, as part of the HR Onboarding business
process, an offer letter is generated and sent to a job candidate. Before this letter is sent to
the candidate, it must be approved by the HR director. Since job offers are time-sensitive,
Mindy must review the offer letter as soon as possible.

Mindy is notified that there is an offer letter to review with an email generated by Laserfiche
Workflow. This email contains a Mobile URL to the offer letter document in Laserfiche. More
information about Mobile URLs can be found in the online Laserfiche Mobile Help Files.

= | & ¥ |+ Mew offer letter to review - Message (HTML) = @ &
il Message Laserfiche (] 9
i Reply ) 25 Move to: 7 =L v XY O
& x I :
i~ Reply All fzh To Manager - -~ | - A
&y~ Delete . B . s _ _| | Move [y. Tags Editing Zoom
igjh Forward = 2 Team E-mail - - - -
Delete Respond Quick Steps : Move Zoom
From: workflow @laserfiche.com Sent:  Tue 5/14/2013 3:40 PM
To: user@aserfiche.com
Cc
Subject: Mew offer letter to review

There is a new offer letter for vou to approve.

Laserfiche Mobile link: LFMobile:/1ocalhost/laserfiche/ElectronicFile aspx?
db=LaserF epositorvdnd=3294
Laserfiche Web Access link: hitp:/localhost/laserfiche/ElectronicFile.aspx?
db=LaserR.epositorv&id=3294

- Laserfiche Workflow




Since Mindy is out of the office, she can click on the Laserfiche Mobile link to open the offer letter
on her iPad. She can then easily see the history of the offer letter as well as instructions on how to
approve/reject it by viewing the document’s business process details:

3:08 PM 28% M}

nd

Business Process

HR-Offer Letter -SEv2 - 5-7-2... | v | G

Business Process: HR-Offer Letter -SEv2 . .
- 5-7-2013 11:10:38 AM Name:Sally Sales "asfuf,fs'.,ﬁ'ﬂﬁw
Duration: 3 hours 57 minutes Date: 4/16/2013

Status: Running

) Rref: Sales Account Manager
Average Duration: 4 seconds —_—

Dear Sally Sales :

Next Step | am writing to confirm my offer of a position at Laserfiche as a Sales Account Manager,
The hours will be 40 per week 8 hours daily. This position is offered subject to satisfactory
— Review offel' Letter reference and pre-employment checks and completion of the three-month probationary period
during which time your performance will be reviewed.
Participant: LASERFICHE
\JOANN.A.SLUSABZ (HR Director) This is a permanent position and you will therefore be entitled to all staff benefits. Your starting
Instructlon.s:. Review the Oﬁgr Icftter to date will be 5/7/2013 - Your salary will be paid directly into your bank account on the first
make sure it is acce.ptable. Signify your and third week of each month. You will be entitied to 10 days holiday per year pro-rata, plus Bank
acceptance by adding the "HR Approval Holidays. The Holiday year runs from Jan 1st - Dec 31st.
field and selecting either "Approved" or
Relecmd s Please signify your acceptance of the offer by signing and returning to me the enclosed copy of
4 this letter no later than 4/23/2013
History
We are all looking forward to working with you and hope you will soon feel part of the team. If you
+ Today
have any questions, please contact me.
11:10 AM
' it
Status changed to Hunnlng | hereby accept employment on the conditions set forth in this letter.

Signature of Candidate

4/16/2013
Date




Mindy can quickly change the “"HR Approval” field to “Approved” or “Rejected” once she is
finished with the review.

Fields

| s ;
sally.sales@laserfiche.com

HouseAddress Name: Sally Sales Laserflche‘
Run Smarter”

f
123 W. Bank St. Date: 4/16/2013

Rref: Sales Account Manager

City_Name
r ) Dear Sally Sales
Long Beach
| am writing to confirm my offer of a position at Laserfiche as a Sales Account Manager
The hours will be 40 per week 8 hours daily. This position is offered subject to satisfactory
StateName reference and pre-employment checks and completion of the three-month probationary period
f 3 during which time your performance will be reviewed
California

HRAPPI‘OVG' will therefore be entitled to all staff benefits. Your starting

salary will be paid directly into your bank account on the first

ill be entitled to 10 days holiday per year pro-rata, plus Bank
Jan 1st - Dec 31st.

HRApproval

[ Pending j

Approved

Rejected

e offer by signing and returning to me the enclosed copy of

Pending v

j with you and hope you will saen feel part of the team. If you

DepartmentHeadApproval

| hereby accept employment on the conditions set forth in this letter.

InterviewDate

( Signature of Candidate
May 1, 2013
4/16/2013

Date

InterviewTime

[ 11:00 AM




If Mindy needs to launch a Laserfiche business process while out of the office, she can also do it
from her iPhone or iPad with Laserfiche Mobile. For example, if Mindy gets a job applicant referral
and wants to fast-track the employee onboarding process because she knows the applicant can
bypass the initial screening, Mindy can launch the “HR Onboarding - BP" business process directly
from her iPad or iPhone.

Incoming Applications

Albert Cole Resume

HR Onboarding - BP

This business process deals with approving resumes and
scheduling an interview.

HR-Offer Letter -SEv2

MBP_0425_AssignTags

MBP_0429 Rename after tagged

MBP_multiple steps

o8 o8 o 8 o

MBP_participant

MBP_Please file the SCR first then come back and...

MBP_short instruction

MBP_user name not admin

} Incoming Apg



VIEWING BUSINESS PROCESS REPORTS

Mindy can also view the business process history of any HR document. If the company CEO wants
to know which step the executive assistant candidate is at in the hiring process, Mindy can quickly
find the candidate’s application and view the business process details to see everything that has

happened thus far with that application.

¥ -»
Business Process I

HR Onboarding - BP - 5-7-20... | = | & Hector Jameson
123 Oak St., Long Beach, CA 90404
562-090-1212

hector(@gmail.com

Business Process: HR Onboarding - BP -
5-7-2013 3:31:10 PM

Duration: 6 minutes 34 seconds

Summary kets, business practices

with fluency in several s, including

Status: Terminated
Average Duration: 1 day 8 hours

History :
Education Masters Degree in Russian & East European Studies 2000
Qak Tree University. Washington, 1.€

e v
e Today B.A. Degree in Foreign Languages 1958
- Y Elm College, Caral Gables, FI
S 3:37 PM ’ ; Concentration in Russian, Spanish, Freach, & Iralian; graduated cum lande with 38
= Status changed from ‘Applicant Information GPA
—_ sent to Hiring Manager.' to 'Terminated' Completion of Intensive Language Training Program 1999
W Maple Grove Insdtute, Loudon, Lugland
- 3:37 PM
L Step: Manager Approval Career History & Accomplishments
Duration: 58 seconds (Avg: 58 seconds) Assistant 10 the Director of Bu 2004
Resolution: ’

LASERFICHE\JOANNA.SLUSARZ has
reviewed the application.

3:36 PM are ds
Status changed from 'Running' to 'Applicant Russian and East European Coordinatar, 1 2003
Information sent to Hiring Manager.' :
3:36 PM

Step: Human Resources Approval

Duration: 5 minutes 31 seconds (Avg: 5
minutes 30 seconds)

Resolution: Human Resources has screened
the Applicant

3:31 PM
Status changed to 'Running’

ce P
pliance with all app!

es and served as liaison for foreign

fia ‘ ks ‘ (> ‘

ADVANTAGES OF LASERFICHE MOBILE
Implementing Laserfiche Mobile in the HR department has resulted in the following benefits:

¢ HR employees can view business process history on their iPads, allowing them to stay on top of
everything that is going on in the department—even when they are out of the office.

e Since the HR director can review and approve offer letters directly from her mobile device, the HR
onboarding process is not held up when she’s out of the office.

e By launching the HR onboarding business process directly from her iPad, the HR director can
quickly jumpstart the hiring of a prospective, qualified employee. This allows her organization to
recruit new talent effectively.
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