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DEFINITIONS

* Metadata — important information captured for a document, commonly known
as indexing fields

* Template — an place to capture metadata for a document in an organized way

* OCR - Optical Character Recognition - used to recognize text in scanned
documents




WHY LASERFICHE

Improve management of records by:

* Automating the application of
retention

* Improving access to documents

* Reducing redundancy of work and
documents

* Creating a more effective and
efficient Government



* Minutes

* Resolutions

DOCUMENTS * Ordinances
AVAILABLE IN

LASERFICHE - Agendas

* Contracts

* Recorded Documents




NAMED LICENSE VS GENERAL LICENSE

Named License User General License User

* Users with their own license under their * Users who share a license with everyone
name. in the City.

* Ability to scan/import records into * Read-Only access to repository of non-
repository confidential documents




HOW TO ACCESS LASERFICHE FOR
NAMED LICENSE USERS

L

Lol

Laserfiche
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HOW TO ACCESS LASERFICHE FOR
NAMED LICENSE USERS

Available Repositories

—

] use windows Authentication

4 Open 4+ Attach C Refresh

Are you using Laserfiche Cloud? Sign in here




SEARCHING IN LASERFICHE FOR NAMED
LICENSES USERS

. Enter a search term

Within current folder

Search Text

Search Entry Names
Search Fields

Search Annotations

Customize Quick Searches




SEARCHING IN LASERFICHE FOR NAMED
LICENSES USERS

3 Randy SAMPLE 3 (2)
DsampLe 8
Osampie13)

D sampLe1 @)
DsampLe 1
DsampLe1 ()

Page Count Count Creation Date

15 3/18/2019 3:33 PM
3/22/2019 1:35 PM
4/8/2019 10:15 AM
4/8/2019 10:23 AM
4/8/2019 8:41 AM
4/8/2019 9:54 AM
4/8/2019 9:57 AM
4/8/2019 8:58 AM
4/8/2019 10:02 AM
4/8/2019 9:01 AM
4/8/2019 9:54 AM
4/8/2019 9:57 AM
4/8/2019 9:39 AM
4/8/2019 9:39 AM
4/8/2019 9:51 AM
4/8/2019 9:57 AM
4/8/2019 827 AM
4/8/2019 8:59 AM

Scanning into Laserfiche There are different ways to get documents into Laserf
get documents into Laserfiche. One way is to use Laserfiche Scanning to conve
One way is to use Laserfiche Scanning to convert paper documents into electron
e those images in Laserfiche. Scanning is therefore a critical component of mo

| component of most Laserfiche installations, and it is important to know how to
procedure. Laserfiche Scanning has two scanning modes: + Basic Scan
scan documents into Laserfiche with customizable features and flexi .Youc
scan documents into Laserfiche, see Laserfiche 8 Scanning in the Laserfiche Clie
nto Laserfiche, see Laserfiche 8 Scanning in the Laserfiche Client help files.

e 8 Scanning in the Laserfiche Client help files. You can also use Web Scannin

in Web Access opens Laserfiche Scanning has been previously downloaded)
asks you to install Laserfiche Scanning. Quick Fields is another Laserfiche

k Fields is another Laserfiche product that can be used for your advanced batc

Last Modified
3/18/2019 407 PM
3/22/2019 1:41 PM
4/8/2019 10:15 AM
4/8/2019 10:23 AM
4/8/2019 8:41 AM
4/8/2019 9:54 AM
4/8/2019 9:57 AM
4/8/2019 9:16 AM
4/8/2019 11:01 AM
4/8/2019 9:01 AM
4/8/2019 9:54 AM
4/8/2019 9:57 AM
4/8/2019 9:39 AM
4/8/2019 9:39 AM
4/8/2019 9:51 AM
4/8/2019 9:57 AM
4/8/2019 9:15 AM
4/8/2019 8:59 AM

Template Name
Agmt-Contr
Agmt-Contr
Clerk Admin
Clerk Admin

Legislative
Legislative

Clerk Admin
Legislative

Legislative

Legislative
Legislative
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Tasks Tools Window Help

&DElELE L

Location: s Search Results v »Go ‘Search: LaserFiche

Folders Relevance Ranking Page Count Count Creation Date m m Pa ge: 1 & {77 @ |
L.
:33F

Laserfiche Repositories 1 1
£ 4 Manteca 2
= ity Clerk 3
40 4

EID *Incoming 5 4/8/2019 8:41 Al
6
7
8
9

| L) Converson Hold T saal Scanning into Laserfiche

Agreements, Contracts and Leases (001) 4/8/2019 9:57 Al
There are different ways to get documents into Laserfiche. One way is to use

Appointments to Boards, Commissions and Committees (024) 4/8/2019 8:58 Al Laserfche s“,‘ vert paper documents info electronic images and siore
Community Outreach (004) 4/8/201910:02 / 5 v 1 It ok o 1ot o Iy ke
i Y nt ficient and useful ble. Sca
,D Dept Admin (005) 10 4/8/2019 9:01 Al Yrovidon s widb va m‘m’;; ons fo rooetuing documents o6 mm mn""’;'d"f
- Election Admin (029) 11 4/8/2019 9:54 Al you can tailor your scanning procedure to meet your organization's needs. Using
B e these options can make your documents easier to read, categorize, and locate in
Election Records - Nomination Documents (031) 12 4/8/2019 9:57 Al your repository. Scanning into a repository is a four-step process: m(gumon
- 3 y scanning, qualty control, and storage. It is useful to consider these fou
{_J Employee Training Materials, Courses, Scheduling (008) B Randy SAMPLE 3 (2) 13 4/8/2019 9:39 Al when planning your scanning procedure.
Historical (010) Dsampies 14 4/8/2019 9:39 Al -
Legal Advice (034) [ sampLe 1 ® 15 4/8/2019 9:51 Al s
B T

] Legislative Affais (011) [ sampLe 1 @) 16 4/8/2019 9:57 Al e e—r—
Permits Issued (014) DsampLE 1 17 4/8/2019 827 Al = m:j:_":_";;jgg;i:_‘;_ﬁ;;}._._;z,. “
[ Policies, Procedures and Plans (015) DsampLe1 @ 18 4/8/2019 8:59 Al
[_J Procurement - Agreements and Contracts Not Awarded (016) m
5 prop 218 Protests (037 S — __ Cle=—=eal
Public Notices (017) ¢ #1pgl Scanninginto Laserfiche There are different ways to get documents into Laser #
[ Real Estate Transactions (018) © #2pgl get documents into Laserfiche. One way is to use  LaserficheScanning to cony | Thumbnails
{_J Redev/Successor Agency Rpts (040) ¢ #3pg.l those images in Laserfiche. Scanning is therefore a critical component of mo
@ #4pg.l omponent of most  Laserfiche installations, and it is important to know how {
E'D Conversion Data ¢ #5pg.l anning procedure. Laserfiche Scanning has two scanning modes: Basic Sca
12/ Recycle Bin © #6pg3 scan documents into Laserfiche with customizable ~features and flexibility. Yc
-4 Search Results © #7pg3 ndocuments into Laserfiche, seelaserfiche 8Scanningin the Laserfiche Client.
© #8pg3 che 8Scanningin the Laserfiche Client help files. You can also use Web Scanni
@ #9pg.3 in Web Access opens Laserfiche Scanning(if it has been previously download
© #10pg.3 asks you to install Laserfiche Scanning. Quick Fields is another Laserfich
© #11pg.3 k Fields is another Laserfiche product that can be used for your advanced ba
© #12pg3 oormation, visit the Laserfiche Support Site at support.aserfiche.com and sea

K — »
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teca - Laserfiche
Edit View Tasks Tools Window

Open Ctrl+O
New
Rename...
Delete Ctrl+Alt+T
Properties... Alt+Enter
Calculate Sizes...
Import... Ctrl+Alt+1
Download
Print... Ctrl+P
Print Report...
Scan... Ctri+Alt+K
PhotoDocs...
Recent Documents
New Browser Window Ctrl+Shift+B
Attach Repository...
Detach Repository
Sign Out
Sign Out of All Repositories...

¥ LD

B

Close Window

Recycle Bin
4a] Search Results
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|8 FY2012/2013 - Laserfiche

File Edit View]| Tasks |lools Window Help

=
=

=]

4 &

&

Business Process )
ity Clerk

Lird

12

(&
[x

=]
=

K
i

Election Admi E
Election Recot b
Employee Tra @
Historical (01C
Legal Advice (|

View Metadata...

E-mail Document... Ctrl+Alt+E
E-mail Pages...

Generate Searchable Text... Ctrl+Alt+F
Generate Pages... Ctrl+Alt+G

Reprocess with PhotoDocs...

Remove Star Ctrl+Shift+Alt+R
Rotate...

Manage Electronic File

Delete Electronic Files

Migrate Entries...

Set Default Volume...

Check In/Check Out

View Fields...

View Tags...

Link Documents...

View Document Links...

Version Tracking

Recycled Items...

Business Process Details...

Start Business Process... Ctrl+Alt+B

Generate Report...

Legislative Affairs (011)
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SEARCHING IN LASERFICHE FOR NAMED
LICENSES USERS

QU €= = - | & )

Location: Manteca\Search Results

& Save & Load

o

=] Field Search %

[[] Search across selected fields:

Search by template:
Agmt-Contr v

Document Date
04/08/2018 to 04/08/2019

Vendor Name

Fiscal Year

Awarded?

Contract Start Date
/1l t ]

Contract End Date

/] to [/

Contract Number

=




SEARCHING IN LASERFICHE FOR NAMED
LICENSES USERS

File Edit View Tasks T Window Help

& Save & Load

Customize Search

Common
[l Field Search
[ Search across selected fields:

Search by template:
Legislative v/

Meeting Body
City Council

Meeting Date
04/08/2018 to 04/08/2019

Meeting Type

Legislative Docume:
Ordinances

ince Number

City Council-Ordinances-02018
[3) city Council-Ordinances-02018
B City Council-Ordinances-02018:
B City Council-Ordinances-02018-
B City Council-Ordinances-02018:
B City Council-Ordinances-02018-.
B City Council-Ordinances-02018-

B City Council-Ordinances-02018-...

B City Council-Ordinances-02018-.
B City Council-Ordinances-02018:
B City Council-Ordinances-02018:
B City Council-Ordinances-02018:
B City Council-Ordinances-02018:
B City Council-Ordinances-02018-
B City Council-Ordinances-02018-
[3) city Council-Ordinances-02018
B City Council-Ordinances-02018
B City Council-Ordinances-02018-

B City Council-Ordinances-02018-...

B City Council-Ordinances-02018-.
B City Council-Ordinances-02018-

B City Council-Ordinances-02018-...

Creation Date

3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM
3/26/2019 1:40 PM

ORDINANCE 02018-32

ORDINANCE OF THE CITY COUNCIL OF THE CITY OF
MANTECA, STATE OF CALIFORNIA, AMENDING
MANTECA MUNICIPAL CODE TITLE 8, HEALTH ANI
SAFETY, CHAPTER 8.04, BURGLAR ALARM SYSTEMS;
8.04.120 EXPIRATION AND RENEWAL OF PERMIT

WHEREAS, currently, the City of Manteca states the length of permit is for one
year from date of issuance; and

WHEREAS, the Alarm Permit Application was updated with an annual expiration
date of December 31¥, however the Municipal Code was not updated to reflect this
change; and

WHEREAS, the City Council has considered all information related to this matter,
as presented at the public meeting of the City Council identified herei including any
supporting reports by City Staff, and any information provided during public meetings.

THE CITY COUNCIL OF THE CITY OF MANTECA DOES ORDAIN AS
FOLLOWS:

'SECTION 1: Amendment. Manteca Municipal Code section 8.04.120 is hereby
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Location: Manteca\Search Results

& Save & Load
Customize Search e

=] Field Search *

[[] Search across selected fields:

Search by template:
Agmt-Contr e

Documentpate
04/08/2018 to 04/08/2019 B

Vendor Name

Fiscal Year

Contract Start Date

// to [/

Contract End Date

// to [/

Contract Number

—'ﬂ'—
| Rofine rosuts |




HOW TO ACCESS LASERFICHE FOR
GENERAL USERS

City Clerk » Records Management

CitySite Employee Recognition Program v ~ MyHR  Other Resources ¥ All Sites

Recently Modified

Records Management

ContractManagement
Agenda Management

Home

ContractManagementOL
d

Records Retention Schedule Destruction Process
Libraries T8 Manteca Destruction Procedure 09-19-17_pdf
Site Pages

N —— & City of Manteca Retention Schedule - Approved-20170403 xIsx

Private Documents
Drop Off Library

Destruction Forms
e Records Retention Schedu |e Request for Authority to Destroy Form.docx

Colendar I rainin Destruction Inventory Form xisx
Tasks
Destruction Certificate.docx

Laserfiche Forms Links

Powerpoint Slides: 8 RS Training Slides-FINAL-20170915.pdf
Discussions - . A .
oo recuecion Video Link: [} CAPTURE-HD33c656_2017-09-20_14_04_26.mp4 |ntern al Publl c Records Portal

@ Recyce 6in Filtering in Excel

All Site Content
How to sort the Retention Schedule Document.docx

FAQ's

RIM FAQs.docx




HOW TO ACCESS LASERFICHE FOR
GENERAL USERS

Log in to Manteca

User name:

‘VVebﬁnk

Password:




SEARCHING IN LASERFICHE FOR
GENERAL USERS

Welcome to Laserfiche WebLink

The gateway to our Laserfiche document center

‘ San Joaquin :'

Document management portal powered by Laserfiche WeblLink 9 © 1998-2015 Laserfiche. All rignts reserved.

‘ Searching...
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Sortresults by: Relevance v

Relevance
[ City Counci r-Legislative Packets-Iltem-C.2 Supplemental
... Name
Legislative -

Page count: Date modified Legislative

Page 2 ..anag Date created quin River channel(and bypass)flow infrastructur...
Page 2 ..ed reieases ana »an joaquin River channel(and bypass)flow infrastructure th...
Page 2 ...uth of Manteca that San Joaquin River flow capacity,at Vernalis,appears to be ...
Page 2 ...of Manteca that San Joaquin River flow capacity,at Vernalis,appears to be ...

Page 2 ... sent by TLG to the San Joaquin County Board of Supervisors on April 20,2017 and...

¥ Show more information...




SEARCHING IN LASERFICHE FOR
GENERAL USERS

Sortresultsby: Name v Results 1- 1 of 1

Kaizen-C2018-108-8/10/2018
Agmt-Contr - 16 page(s)

Page count: 16 Template name: Agmt-Contr

2 Show less information.

Fields

Document Date: 08/10/2018 Vendor Name: Kaizen Fiscal Year:
FY2018/2019 Department: CITY CLERK Awarded?: Yes Contract
Number: C2018-108 PV Conversion Info: Resolution-; Description-
Records Management; Subdivision- Signatures: Pending
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My WeblLink | Help | About | Sign Out

Laserfiche WebLink Home Browse .

My WebLink Connection Information

Connection Information You are logged in as Weblink
Browse Options

Search Options

View Document Options

Export Options

Reset
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Laserfiche WebLink

Home  Browse  Search

Customize Search
Text «——

Name

Template «———
Field

Within Folder
Within Volume
Sticky Note
Creation Date
Modification Date
Electronic Documents
Has Pages
Relationship

Tags

General Search
Advanced Search
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FOR GENERAL USERS

Template X

A
Template B Kaizen-C2018-108-8/10/201 5 Crmmmmm—

‘ Agmt-Contr ‘ Agmt-Contr - 16 page(s)
Document Date
Page count: 16 Template name: Agmt-Contr

Show less informatio

from \

o
Vendor Name

‘ Kaizen

Fiscal Year

Department

Insurance Complete?

Awarded?

Contract Start Date
from \ \

o \
Contract End Date

from ‘7‘ Document Date: 08/10/2018 Vendor Name: Kaizen Fiscal Year:

FY2018/2019 Department: CITY CLERK Awarded?: Yes Contract
c Number: C2018-108 PV Conversion Info: Resolution-; Description-
ontract Number

‘7 Records Management; Subdivision-  Signatures: Pending

o |

Project Name

Notes

PV Conversion Info

Destruction Date
Page 1 of 1
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& > C @ Notsecure | laserfiche/weblink/DocView.aspx?id=768738&isearchid=0325e54b-be28-4a8e

AGREEMENT FOR PROFESSIONAL SERVICES

Pages to print
1-16

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

After downloading, print the document using a PDF
reader (e.g. Adobe Reader).

Download & Print Cancel




DEMO FOR GENERAL LICENSE USERS



NEXT UP IN LASERFICHE

* The next departments being configured are:
* Finance — File Plan is configured in Laserfiche and will test beginning of November
« City Manager — File Plan being configured
* Human Resources — File Plan being configured — confidential
* Plans for 2020
* Contract Routing going live January [st

*  Public Portal

* More department File Plan Meetings with Kaizen



QUESTIONS?



