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Empowering students, faculty and staff in today’s fast-paced educational environment 
requires more than just giving them fast access to information. Successful colleges and 
universities need to optimize their business processes by getting the right information 
into the right hands at the right time.

Learn how higher education institutions across the country have made dramatic 
changes to their business processes with ECM software while cutting costs, reducing 
manual labor and complying with state and local regulations.

This book contains a collection of customer solutions (including step-by-step 
instructions and screenshots) for streamlining and automating various business 
processes across departments such as the Chancellor’s Office, Financial Aid, Faculty 
Affairs and more.
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Laserfiche will help you in your daily process. It will improve employee morale. 
It will help you in everything you are trying to do for students.

John Hermes, Vice President for Information Technology, Oklahoma Christian University
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Some of the products and services listed on the Laserfiche Solution Exchange and 
in this book were not developed by Laserfiche. The recommendations and opinions 

expressed on the Laserfiche Solution Exchange and in this book are those of the 
person or persons posting the recommendations only, and they do not necessarily 
represent Laserfiche’s opinion or recommendation of the product or service being 

reviewed. Laserfiche disclaims all liability resulting from your purchase or use of any 
non-Laserfiche software product or service listed on the site.
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INTRODUCTION

Today’s educational landscape is changing faster than ever before. Students and staff alike demand 
instant, self-service access to information via the web. They believe that online processes can be both 
convenient and secure.

At Laserfiche, we believe that the best way to help institutions like yours keep up with this rapidly 
changing landscape is to empower you with the knowledge and expertise you need to quickly and easily 
update your approach to information delivery—without engaging expensive experts. 

This book is a collection of some of the most useful solutions (including step-by-step instructions and 
screenshots) colleges and universities have created with Laserfiche software. Inside, you’ll read about 
how institutions across North America are using Laserfiche to:

• Digitize student, faculty and police department records.

• Automate records-related processes.

• Provide secure access to records from the web, mobile devices and other software applications.

We invite you to tap into their knowledge to help your institution keep pace with the ever-evolving 
requirements for information management in higher education.

This book contains 16 customer-built solutions. 
For more than 200 additional solutions, please visit:

Laserfiche.com/SolutionExchange
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RECORDS 
MANAGEMENT
In order to be agile, higher education institutions need their information to be 
available, consistent and reliable. At the same time, regulatory and compliance 
mandates require that controls around organizational information be created and 
maintained. Not only do student records need to be strictly maintained, other 
departments need efficient records management as well. 

This section contains solutions for efficiently processing, filing and sharing records for 
students, faculty and donors in an easy and secure manner.

Staff and Student Records: Texas Tech University Health Science Center 4

Student Records: Dalhousie University 14

Police Records: University of Central Florida 18

Facilities Records: Virginia Tech 24

Advancement Records: Mercyhurst University 28
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RECORDS MANAGEMENT

Laserfiche Solution Contributed By: Debbie Cate, Managing 
Director and Arthur Pare, Associate Managing Director, 
Texas Tech University Health Science Center

Established in 1923, Texas Tech University is located in 
Lubbock, TX and has an enrollment of 36,000 students. 
The university offers degrees in more than 150 courses 
of study through 13 colleges and hosts 60 research 
centers and institutes.

RECORDS MANAGEMENT:  
STAFF AND STUDENT RECORDS 

Texas Tech University 
Health Science Center

NUMBER OF EMPLOYEES: 
1,000-5,000

HEADQUARTERS: 
Lubbox, TX
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RECORDS MANAGEMENT

Texas Tech implemented Laserfiche in order to streamline operations 
and reduce paper. As part of their paperless mission, the General 
Services department at the Texas Tech University Health Sciences 
Center (TTUHSC) operates the centralized scanning bureau for the 
university. In an average year, one employee and 12 student workers 
scan two million pages into Laserfiche. Here are the department’s 
strategies for managing change, scanning and importing huge 
batches of documents into Laserfiche.

Obtain Buy-In From Major Departments

The first step in going paperless and implementing new technology is getting 
buy-in from a major department. An effective implementation of Laserfiche in 
a major department can serve as a successful example of how it can improve 
records management and workflow in other departments.

In the case of Texas Tech, the Finance and Administration department 
volunteered to serve as the trial case. Since nearly every department needs 
to view purchase orders, Laserfiche WebLink gave every employee of the 
university access. This helped significantly in getting other departments 
interested in scanning their documents.
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RECORDS MANAGEMENT

Overcome Resistance from New Departments

Helping new departments become paperless is a very important function of 
TTHSC’s scanning bureau. Many departments and employees are initially resistant 
to change. Here are some strategies for overcoming initial resistance:

• Involve the staff in the whole project by discussing what records they retrieve 
most often and how they handle documents. Ask a lot of “why” questions.

• Work with the staff to decide on the fields to be included in the document 
templates and to set up the folder structure.

• Create templates that employees can easily work with without knowing the 
repository folder structure.

• Make sure to only include fields that are used for retrieving documents in 
the template. Too many fields can be overwhelming to new users.

• Ask employees if there are any databases that contain some of the template 
information, such as employee information. Laserfiche Quick Fields can 
look up information from the database and populate certain fields, reducing 
manual data entry.

• Create an easy-to-navigate and user-friendly system to show employees how 
quickly they can find documents. If employees can’t retrieve what they need 
quickly, they won’t use it.

• In discussions with departmental staff, focus on how a new system will make 
them more productive. Sometimes employees think that new technology will 
make them lose their jobs, so having a transparent discussion of workplace 
efficiency will alleviate the worry.
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RECORDS MANAGEMENT

Scan a Sample of the Project

Once initial resistance is overcome, it is time to scan in a sample of the project. 
The sample should be a size between one and two percent of the entire project. 
Once the sample is scanned in, sit down with employees and show them how 
to retrieve the documents by searching. Demonstrate different but common 
scenarios employees might face when managing documents and how Laserfiche 
can address these issues.

Make sure that the employees are impressed with the ease of finding 
documents. Once they are comfortable with Laserfiche, give them a two-week 
trial period to use and work with the sample. Afterward, gather feedback and 
make sure that the system is set up in accordance with the department’s needs.

If a lot of modifications are needed, implement another trial period. It is  
better to make changes on a small sample than the entire library of a 
department’s documents.

Set Up Efficient Operations

Streamlined operations are essential to a well-functioning scanning bureau.  
TTUHSC has split the scanning process into four steps:

1. Prepping

2. Scanning

3. Indexing

4. Quality assurance

All of these tasks are performed by student workers supervised by one  
full-time employee.
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RECORDS MANAGEMENT

STEP 1: PREPPING

Most of the paper that needs to be scanned arrives at the bureau in boxes. 
A typical scanning job consists of approximately 30 boxes. As part of the 
prepping task, color labels are attached to each box and designated job and 
box numbers are written on each label. Each job has a different colored label 
to distinguish it easily. Before prepping a box a student worker writes his 
name on the colored label.

The required folder structure is created in Laserfiche. Folders are created for 
each job number with each folder containing a separate folder corresponding 
to each box.

The repository folder structure corresponds to the boxes in which records were originally stored

The student worker prepares the individual documents for scanning by removing 
staples, binder clips and paper clips. He then binds a stack of 100-150 pages 
with a rubber band. When a box is completed it typically contains between eight 
and ten bound stacks.

8  |  QUICKER BETTER SAFER



RECORDS MANAGEMENT

STEP 2: SCANNING

Once the documents are prepped, they are scanned by another student worker. 
The student scans one individual paper bundle at a time. Each bundle becomes 
one large document in Laserfiche. During the scanning process, the student 
verifies that the images are scanned and readable.

Virtual ReScan (VRS) automatically ensures color background removal, deskew, 
despeckle, line removal, and blank page deletion.

A scanning workstation

Documents are scanned using Laserfiche Scanning
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RECORDS MANAGEMENT

STEP 3: INDEXING

Once the stacks of paper have been scanned, another student worker 
performs indexing. The student performing the indexing has the physical 
document in front of her and the electronic document on the screen. 
Each physical document is separated by a colored coversheet so that the 
student knows where each document begins and ends.

The student then does the following:

1. Divides the document at each separator sheet from the large scanned 
batch document in Laserfiche. Separator sheets are reused.

2. Enters the required metadata.

3. Checks image quality and verifies that the number of pages scanned is 
correct and, if a page has errors or is missing, rescans the page into the 
document using a small desktop scanner.

4. Saves as a new document.

Typical indexing workstation Sample separator sheet
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RECORDS MANAGEMENT

 STEP 4: QUALITY ASSURANCE (QA)

The final step is QA. The student worker responsible for this aspect of the 
process writes his name on the colored box label before beginning. He takes a 
random sample of documents from the box and looks them up in Laserfiche to 
make sure that they have been scanned correctly. After the student checks the 
document sample, he OCRs all documents in that folder. They are then moved 
and billed by the supervisor.

Re-Evaluate the System

A department’s needs change over time. For example:

• Departments may find new uses for Laserfiche.

• There may be new legislated mandates that the department must adhere to.

• A departmental business process might change or a current process may 
become obsolete.

• There are new technology advances or new Laserfiche features.

It is important to periodically re-evaluate the Laserfiche implementation to 
take into account any of the changes listed above. Continue to work with 
departments after the initial scanning project has been completed to make sure 
that the Laserfiche system continues to meet their needs.

For example, some departments at Texas Tech have embraced Laserfiche  
Forms and have started importing documents internally rather than using the 
scanning bureau.
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RECORDS MANAGEMENT

The accounting department has several forms, including this example of an ACC 
Fund History form.

The accounting department uses Laserfiche Forms to import documents

This form is used each time documentation is uploaded relating to the various 
accounts being used within the institution. Different types of funds, such as 
service department revenue, state grants, federal grants and appropriated state 
funds have required documentation that needs to be maintained throughout 
the duration of the fund’s use.
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RECORDS MANAGEMENT

The person filling out the form selects the appropriate document template based 
upon whether the documentation uploaded is transactional or historical. In this 
case, the template selected is the ACC Fund History template. When the name of 
the template is selected, appropriate fields appear for the user to fill out.

Field rules allow certain parts of the form to remain hidden unless a particular 
selection is made

Currently, the form allows for only two templates to be selected. If another 
template must be used, Laserfiche Forms emails an administrator who will 
either add new template data to the form or revise the submission.

Once the form is submitted, 
the form is saved in the correct 
Laserfiche repository and 
properly indexed with the 
designated fields.

Benefits of Laserfiche

Implementing Laserfiche Forms within the accounting department has resulted in 
the following benefits for TTUHSC:

• The accounting department doesn’t have to prepare coversheets and attach 
them to documents before having the batch sent in for scanning and indexing. 
Now it takes approximately the same amount of time to scan and upload the 
documents that it took to prepare the cover sheet and batch the documents.

• Each document is immediately accessible in Laserfiche.

• Since the accounting department scans their own records, they have become 
significantly more familiar with retention rules and have revised procedures to 
ensure that they are in full compliance with all applicable laws.
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RECORDS MANAGEMENT

Laserfiche Solution Contributed By: Monica Baccardax, IT 
Project Manager, Dalhousie University Faculty of Medicine

With over 400 students and more than 500 residents 
in its undergraduate and graduate programs, Dalhousie 
University Faculty of Medicine manages and archives 
a large number of records. Laserfiche transformed 
a paper-heavy and inefficient records management 
process into one that is paperless and organized.

RECORDS MANAGEMENT:  
STUDENT RECORDS 

Dalhousie University 

NUMBER OF EMPLOYEES: 
1,000-5,000

HEADQUARTERS: 
Halifax, Nova Scotia, Canada
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RECORDS MANAGEMENT

Legacy Process

From the time a student or resident was admitted to Dalhousie University 
Faculty of Medicine to the time of graduation, his paper records were kept in a 
single file folder. This file folder was stored in the department’s locked storage 
area and moved to offsite storage once the student graduated.

Finding a specific document was time consuming since the file folder first had to 
be retrieved from either onsite or offsite storage and then the actual document 
would have to be located within the folder.

Every student or resident’s records are stored in his 
individual folder under the department in which his 
program of study is housed

Folder Structure

Currently, student and resident 
records are scanned directly into 
Laserfiche by a dedicated scanning 
technician as soon as they arrive 
at the office or as soon as the 
student/resident completes the 
medical school program. Records 
originating in an electronic format, 
such as student assessments, are 
imported directly into the Laserfiche 
repository. The older records were 
also back-scanned into Laserfiche.

All Dalhousie University Faculty 
of Medicine records are organized 
in a single repository. The medical 
school has developed a workable 
filing method over the years. Rather 
than change something that works 
well, the Laserfiche repository folder 
structure was created to mimic the 
existing structure.
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RECORDS MANAGEMENT

For example, the department of Undergraduate Medical Education (UGME) 
has its own folder. Within that folder are individual student folders. When the 
student graduates from the UGME program, his folder is moved to the non-
current student records folder under the main UGME departmental folder.

Document Templates

To create document templates, the Dalhousie University Faculty of Medicine 
staff identified types of information common to all records, such as the 
Dalhousie University ID and student/resident name. These common elements 
were used to generate fields included on each template. Additional fields were 
chosen to make it easy for employees to search for the various record types.

For example, here is what the template assigned to all academic documents 
looks like:
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RECORDS MANAGEMENT

One field common to all document templates is Retention Date. This field 
is populated by the scanning technician during the scanning process. The 
Dalhousie School Faculty of Medicine has a retention policy that requires most 
records to be retained for at least 60 years. When a record reaches its retention 
date, the records management administrator will delete it from Laserfiche. 
Records are also deleted upon receipt of a signed approval form from the 
authorized person.

Benefits of Laserfiche

Implementing Laserfiche at Dalhousie University Faculty of Medicine has 
resulted in the following benefits:

• Records are organized using Dalhousie’s classification codes and metadata 
schemes resulting in faster search and retrieval.

• Physical storage space has been reduced.

• Only one copy of each document is stored and no record is ever lost.

• Multiple employees can access the same record simultaneously, as long as 
they have the appropriate security rights.
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RECORDS MANAGEMENT

Laserfiche Solution Contributed By: Carla Markx, Records 
Supervisor, University of Central Florida Police Department

The University of Central Florida (UCF) Police 
Department comprises many different divisions, each 
with its own documents and records. Here is how the 
UCF Police Department organizes records within the 
repository and complies with the State of Florida Library 
and Archives retention policy.

RECORDS MANAGEMENT:  
POLICE RECORDS 

University of  
Central Florida 

NUMBER OF EMPLOYEES: 
1,000-5,000

HEADQUARTERS: 
Orlando, FL
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RECORDS MANAGEMENT

Folder Structure

When designing the repository, it was necessary to take into account exactly 
how each division within the department searches for documents. For example, 
the Patrol division has folders set up by year, month and case file number.
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RECORDS MANAGEMENT

Meanwhile the invoices maintained by the Procurement division are stored in 
folders by fiscal year and vendor.

The UCF Police Department found that the way files are organized in the 
Laserfiche repository does not have to be the same as the way physical files 
were organized. It is best to rethink the organization scheme to make sure that it 
is optimal, rather than simply replicate what was done previously.
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RECORDS MANAGEMENT

Document Templates

In addition to browsing for documents, records will also be located by using 
Laserfiche Search. In order to facilitate searching, it is very important to create 
extensive document templates. A Laserfiche administrator should sit down with 
the divisions involved and have them write down every possible thing that they 
would like to locate documents by. That is the information that should be stored 
in template fields.

Here is what the Procurement document 
template looks like:

Since each division deals with different 
files and works with them in its own way, 
the UCF Police Department decided to 
create a separate document template 
for each division. Here is what the Police 
Records template looks like:
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RECORDS MANAGEMENT

To account for different types of documents within each particular division, the 
UCF Police Department created a Document Type list field. A Document Type 
field is contained in every template, though the document types available to be 
selected differ by division.

Records Management

In order to facilitate records management and comply with the state of Florida’s 
Library and Archives retention policy, the UCF Police Department added a 
Document Date field to each template. Twice a year the Records Manager runs 
a search in Laserfiche for all of the documents that have met or passed the 
retention guidelines, and deletes them.
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RECORDS MANAGEMENT

In order to make sure that nothing is deleted that shouldn’t be, the Records 
Supervisor looks through the Recycle Bin after the Records Manager deletes 
the records. Once this second check is completed, the records are purged 
from Laserfiche.

Advantages of Laserfiche

Implementing Laserfiche at the UCF Police Department has resulted in the 
following benefits:

• Sensitive data can be redacted using the redaction tool so that 
unauthorized users never have access to it.

• Records are deleted after they reach their retention so that the repository 
is never cluttered with old, unnecessary files.

• Documents can be found quickly and easily while each division still has a 
say in how to best organize its own files.
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RECORDS MANAGEMENT

Laserfiche Solution Contributed By: Sheree 
Montgomery, Facilities Plans Coordinator/Laserfiche 
Administrator and Aileen Dollete, Senior Office 
Assistant, Virginia Tech

The Facilities Records department at Virginia Tech 
manages facilities related projects across the 
2,600 acre campus. Laserfiche has made sharing 
and accessing documents much easier and has 
significantly reduced printing and copying costs, as 
well as contributed to sustainability.

Here is how Laserfiche WebLink simplifies document 
sharing with field workers, engineering students  
and contractors.

RECORDS MANAGEMENT:  
FACILITIES RECORDS 

Virginia Tech 

NUMBER OF EMPLOYEES: 
1,000-2,000

HEADQUARTERS: 
Blacksburg, vA
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RECORDS MANAGEMENT

Field Workers

Before Laserfiche, field workers had to go to the main Facilities Records office to 
ask for project blueprints, which needed to be located and copied. This took at 
least a day.

Now, all drawings, blueprints and documents related to the maintenance of 
every building or facility owned by Virginia Tech are stored in Laserfiche. If a 
field worker needs to repair something like a water leak, he can quickly view the 
blueprint on his iPad through Laserfiche WebLink and get to work much faster.

QUICKER BETTER SAFER  |  25



RECORDS MANAGEMENT

Engineering Students

As part of their coursework, some engineering students need access to large 
scale drawings and plans.

Instead of printing and copying these plans, the Facilities Records department 
uploads them to a specific folder in Laserfiche WebLink. The professor specifies 
the URL, user name and password in the course syllabus. Students can then go 
to the location and look at the drawings on a smartphone or tablet.

Contractors

Laserfiche WebLink has also simplified the bidding process for the 
procurement of services.

Before Laserfiche, bidding projects were advertised online and in a newspaper. 
Bidders showed up to a pre-bid meeting where they had to peruse 35-40 
hardcopies of drawings to determine if they were interested in bidding.
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RECORDS MANAGEMENT

Now, all of these 
documents are saved in 
one folder in Laserfiche.

The Laserfiche WebLink URL to the folder along with the user name and  
password are provided in the bidding information advertisement both online  
and in the newspaper.

Bidders can look at the drawings before coming to a pre-bid meeting. In this way, 
only those really interested in submitting a request for proposal come to the 
meeting, saving everyone’s time.

Benefits of Laserfiche

Implementing Laserfiche at the Virginia Tech Facilities Records department has 
resulted in the following benefits:

• Sharing and accessing documents is much easier and printing and copying 
costs have been significantly reduced.

• Field workers save an average of one and a half days per project by not having 
to go to the main office to obtain copies of building plans and drawings.

• Bidders can view bidding information before they arrive to a pre-bid meeting, 
saving everyone’s time.
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RECORDS MANAGEMENT

Laserfiche Solution Contributed By: Jeanette Britt, CIO, 
Mercyhurst University

As a non-profit university, Mercyhurst University relies 
on donations to function. Here is how Laserfiche helps 
the advancement department process more than 7,000 
donations annually.

RECORDS MANAGEMENT:  
ADVANCEMENT RECORDS 

Mercyhurst 
University 

NUMBER OF EMPLOYEES: 
500-1000

HEADQUARTERS: 
Erie, PA
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RECORDS MANAGEMENT

Laserfiche Quick Fields

Every gift comes with pages of related documentation including checks, letters 
of donor intent and pledge forms. For each gift received, the donor is mailed 
a special tax receipt/thank you letter generated from the Ellucian Colleague 
Advancement system.

All of these documents, including the tax receipt/thank you letter, are scanned 
into Laserfiche with Laserfiche Quick Fields. Laserfiche Quick Fields pulls data 
from the letter to populate the metadata using Zone OCR.

Here is what this Laserfiche Quick Fields session looks like:
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RECORDS MANAGEMENT

Once the documents are scanned, they are sent directly to the donor’s 
folder in Laserfiche, where they are stored indefinitely. Mercyhurst assumes 
that once people become donors, they will remain donors for life, so these 
files are never deleted.
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RECORDS MANAGEMENT

Besides the documents described above, other information stored in donor 
files may include a press release written announcing the donation and 
handwritten notes. Those are also scanned directly into Laserfiche with 
Laserfiche Quick Fields as they arrive in the department. A work-study 
student prints a coversheet with the donor name and ID and appends it to 
the documents before scanning. This coversheet ensures that the correct 
information is pulled into the metadata and the supplemental documents get 
saved in the correct donor folder.

Here is what a sample cover sheet looks like:

Benefits of Laserfiche

Implementing Laserfiche in the advancement office has resulted in the following 
benefits for the university:

• Employees can now perform searches by donor name to find connections 
between various donors. For example, a particular donor’s name may be 
found in a newspaper article, filed in a different folder, about another donor. 
These connections among donors can help advancement employees solicit 
more donations.

• A room that used to contain 40,000 paper files was converted into an office 
for a new employee.

• Advancement employees who are often on the road can simply log into 
Laserfiche on their laptops and view donor files wherever they are.
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SERVICES 
FOR STUDENT 
ACHIEVEMENT
Higher education institutions provide a variety of services to their students— including 
everything from processing petitions and transcript requests to providing academic 
advising. Laserfiche streamlines these paper-heavy processes through the use of 
electronic forms, mobile technology and automatic routing. 

This section contains solutions for streamlining student services including transfer 
requests and course petitions with Laserfiche.

Degree Application Processing: College of the Desert 34

Transfer Requests: Algonquin College 44

New Course Proposals: Tarrant County College District 50

Mobile Academic Advising: University of Oklahoma 56
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SERvICES FOR STUDENT ACHIEvEMENT

SERVICES FOR STUDENT ACHIEVEMENT: 
DEGREE APPLICATION PROCESSING 

College of the Desert

Laserfiche Solution Contributed By: Annebelle Nery, PhD, 
Executive Dean of Institutional Effectiveness, Educational 
Services & Planning, College of the Desert

With more than 10,000 enrolled students, the College 
of the Desert’s financial aid and admissions and records 
departments process a large number of applications 
and petitions. Here is how these two departments have 
improved processing time by 40 percent with Laserfiche 
Forms.

NUMBER OF EMPLOYEES: 
500-1,000

HEADQUARTERS: 
Palm Desert, CA

EXISTING LASERFICHE 
INTEGRATIONS: 
Ellucian Colleague
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SERvICES FOR STUDENT ACHIEvEMENT

Laserfiche Forms and Laserfiche Workflow

Once a student is logged into the online student portal, she is able to access all 
the forms offered by the college.
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SERvICES FOR STUDENT ACHIEvEMENT

The student selects the form she would like to fill out from the list. In this 
case, she will select the Degree Application form, which will be opened in 
Laserfiche Forms.

The student fills out the form and submits it. Field constraints prevent the 
student from populating incorrect data. For example, the student ID number 
must be seven digits long.
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SERvICES FOR STUDENT ACHIEvEMENT

Once submitted, Laserfiche Forms saves a copy of the application in the 
student’s folder in Laserfiche.

Laserfiche Workflow creates a shortcut to the application in the Senior 
Specialist’s New Applications folder.
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SERvICES FOR STUDENT ACHIEvEMENT

The Senior Specialist opens the new application and reviews it. As part of 
the review process, the Senior Specialist needs to look over supplementary 
information such as transcripts. To make this easy for the reviewer, Laserfiche 
Workflow links each new application with a folder containing related 
supplemental documents as soon as new applications enter the Laserfiche 
repository. The Senior Specialist can open the folder of supplemental materials 
directly from the Links tab in the metadata pane.
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The Senior Specialist reviews everything and approves the application by 
changing the value of the Specialist’s Decision field.

This action sends the application to the Lead Evaluator for final review. 
Laserfiche Workflow deletes the shortcut from the Senior Specialist’s folder and 
creates a new shortcut in the Lead Evaluator’s folder.
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The Lead Evaluator opens the application and views the transcript. He 
determines that the student is enrolled in classes currently and must pass them 
before she can apply for a degree. The Lead Evaluator makes a note of this using 
the Text Box annotation and sends it back to the Senior Specialist, who will 
review the application at the end of the semester.
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This action prompts Laserfiche Workflow to delete the shortcut from the 
Lead Evaluator’s folder and create a new one in the Senior Specialist’s New 
Applications folder. The Senior Specialist opens the application and views the 
Lead Evaluator’s note. She changes the value of the Specialist’s Decision field to 
Semester End Review, which tells Laserfiche Workflow to move the application 
shortcut to the appropriate folder for later review.

At the end of the semester, the Senior Specialist opens the application again, 
reviews it, approves it and sends it back to the Lead Evaluator. The Lead Evaluator 
also opens the application and approves or denies it. The student is notified of the 
decision by email and the application is stored in the student’s file.
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Laserfiche Integration with Datatel

Laserfiche has been integrated with the college’s Datatel Student Information 
System. All student documents are available at the click of a button directly 
from within the student’s record in Datatel.

This integration allows users to view everything from one system and prevents 
them from having to switch between software applications. If the student 
outlined above inquires about the status of her application, the admissions 
employee can simply open Datatel, find the student by ID and view all of the 
student’s applications without having to open Laserfiche.
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Benefits of Laserfiche

Automating application and petition processing with Laserfiche has resulted in 
the following benefits for College of the Desert:

• Application and petition processing time has improved by 40 percent.

• The student worker who used to spend all of his time scanning forms has 
been delegated other tasks.

• All documents are named consistently, which makes them much easier to find 
when needed.

• Students prefer to fill out applications online resulting in shorter lines at 
financial aid and admissions/records windows.

• Phone calls and inquiries to the financial aid and admissions/records 
departments have been significantly reduced since students are now notified 
about the status of their application as it moves through all stages of the 
approval process.
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SERVICES FOR STUDENT ACHIEVEMENT: 
TRANSFER REQUESTS 

Algonquin College

Laserfiche Solution Contributed By: Marie Theriault, 
Manager of Scheduling and System Support, Registrar’s 
Office, Algonquin College

Located in Ontario, Canada, Algonquin College of Applied 
Arts and Technology was established in 1967. The College 
has undergone significant growth since its establishment, 
with nearly 20,000 full-time students and 35,000 
registrations in its continuing education program.

To support the student population, the Registrar’s Office 
receives approximately 2,500 transcript requests per 
term. The resulting influx of paper took up a lot of space, 
filling up file cabinets. Since transcripts need to be kept 
on file indefinitely, the paper couldn’t be reused. 

NUMBER OF EMPLOYEES: 
1,000-2,000

HEADQUARTERS: 
Ottawa, Ontario, Canada
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Over time, documents became discolored and frayed. In addition, paper 
forms would pile up on employees’ desks, resulting in processing delays.

After struggling with a previous document management system that 
was limited to simply storing scanned documents, Algonquin College 
implemented Laserfiche enterprise content management (ECM) software to 
automate various processes within the Registrar’s Office.

“Our Human Resources department was already using Laserfiche, and they 
provided positive feedback on the product. We found Laserfiche very easy 
to work with, which made it very easy for our staff to learn,” said Marie 
Theriault, Manager of Scheduling and System Support in the Algonquin 
College Registrar’s Office.

“Overall the ease of operation, versatility, training, internal support and 
support from our reseller, Ricoh Canada, made our final decision that much 
easier to make.”

The Registrar’s Office immediately started looking to use Laserfiche to 
improve the Credit Transfer (exemption request) process. With paper forms, 
students faced a long wait time to get approval or denial of their requests 
as paper forms were physically sent to multiple individuals for approval.

Within four weeks of launching the automated process, the Registrar’s 
Office achieved a wait time of only 1 to 2 weeks in 90 percent of exemption 
requests submitted by students—down from 4 to 6 weeks.

“This initiative was embraced by students from the start. It has given them 
back time so they can concentrate on their studies. Also, we are using 
technology that students use on a daily basis—they want to do everything 
online and this process has given them exactly that,” said Theriault.

“Looking at other higher education institutions in Canada, we know that this 
process still involves massive amounts of paper! We are proud to be ahead 
of the curve.”

Here is how Algonquin College used Laserfiche to reduce the time to 
complete exemption requests by 83 percent.
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Exemption Request Process

In the past, students would have to wait in line to request credit transfer 
exemptions, carrying all their physical documents with them. Lines would 
be very long, especially at the beginning of each term. This was a time-
intensive process for students and created mountains of messy paperwork for 
administrators. Additionally, students could request multiples exemptions at 
the same time, resulting in long delays as students had to wait for all of their 
exemptions to be processed before receiving a response.

Now, students can apply for credit transfer exemptions online through 
the student portal. They fill out an electronic form and upload supporting 
documents like transcripts and course outlines. Students fill out a separate form 
for each exemption request so that they don’t have to wait for all exemptions to 
be processed at once.

Once the student has submitted the request, it is saved in the Laserfiche 
repository and Laserfiche Workflow:

• Automatically sends two emails:

• One to the student indicating that the request has been received

• One to the Registrar’s Office (RO) indicating that a new exemption request 
needs to be processed

• Links the supplemental documents to the form

• Renames the folder according to the College’s standard naming convention

Laserfiche Workflow automates email notification and routing of exemption requests
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From here, the RO can either process the request internally or forward it to  
the appropriate academic department (AD) for approval. If AD approval is 
needed, a member of the RO selects the appropriate coordinator from a 
dropdown list in the document’s metadata. Laserfiche Workflow automatically 
sends an email to this person, allowing them to review the document.

When the coordinator either approves or denies the request, it is 
automatically sent to the department chair for final review.

Once approved, Workflow sends an email to the RO to indicate that the 
request is ready for final processing. An employee in the RO enters the request 
into the Genesis student information system and marks the document as 
“entered in Genesis.”

The Laserfiche repository allows 
employees to easily find student 
information

This action triggers Laserfiche 
Workflow to send a final email 
to the student notifying them of 
the exemption approval or denial. 
The denial reason is included in 
the email sent to the student. 
Simultaneously, Workflow sends 
an email to the appropriate 
member of the RO, indicating that 
the external exemption needs 
to be added in the exemption 
database. The request is moved 
out of the exemption directory and 
into the student directory section 
of the Laserfiche repository.

QUICKER BETTER SAFER  |  47



SERvICES FOR STUDENT ACHIEvEMENT

Document Request Process

Currently, transcripts are scanned into Laserfiche with Laserfiche Quick Fields, 
enabling information to be automatically added to the document as metadata. 
This metadata is then used to route and process the document using 
Laserfiche Workflow.

The student portal allows students to request exemptions at any time

Instead of manually searching in filing cabinets for documents, employees at 
the college can perform a simple text search for the appropriate document, 
saving time. The paperless process has simplified the document request 
process, making it faster and easier than ever.
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Benefits of Laserfiche

Algonquin College has experienced the following benefits since implementing 
Laserfiche:

• Space previously used for file storage has been repurposed as office space

• The credit transfer request process can be completed in less than half of the 
time previously required

• Students can request documents such as transcripts at any time without 
needing to come to the Registrar’s Office

• Documents can be easily retrieved and preserved indefinitely

• “We measure the success of this initiative by the velocity we gained in our 
exemption process. The business impact is huge” said Theriault. “This project 
has made us more efficient, more competitive, and opened the door to a lot 
of brand new ideas.”
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SERVICES FOR STUDENT ACHIEVEMENT: 
NEW COURSE PROPOSALS 

Tarrant County 
College District

Laserfiche Solution Contributed By: Darrell Rush, Document 
Imaging Technician, District Imaging Office, Ramon Moreno, 
Document Imaging Assistant, District Imaging Office and 
Nigel Parker, Director of Archives and Records Management, 
Tarrant County College District

Tarrant County College District (TCCD) is one of the 
largest and fastest-growing community college districts 
in Texas. It has a population of nearly 55,000 credit 
students across five campuses.

NUMBER OF EMPLOYEES: 
500-1,000

HEADQUARTERS: 
Fort Worth, TX
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Legacy Process

Every year, TCCD instructors can submit ideas for new courses or degrees for 
the upcoming school year. First, they must provide “intent to propose,” or 
a broad idea of what they want to change. Once this is approved, they can 
present their official proposal.

Before Laserfiche, this process was paper-driven. Once an “intent to propose” 
form was filled out, it was sent to various reviewers by interoffice mail. It used 
to take a total of three days for each appropriate person to receive, review it 
and mail the form back.

With Laserfiche Forms, the review and approval process has been reduced to 
as little as five minutes per person.

To accommodate such a large student body, instructors request 
hundreds of new courses or changes to existing courses per year. 
Here is how Laserfiche Forms reduced the time the college takes 
to approve new course proposals from 10 days to 15 minutes.
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New Process

The instructor submits his or her “intent to 
propose” through a public Laserfiche form.

Once the form is submitted, it is sent to 
the division dean for review. The dean can 
approve it, reject it or request changes.

If the form is approved, it is sent to the vice 
president of academic affairs who can also 
approve it, reject it or request changes.

Next, the form is sent for final review to 
the director of program development, who 
can either approve or reject the intent for 
proposal.

If the form is approved, the proposal 
coordinator is notified by email.

All rejected and approved forms are stored 
in the appropriate places in Laserfiche.

If, at any time, the intent for proposal form 
requires changes, the initiator receives 
an email with a link to the form. The link 
passes the values of the form fields through 
the URL so that the initiator does not have 
to fill out everything from scratch before 
resubmitting.
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Here is what the Laserfiche Forms process diagram looks like:

The Email link service task 
is configured this way:
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When a form is approved or rejected, Laserfiche Workflow sends a copy of the 
approved or rejected form to the submitter. Here is what this workflow looks like:
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Benefits of Laserfiche

Automating the new course proposal process with Laserfiche Forms has 
resulted in the following benefits for TCCD:

• The review and approval process has decreased from 10 days to 15 
minutes.

• The instructor is aware of the form’s status at every step of the 
approval process.

• If changes have to be made, the instructor can make them without 
having to fill out a new form from scratch.
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SERVICES FOR STUDENT ACHIEVEMENT: 
MOBILE ACADEMIC ADVISING 

University  
of Oklahoma 

Laserfiche Solution Contributed By: Rhonda Dean-Kyncl, 
Assistant Dean of Academic Services, University of 
Oklahoma College of Arts and Sciences

The College of Arts and Sciences is the largest school 
at the University of Oklahoma with 28 departments, 
50 majors and over 7,000 students. The large student 
population results in numerous requests for services 
such as changing majors and class withdrawals that must 
be processed by the Academic Services Office daily. 
Here is how Laserfiche automated the management of 
student records and processing of petitions and forms.

NUMBER OF EMPLOYEES: 
1,000-5,000

HEADQUARTERS: 
Norman, OK

EXISTING LASERFICHE 
INTEGRATIONS: 
Banner Student  
Information System
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Managing Student Records

The Academic Services office handles more than 8,000 student records for both 
active and inactive students. Each record can range anywhere from ten to 100 
pages and include the student’s entire academic history including high school and 
college/university transcripts, advising documents, email correspondence to and 
from the student, degree checks and disciplinary paperwork. It is very important 
that these records are only accessed by authorized staff members.

All student records are now stored in Laserfiche. The File Room folder in the 
Laserfiche repository stores records for active, denied, grad and inactive students.
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Each counselor has her own Inbox folder in the Laserfiche repository where 
documents needing her attention are placed.

Change of Major

Students change their major three times on average during their academic 
career. They can only change majors if they have an acceptable GPA. If the 
GPA falls below a certain level, then they have to get approval from one of the 
counselors. If it falls below another level, they need to seek the approval of the 
Assistant Dean.

58  |  QUICKER BETTER SAFER



SERvICES FOR STUDENT ACHIEvEMENT

Laserfiche has fully automated the change of major request process at the 
College of Arts and Sciences.

• A student comes to the Academic Services Office and a receptionist fills out 
the change of major PDF form with them.

• This form is then sent to Laserfiche with Laserfiche Snapshot and certain 
required fields are manually populated.

QUICKER BETTER SAFER  |  59



SERvICES FOR STUDENT ACHIEvEMENT

• A workflow is then invoked. If the student’s GPA is below 2.0, a short-cut 
to the Change of Major form is sent to the Assistant Dean’s folder. If the 
student’s GPA is greater or equal to 2.0 a short-cut to the form is routed to 
the assigned counselor’s folder. 
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• Either the Assistant Dean or the counselor reviews the change of major 
request and approves or denies it by changing the value of the Reviewer 
Decision field.

• Once reviewed, the document is routed to a special folder in the repository 
where it awaits processing by Laserfiche Quick Fields. Laserfiche Quick Fields 
looks up information in the Banner Student Information System database by 
Student ID number and populates the rest of the document’s fields including 
name, term of entry, birth date and enrollment information. It is no longer 
necessary to obtain this information from the student, as it is always up to 
date based on what is stored in the Banner Student Information system.

This process is similar for other requests such as complete withdrawals, 
admission referrals and graduation and minor clearance.
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Mobile Advising

If a student at the College of Arts and Sciences has a GPA that falls below a 
certain level, the student is placed on academic contract. This means that the 
student is at risk for being suspended from the university or dropping out 
because of poor performance without graduating. Students placed on academic 
contract are required to meet with an academic counselor at least once a 
semester, meet several strict guidelines to remain enrolled in the college and to 
make progress toward and eventually achieve an acceptable GPA.

This previously paper-heavy process has been revolutionized with Laserfiche. 
Students are now informed of their academic contract status by email. A copy 
of the email is stored in the student’s Laserfiche folder. The academic contract 
itself is electronic. The counselor reviews this contract with the student on an 
iPad and the student signs the contract with their finger or a stylus.
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A copy of the signed contract is then emailed to the student.

“We believe this process will actually improve the student’s 
awareness of contract stipulations and ensure they have 

access to those stipulations throughout the semester.”

The College of Arts and Sciences is in the process of implementing mobile 
advising. Counselors will now be able to meet with students outside of the 
office, such as in a dorm meeting area, and not have to rely on students coming 
to them. The Laserfiche app will grant counselors immediate access to the 
student’s records directly on their iPads.

Advantages of Laserfiche

Implementing Laserfiche in the University of Oklahoma College of Arts and 
Science Academic Services Office has resulted in the following benefits:

• The office saved $1,800 a year by eliminating the File Trail hard copy file 
management system and reducing the purchase of paper and supplies.

• Academic contract status, honor roll and other notifications are now sent  
by email, saving the office $1,080 a year.

• Advisors and staff are more efficient as multiple people can access the 
same student record simultaneously. Processes are automated so that 
emails don’t have to be typed manually.

• Student forms and documents are no longer misfiled. An advisor can see  
all the student records at a glance by simply opening the student’s folder  
in Laserfiche.
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Financial aid applications need to pass through many hands before they are approved 
and financial aid is disbursed. Further complicating matters, financial aid for students 
can be distributed through school financial aid offices or outside government agencies. 
Speed and accuracy is of the essence in this important process. 

This section includes solutions from organizations that use Laserfiche to streamline and 
expedite their financial aid processes.

Financial Aid Application Processing: Oklahoma Christian University 66

Loan Payment Processing: Texas Higher Education Coordinating Board 74

College Savings Application Processing: Washington Student Achievement Council     86

Veterans Administration Benefits Processing: Tarrant County College District 94
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Laserfiche Solution Contributed By: John Hermes, Vice 
President for Information Technology / CTO, Oklahoma 
Christian University

Oklahoma Christian University (OC) serves 2,500 
students and offers 60 majors and 30 additional areas 
of study. Here is how OC integrated Laserfiche with the 
Ellucian Colleague student information system to take 
student services paperless.

NUMBER OF EMPLOYEES: 
100-500

HEADQUARTERS: 
Edmond, OK

EXISTING LASERFICHE 
INTEGRATIONS: 
Ellucian Colleague

FINANCIAL AID: 
FINANCIAL AID APPLICATION PROCESSING 

Oklahoma Christian 
University 
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Electronic Forms

Embedded electronic forms are available on the online student portal.

Students can see a list of all required forms and their status on the student portal
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The student clicks on the appropriate form and fills it out online.

An example of the online verification worksheet
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Once a form is submitted online, 
it is saved to the Laserfiche 
repository. Laserfiche Workflow 
updates the communication 
code in Colleague, signifying 
that the form has been 
submitted. A communication 
code is assigned to every form 
or letter in order to identify 
them in Colleague.

The communication code also 
changes the status on the 
student’s online checklist from 
Missing to Pending Review and 
then finally Accepted.

Once the communication code 
is updated, Colleague sends 
a confirmation email to the 
student. Another email is sent to 
the staff members responsible 
for reviewing the form.

Laserfiche Workflow updates the communication code in Ellucian Colleague 
to signify that a form has been received
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Laserfiche Workflow routes the form to the To Be Reviewed folder, where it stays 
during the review process.

Laserfiche Workflow routes the form to the appropriate folder for review
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The reviewer reviews the document in Laserfiche and annotates it by 
highlighting key areas and adding sticky notes to indicate the items that are 
checked. The reviewer then signifies that review is complete by updating the 
metadata value accordingly. Depending on the form, it may be sent to other 
people for review.

The reviewers annotate the completed verification form in Laserfiche
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Once the form is fully approved, the approver changes the communication code 
in Colleague. This action triggers an email notification to the submitter and 
updates the form’s status on the online portal. Laserfiche Workflow archives the 
document in the appropriate student’s folder.

OC’s Laserfiche repository

72  |  QUICKER BETTER SAFER



FINANCIAL AID

Benefits

Implementing Laserfiche at OC has resulted in the following benefits:

• The university saves $10,000 a year by storing transcripts in Laserfiche, 
eliminating the need for an outside vendor for document storage and 
providing easy access to the records.

• The university’s registrar and financial aid offices are able to serve a growing 
student population without expanding staff.

• The review process of student forms is completely transparent. The student 
is always aware of the status of his application and associated admissions 
documents.

• Students no longer have to walk to different offices on campus to get 
approvals from different people, or mail forms back and forth as Laserfiche 
Workflow routes the forms automatically.
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Laserfiche Solution Contributed By: Texas Higher Education 
Coordinating Board

The Texas Higher Education Coordinating Board (THECB) 
provides low-interest loans for students who are eligible 
to pay in-state tuition. All loans are serviced at THECB 
until they are paid in full. Processing loans is a very paper-
heavy process—with an average of 1.5 million documents 
a year. Here is how THECB Laserfiche to streamline 
loan payment processing and ensure a smooth flow of 
information throughout the department.

FINANCIAL AID: 
LOAN PAYMENT PROCESSING 

Texas Higher Education 
Coordinating Board 

NUMBER OF EMPLOYEES: 
100-500

HEADQUARTERS: 
Austin, TX
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Import Documents

Loan applications arrive at THECB in two ways:

• Electronically.

• These applications are then transferred to the Laserfiche repository  
by Laserfiche Import Agent.

• By mail.

• These applications are scanned and indexed manually.

Due to federal and state mandated 
regulations and the prospect of future 
litigation, THECB has to document and 
archive every single piece of information 
regarding the loans processed. This 
results in a great deal of supplemental 
documentation—ranging from email and 
electronic customer service requests to 
screenshots of the Loan Management 
System and several other third-party 
systems—that must be archived for 
each loan. They use Laserfiche Snapshot 
to quickly and efficiently print these 
supplemental documents into the 
Laserfiche repository.

During the Snapshot process, THECB selects the required template and manually 
enter the required metadata, the most important of which is the LPO Department 
field and LPO Document Type which are provided in a drop-down list.
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Process Documents With  
Laserfiche Workflow

DOCUMENTS THAT HAvE BEEN PRINTED WITH LASERFICHE SNAPSHOT

Once the supplemental documents have been printed into Laserfiche, the 
Virtual Pickup workflow is invoked. It routes the newly imported document to 
the Virtual Pickup folder in the repository. Depending on the value of the LPO 
Department field, it assigns the correct document template. The document 
is then routed to the correct folder in the Laserfiche repository based on the 
value of the LPO – Document Type field.

The document then waits in the folder for a reviewer to read through it and 
manually update the value of the Status field. Depending on the status update, 
another workflow is invoked for further document processing. For example, 
if the document happens to be a copy of a personal check, the Payment 
Workflow gets invoked.
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Here is what the Virtual Pickup workflow looks like:
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DOCUMENTS THAT HAvE BEEN SCANNED

Once payment documents are scanned into the Scanning folder, the Payment 
Indexing workflow is invoked.

• The documents are moved from the Scanning folder into the Indexing folder 
and assigned to the Indexing template.

• A technician looks at the documents in the Indexing folder and manually fills 
out either the SSN field or the Reference Number field. He then changes the 
Status field to Process Pending.

• Laserfiche Workflow uses the Query Data activity to pull the rest of the 
information from the database based on the Social Security Number or 
Reference Number (depending on which was filled in by the technician).  
The Assign Field Values activity is then used to populate the remaining fields. 
This eliminates manual user entry error.

• Next, Laserfiche Workflow checks to make sure that the template was filled in 
completely.

• If most fields are blank, which means the database lookup failed due to an 
incorrect Social Security Number or Reference Number, the document is 
routed to an Exceptions folder. The Payment Indexing workflow is invoked 
again, giving the technician an opportunity to correct the mistake.

• If all of the data is successfully populated, the Payment Processing 
workflow is invoked.

• If somehow there is no Social Security Number or Reference Number filled 
out, the issue needs researching by the payment team and the Research 
Workflow is invoked.
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Here is what the Payment 
Indexing workflow looks like:
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Payment Workflow
• The Payment Workflow uses the Retrieve Field Values activity to obtain 

the field values from the template, including the LPO Department 
Number, and turns them into tokens for later use.

• It then assigns the Payment Processing template to the document 
using the Assign Field Values activity. Depending on the value of the 
LPO – Document Type field, the document gets routed to the Payments 
Processing folder, the ACH Folder or the Correspondence folder using the 
Move Entry activity.

• The Wait for Entry Change activity waits until the value of the Status 
field is updated by the reviewer who monitors the particular folder on a 
regular basis.

• The Retrieve Field Values activity then converts the Status field into a 
token that is used in the Routing Decision activity to determine where 
the document needs to be routed next.

• This document can be completed, routed incorrectly (some documents 
originally appear to belong to one department but really should be 
processed by another), sent to another department for further processing 
(some documents need to be processed by multiple departments) or put 
on hold. Each of these actions invokes a separate workflow.
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Here is the full Payment Workflow design:
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Keep Tabs on Everything That is  
Being Processed

Since there are more than 29 different workflows running regularly, it is 
very important that the manager of operational support services is able 
to track their progress quickly and effectively. The Laserfiche Workflow 
Administration Console makes it easy to monitor where any document is at 
any given time. The first thing the manager does each morning is look in the 
Wait Conditions tab in the Monitoring Node to see if there are documents 
that have been stuck in any of the workflows for 24 hours or more.
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Selecting a document in the Wait Conditions 
node returns its Entry ID in the Actions pane. The 
manager can copy this number and, after clicking 
on Open Workflow, open the particular workflow 
in the Workflow Designer. The manager can then 
use the Search function in Workflow Designer to 
search by the Entry ID (which had been copied).

This search will return all of the workflows that 
are currently processing the selected document.
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Double-clicking on one workflow opens it in the designer pane. The path that 
the document took through the workflow is clearly marked in green and the 
place where the document is stuck is marked in blue. The manager can then 
investigate the problem and resolve it.
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The manager can also view workflow statistics under the Monitoring – Statistics node.

Efficiencies Gained by  
Implementing Laserfiche
• Documents are now available immediately after being scanned or printed 

into Laserfiche.

• Business processes can be monitored efficiently and problems identified and 
resolved as they occur.

• Unnecessary and redundant processes have been eliminated.

• Data entry error is significantly reduced.
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Laserfiche Solution Contributed By: Melissa Huster, GET Lead 
Records Coordinator and Kim Porter, GET Records & Projects 
Manager, Washington Student Achievement Council

The Washington Student Achievement Council (WSAC) 
administers financial aid for higher education students 
in the state of Washington. Among others, it administers 
the Guaranteed Education Tuition program (GET), which 
allows Washington families to save for their children’s 
future college expenses with a prepaid tuition account 
that is guaranteed to keep pace with Washington’s 
highest priced public university. Here is how Laserfiche 
helps WSAC process as many as 1,500 paper enrollment 
applications a year.

FINANCIAL AID: 
COLLEGE SAVINGS APPLICATION PROCESSING 

Washington Student 
Achievement Council 

NUMBER OF EMPLOYEES: 
100-200

HEADQUARTERS: 
Olympia, WA

EXISTING LASERFICHE 
INTEGRATIONS:
Banner Student  
Information System
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Legacy Process

Applications received by mail, in person or from a bank were scanned into 
WSAC’s legacy document management system and then stapled together in 
a batch with a cover sheet. The batch was passed to the records coordinator, 
who would create records in the Banner Student Information System for each 
application.

If there was an issue with even one application in the batch, such as the 
necessity to verify residency, the whole batch would be put on hold until the 
issue was resolved. In the example of residency verification, that could result in 
a 60-day delay.

Current Process

With Laserfiche, applications are processed quickly and paper is no longer 
passed around the office. The new process works as follows:

• Enrollment applications are scanned into the To Be Indexed folder in 
Laserfiche directly after they are received. The scanning clerk assigns the SSN 
Driven document template and fills out the Document Date, Document Type 
and Social Security Number fields. Since the applicant does not yet have an 
account set up in Banner, the primary template, GET General Template, can’t 
be assigned until the end of this process.

• As soon as the enrollment application is saved, two different workflows are 
invoked.

• The first workflow assigns a value for the Document Category field based 
on the Document Type.

• The second workflow uses the social security number to retrieve the 
account owner’s name from Banner to populate the appropriate field.
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Here is what the template looks like after all 
the fields have been populated:

Here is what the workflow 
that assigns the document 
category looks like:
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After the enrollment applications are properly indexed and have all the 
necessary metadata, the application is manually moved to the GET Auto File 
folder. Some of the applications require the scanning clerk to perform additional 
actions such as add annotations or links to supplemental documents as part of 
the indexing process.

This action invokes the records management workflow, which files the original 
application in the appropriate document category within the GET Program 
Records folder. The folders within GET Program Records mirror the 50-year 
retention schedule for our paper documents.

Here is what the records folders look like:
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The records management workflow invokes the Enrollment workflow, which 
creates a shortcut to the original application in the Applications folder.

The records coordinator sets up the new account in Banner and enters the 
account number in the Related Account Number field. She also assigns an 
applicable tag related to the method of payment: either ACH or Credit. After 
everything is done, she changes the Document Status field value to Complete.

Applications tagged ACH or Credit are routed to the finance department for 
additional processing.

90  |  QUICKER BETTER SAFER



FINANCIAL AID

Finally, the document template gets changed to the GET General Template with 
all appropriate metadata, including Account Number, filled out. Here is what this 
complete template looks like:
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Here is what the whole Enrollment workflow looks like:

92  |  QUICKER BETTER SAFER



FINANCIAL AID

Benefits of Laserfiche

Automating the GET enrollment process with Laserfiche resulted in the 
following benefits for WSAC:

• Student information is now completely secure since applications are stored 
in Laserfiche and not in piles on employees’ desks.

• An application is no longer held up just because another application in the 
batch had a problem.

• Customer service has improved. An applicant can obtain the status of the 
application right over the phone because information stored in Laserfiche is 
instantly and easily available to authorized employees.
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Laserfiche Solution Contributed By: Darrell Rush, 
Document Imaging Technician, District Imaging Office, 
Ramon Moreno, Document Imaging Assistant, District 
Imaging Office and Nigel Parker, Director of Archives and 
Records Management, Tarrant County College District

Tarrant County College District (TCCD) is one of the 
largest and fastest growing community college districts 
in Texas. It has a credit student population of nearly 
55,000 across five campuses. With a military base 
nearby, thousands of TCCD students apply for Veterans 
Administration (VA) benefits each semester. Laserfiche 
has made this time-consuming and paper-heavy process 
quick and efficient.

FINANCIAL AID: 
VETERANS ADMINISTRATION BENEFITS PROCESSING 

Tarrant County  
College District 

NUMBER OF EMPLOYEES: 
500-1,000

HEADQUARTERS: 
Fort Worth, TX

EXISTING LASERFICHE 
INTEGRATIONS:
Ellucian Colleague
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Legacy Process

In the past, students had to submit all VA benefits paperwork to the registrar’s 
office at their home campus. The documents were placed in a file folder and, if a 
form was missing, the student had to bring it back later to the same office, even 
if he was attending classes at another location at the time.

Students can apply for VA benefits every semester that they are enrolled. As a 
result, a single student’s file may have between ten and 300 documents at any 
time. These files were stored in a vault from which they had to be retrieved each 
time someone needed to look at them.

Current Process

Laserfiche has made processing VA benefits paperwork significantly faster. 
Students can now submit the required documents in one of three ways:

• In person at any TCCD campus. This paperwork is scanned immediately into 
Laserfiche and the hard copies are returned to the student.

• By email. These forms are imported into Laserfiche with Laserfiche Snapshot.

• Online. Request for Benefits forms, commonly referred to as “green sheets,” 
can be submitted electronically through the Ellucian Colleague student 
information system. This form is saved on a network drive. From there, 
Laserfiche Quick Fields imports it into the Laserfiche repository.
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During the capture process, the VA template is applied to each new document. 
Some of the fields that are filled out include:

• Employee ID of the employee scanning the paperwork.

• Campus where the document is scanned.

• Student ID (from Ellucian Colleague).

• Checklist of all the documents that should be in the packet.

• Missing documents.

96  |  QUICKER BETTER SAFER



FINANCIAL AID

Once the paperwork is stored in Laserfiche, Laserfiche Workflow looks up the 
student record in Ellucian Colleague based on the Colleague ID.

• If an entry is not found, the document is renamed “Wrong Colleague ID” 
and the workflow is stalled until the Colleague ID is corrected.

• If the entry is found in Ellucian Colleague, the workflow looks to see if 
a student VA packet already exists (one would exist if the student had 
applied for VA benefits before).

If a packet is found, the current document pages are moved into the packet 
document. The district VA rep is notified by email that the packet has been 
updated.

If no existing student VA packet is found, the current document will start a 
new packet. The document is renamed per the VA packet naming convention 
and moved to the Registrar Certification Processing folder.

Metadata is populated based on the lookup into the Ellucian Colleague database.

The VA district representative verifies that the metadata is correct and, if it is, 
he contacts the VA department to make sure the student is certified to receive 
benefits. If the certification step is successful, then the Registrar Certification field 
is changed to Yes.

The packet is then filed in the appropriate folder for archiving and a new Student 
Records template is assigned to make the VA packet consistent with all the other 
student files.
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If the VA packet isn’t certified because some information was missing or 
incorrect, it is moved to the Missing Data folder. From there, the VA district 
representative contacts the student to obtain corrected or missing information. 
The student can then be certified.

Here is what this workflow looks like:
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And here are the workflow’s starting rules:

Benefits of Laserfiche

Automating the student VA benefits approval process with Laserfiche has 
resulted in the following benefits for TCCD:

• TCCD reduced the number of total VA reps from 10 (two per campus) to three 
in one central location.

• Students can now submit documents via email or in person at any campus.

• Since all VA packets are stored in Laserfiche, they can be retrieved easily. 
Previously, finding a student’s packet required a trip into the vault.
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TRANSACTIONAL 
PROCESSES
Whether they are processing invoices or managing contracts, all higher education 
institutions do some form of transactional processing. Laserfiche simplifies these 
processes by streamlining the review and approval cycle. 

This section contains solutions for making contract management and accounts payable 
process paperless. 

Accounts Payable: CSU Chancellor’s Office 102

Contract Management: Texas A&M University System Health Science Center 110

Fleet Management: Texas Tech University System Health Science Center 120
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Laserfiche Solution Contributed By: Chancellor’s Office at 
California State University

The accounts payable department at the California 
State University (CSU) Chancellor’s Office is responsible 
for processing invoices for the head office of the CSU 
system. Three dedicated technicians process about 
1,000 invoices each month. Here is how the accounts 
payable department automated invoice review and 
approval with Laserfiche Workflow.

NUMBER OF EMPLOYEES: 
200-500

HEADQUARTERS: 
Long Beach, CA

EXISTING LASERFICHE 
INTEGRATIONS: 
Oracle PeopleSoft

TRANSACTIONAL PROCESSES: 
ACCOUNTS PAYABLE 

CSU Chancellor’s 
Office 
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Capture

Invoices are received by mail and scanned into Laserfiche by the accounts 
payable technician (AP tech). During the scanning process, the Invoice Type  
and AP Tech Name metadata fields are manually populated. Once scanned  
the documents are routed to the appropriate AP tech’s folder with  
Laserfiche Workflow.

After document scanning is complete, the AP tech opens each document 
residing in his folder and manually populates additional metadata fields.

• The Reviewer field is required.

• The Vendor Name and Invoice Date fields are completed to assist 
department users in identifying the documents.
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Invoice Approval

The reviewer is notified once per day by an email when there are documents 
needing to be reviewed. This email contains a link to the reviewer’s work folder  
in Laserfiche.

The reviewer looks over each invoice in his folder. If the reviewer does not have 
delegated authority to approve invoices, he will select OK to Pay from the Dept 
Status field and designate another person to review the invoice by selecting that 
person’s name from those listed in the Reviewer field. The process will then repeat 
for the new designated reviewer. If any of the reviewers selects Reject Back to AP 
Tech, the invoice will be sent back to the original AP Tech.

Each time the Okay to Pay option is selected, the following stamp is automatically 
applied to the image:

The reviewer name and current date are automatically applied by Laserfiche 
Workflow.

• The reviewer name is derived from the user’s system login ID.

• The box is outlined in red to indicate that approval to pay has not yet been 
obtained.

This process was developed to allow departmental staff the opportunity to 
relay information to the delegated approver that the invoice is correct and 
may be approved for payment. This process may be repeated as many times as 
necessary before the document is assigned to the approver—the person with 
delegated authority.
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Once the last review has been completed, the name of the delegated approver 
is selected from those listed in the Reviewer field and the document is routed 
to that individual. The approver then chooses one of the following from the 
Approval Status field:

• Approved

• Rejected

• Approved with exception

• Approved manual send

If the invoice Dept Status is OK to Pay and the Approval Status is not Rejected, 
then the reviewer provides payment information by inserting a sticky note on 
the invoice with the purchase order or accounting information. Once a decision 
is made, the invoice is immediately sent back to the original AP tech. If the 
Approved manual send option is selected, the user can determine when the 
document is returned to the AP tech. The AP tech will be notified once per day 
by an email when there are documents in his folder.

When any of the Approved options are selected, the following stamp is applied 
to the image:

The name and date are automatically applied by Laserfiche Workflow in the 
same manner as the OK to Pay stamp mentioned above. The box is outlined in 
green to indicate approval to pay has been given.

Security is applied to the Reviewer and Approver user groups to dictate 
allowable actions users in these groups may perform. Reviewers will only have 
access to the Dept Status field while approvers are only allowed to update the 
Approval Status field.
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When the AP tech receives the reviewed invoice, he can make a decision by 
choosing one of the following from the AP Tech Instructions field:

• Approved

• Resend

• Reject

If approved, the invoice will be routed to the CSU\Accounts Payable\Invoices 
folder. If the invoice is rejected it will be routed to CSU\Accounts Payable\
Invoices\Dead Invoices. If Resend is selected, then the invoice will be sent back 
to a designated reviewer and the review process restarts.

Here is a diagram of the whole process.
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Laserfiche Workflow

This whole invoice approval process is powered by Laserfiche Workflow. A series 
of workflows routes the documents and sends the email reminders based on the 
various metadata field options selected.

Here is a screenshot of the workflow that routes the invoice to the reviewers. 
Based on the reviewer’s decision, this workflow then does one of the following:

• Routes the invoice to the AP tech.

• Waits for an annotation and then routes the invoice to another reviewer.
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Another workflow runs regularly every night. 
This workflow invokes other workflows, which 
scan the repository for invoices that still need to 
have an action taken and remind the appropriate 
people by email.

One of those workflows also looks up 
information in the external Oracle PeopleSoft 
database and uses it to populate the rest of the 
metadata. This workflow can also be triggered 
on demand by setting the AutoIndex field to 
Now on any document.
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Here is how the Custom Query activity is configured:

Advantages of Laserfiche

Implementing Laserfiche in the accounts payable department at the California 
State University Chancellor’s Office resulted in the following benefits:

• Original documents remain in the Accounts Payable folders—only document 
short-cuts are routed, viewed, and approved directly in Laserfiche.

• Approval time is reduced because the time required to route documents via 
the internal mail process is eliminated.

• Employees in other departments no longer need to contact accounting if 
they have a question about an order or a submitted document. They can 
obtain this information on their own directly from Laserfiche.

• Since metadata is now updated based on the data stored in the PeopleSoft 
database, manual data entry errors have been eliminated.
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Laserfiche Solution Contributed By: Trevor Moran, Senior 
Information Technology Consultant, Texas A&M University 
System Health Science Center

The Contracts Administration Office is responsible for 
processing, reviewing and approving contracts from 
various departments within Texas A&M System’s Health 
Science Center (HSC). Here is how HSC uses Laserfiche 
Workflow to decrease processing time from six to eight 
weeks to one and two weeks per contract.

INDUSTRY: 
Higher Education

NUMBER OF EMPLOYEES: 
1,000-5,000

HEADQUARTERS: 
Bryan, TX

TRANSACTIONAL PROCESSES: 
CONTRACT MANAGEMENT 

Texas A&M  
University System 
Health Science Center
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Store Initial Contracts in Laserfiche

Contracts originate in different HSC departments, including the College of 
Medicine, the College of Nursing, the College of Pharmacy, the College of 
Dentistry and the School of Rural Public Health. Staff from those departments 
can either scan documents directly into the For HSC Review folder in Laserfiche 
or use the Laserfiche Snapshot to print the documents into the folder. During 
this scanning or printing process, the staff member manually enters the required 
metadata into the document’s template. In the template screenshot below, all 
the fields denoted in red are required.
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Review and Edit the Contracts

Once a document has been stored in Laserfiche, the review process begins. HSC 
has set up a series of template-driven workflows to facilitate the process.

Different people in the Contracts Administration Office are responsible for 
managing different types of contracts. For example, contracts from the College 
of Medicine and College of Nursing are assigned to one staff member (HSC 
Component Contact) while contracts from the School of Rural Public Health are 
assigned to someone else. The first workflow takes each contract from the For 
HSC Review folder and, depending on where it originated, routes it to the folder 
of the specific HSC Component Contact who will be managing the contract.
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Workflow then automatically populates the Contract Number field in the 
template with the document’s Laserfiche Entry ID. Both the HSC Component 
Contact and the person submitting the contract receive an email stating 
that the contract has been received. This email also contains the Contract 
Number, inserted as a token, in order to simplify tracking.
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As part of the template, there is a multi-value field named Areas of Requested 
Review. The HSC Component Contact populates this field with the names of 
the people who will need to review the contract. Another workflow then uses 
the Conditional Parallel activity to route a shortcut of the contract document 
to each reviewer’s folder in the Laserfiche repository. In addition, Workflow 
emails every reviewer a shortcut to the document. This process enables 
simultaneous review of the contract by all the required parties. The actual 
contract document is stored in the HSC Component Contact’s folder.
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The reviewers make comments and corrections on the original document. Once 
they finish reviewing the contract, they mark the specific field in the template 
that pertains to them. If changes need to be made before the contract can be 
approved, Workflow moves the contract to a Returned to Component folder in 
the repository.

The person who initially submitted the contract receives an email letting him 
know that the contract has been reviewed and that there are changes that need 
to be made before it can be approved. He opens the contract in Laserfiche 
from the shortcut included in the email and creates a new contract with all the 
necessary changes. The pages of the revised contract are appended to the old 
contract which enables the changes to the contract to be tracked. This contract is 
then resubmitted.

This time around, the contract is automatically routed to the same HSC 
Component Contact and no new Contract Number is assigned. This review 
process is repeated until everyone agrees on the finalized version of the 
contract. Certain contracts may also be routed to General Counsel for an 
additional review after the initial review process is complete.
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Sign Finalized Contracts

After the contract has been finalized, it must obtain approval signatures. HSC uses 
a Conditional Parallel activity in Workflow since the contract has to be signed 
by multiple parties at various levels. When the contract is ready to be signed, an 
email, which includes a shortcut to the document, is sent to each person who 
needs to sign the contract. People sign the contract by appending a personal 
stamp to the document and then updating a particular field in the template.

Contracts that have been signed and finalized are moved into a record series 
where various staff can access and review them as needed.
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General Advice on Planning and 
Implementing Workflows
• Meet with all of the users involved in the business process and get them 

involved in designing the workflows.

• Be ready to adjust your workflows if necessary to account for changing 
business requirements.

• Set up security on templates so that only the people who need to edit 
certain fields can see them. This will eliminate user confusion and reduce 
data entry problems.

• Use security tags if you want certain users to be able to view only certain 
documents and not the entire contents of a particular folder.
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Laserfiche Solution Contributed By: Arthur Pare, Associate 
Managing Director, Texas Tech University Health Science Center

Established in 1923, Texas Tech University is located in 
Lubbock, TX, with an enrollment of 36,000 students. The 
university offers degrees in more than 150 courses of study 
through 13 colleges and hosts 60 research centers and 
institutes.

Beginning in 1969 as Texas Tech University School of 
Medicine, today The Texas Tech University Health Science 
Center (TTUHSC) is a seven-school university located in 
Abilene, Amarillo, Dallas/Fort Worth, El Paso, Lubbock, 
Midland and Odessa. TTUHSC has trained more than 10,000 
health care professionals, and meets the health care needs of 

NUMBER OF EMPLOYEES: 
1,000-5,000

HEADQUARTERS: 
Lubbox, TX

TRANSACTIONAL PROCESSES: 
FLEET MANAGEMENT 

Texas Tech University 
Health Science Center 
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more than 2.5 million people who live throughout a vast 108-county 
area stretching from the Texas Panhandle south to the Basin and 
west into Eastern New Mexico.

TTUHSC manages a 150 vehicle fleet. Fleet management includes 
processing reported expenses, managing regular inspections 
and maintenance. Additionally, it is necessary to keep track of all 
information regarding the usage of vehicles, including how many 
gallons of fuel were used, how many miles were driven and how 
many people were in the vehicle at any given time.

Previously, this process involved a lot of paper. It was difficult to 
keep track of all the receipts associated with each vehicle. Vehicle 
coordinators had to check the paper receipts against credit card 
statements by hand, resulting in an error prone and cumbersome 
process. Here is how Laserfiche helped the TTUHSC manage its fleet 
without any paper.

Fleet Management Portal and Module

Vehicle coordinators manage the TTUHSC fleet through a custom fleet 
management web portal. From here, vehicle coordinators and custodians can 
upload or enter new records or documents, and run reports. A vehicle coordinator 
can see all of the vehicles, but each vehicle custodian sees only his or her vehicle.

Fleet management is 
performed through a 
centralized web portal
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Every vehicle is assigned its own 
credit card called a Voyager card. 
All the charges related to the 
vehicle are charged to that card. 
At the end of the month, these 
expenses must be matched up to 
valid receipts and uploaded to a 
state system.

Every month, the credit card 
company sends the TTUHSC a 
CSV file of charges. The vehicle 
coordinator uploads this file to 
a server. The vehicle custodians 
log into the portal and find their 
vehicle. When they select it,  
they can see a list of all credit 
card expenses associated with 
that vehicle.

Vehicle custodians can view all of the expenses associated with their 
vehicle on the web portal

The vehicle custodians click 
on an expense and scan in the 
associated receipts and logs. 
Optical character recognition 
(OCR) is performed on the 
receipts as soon as they are 
scanned in. A custom module 
matches the expenses in the 
receipts against the itemized 
expenses in the CSV file. The 
items without a match must 
be matched up by the vehicle 
custodian manually. He can also 
add any expenses that were not 
charged to the credit card.

The vehicle custodian scans in receipts associated with their 
vehicle through a custom interface
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Once the information is 
submitted and scanned 
in, Laserfiche Workflow 
populates all the metadata 
fields with the transaction 
data including vehicle ID, 
date, location, mileage and 
custodian name.

Laserfiche Workflow assigns metadata to the document

A vehicle custodian or 
coordinator can now perform 
a text search in Laserfiche 
WebLink to find the last state 
inspection, oil change, etc.

Vehicle custodians and coordinators can find documents related to a particular 
vehicle with a simple search

Benefits of Laserfiche

Automating fleet management with Laserfiche has resulted in the following benefits:

• Instead of mailing physical copies to the vehicle coordinator for processing, vehicle custodians can 
scan in receipts from any location, saving on postage and eliminating the potential for lost documents.

• Receipts are matched against credit card statements automatically, saving time and increasing 
efficiency.

• A vehicle coordinator or custodian can quickly find any maintenance record for a particular vehicle 
with just a simple keyword text search, instead of sorting through boxes of paperwork.
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HIGHER EDUCATION

Empowering students, faculty and staff in today’s fast-paced educational environment 
requires more than just giving them fast access to information. Successful colleges and 
universities need to optimize their business processes by getting the right information 
into the right hands at the right time.

Learn how higher education institutions across the country have made dramatic 
changes to their business processes with ECM software while cutting costs, reducing 
manual labor and complying with state and local regulations.

This book contains a collection of customer solutions (including step-by-step 
instructions and screenshots) for streamlining and automating various business 
processes across departments such as the Chancellor’s Office, Financial Aid, Faculty 
Affairs and more.

laserfiche.com

Laserfiche will help you in your daily process. It will improve employee morale. 
It will help you in everything you are trying to do for students.

John Hermes, Vice President for Information Technology, Oklahoma Christian University




