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Purchasing Laserfiche is just the first step. What next? Do you start scanning all of 
your documents or should you think of automating business processes first? 

While the planning stages of implementation can be challenging, dedicating time 
and effort pays off in the long run. Too many things can go wrong without careful 
and thoughtful planning around your organization’s potential growth and future 
use cases.

Many organizations have been there before you. This e-book is a collection of 
advice from customers around the world, sharing their advice, best practices and 
wisdom to help you get started on your Laserfiche journey. 

You’ll learn:

• How to plan your deployment

• Tips and tricks to make it easy to get started – but build a strong 
foundation as you grow

• The best ways to use Laserfiche community resources

• And much, much more – straight from our most knowledgeable,  
innovative customers!

We invite you to tap into their knowledge to help your organization become more 
informed and more efficient than ever before.

But it doesn’t end here! Get beyond the page and join the Laserfiche Lounge 
group on Laserfiche Answers, the global Laserfiche community. We have a thread 
dedicated to getting started where you can get advice from many of the people 
featured here – and many others!

Welcome to the Laserfiche community!

 

Introduction

https://answers.laserfiche.com/groups/1/Laserfiche-Lounge
https://answers.laserfiche.com/groups/1/Laserfiche-Lounge


Implementation  
Plan 
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Follow the digital transformation model

“Take the recommended steps of the Laserfiche Digital Transformation Model:  
1) Digitize, 2) Organize, 3) Automate, 4) Streamline, 5) Transform. It may seem 
overwhelming at first because the software is so robust, but consciously taking 
each above step to fully utilize the function and muscle of the software will get 
you farther much faster.” 

– Sarah Jacobson, Administrative Analyst, La Plata County, CO

Have you installed Laserfiche and are unsure on how to proceed from 
there? The Laserfiche Digital Transformation Model outlines steps that your 
organization can take to become fully digital. To find out which step of the 
Digital Transformation Model your organization is in, you can take our free 
assessment. From there, you get a better idea of the things you can do to 
achieve the next milestone. 

More information about the model can be found on our dedicated website and 
by reading this white paper. 

• The Laserfiche Digital Transformation Model site

• The Digital Transformation Assessment

• 5 Strategies for Driving Digital Transformation white paper

Implementation Plan 

https://transform.laserfiche.com/transformation-model-assessment
https://transform.laserfiche.com/transformation-model-assessment
https://transform.laserfiche.com/
https://www.laserfiche.com/ecmblog/5-strategies-driving-digital-transformation/
https://transform.laserfiche.com/
https://transform.laserfiche.com/transformation-model-assessment
https://www.laserfiche.com/ecmblog/5-strategies-driving-digital-transformation/
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Develop a governance plan

“If you are new to Laserfiche, I would recommend you spend a lot of time 
planning out and thinking about how to you want to use Laserfiche. What 
is the main goal you want to accomplish? What kind of records will you be 
storing? What do you want/need to do with those records? What is the most 
efficient way to accomplish our goals? I would recommend that you determine 
processes, procedures, and develop your own documentation before just 
dumping documents into the system. Create your document types and 
metadata keeping in mind your records retention practices and requirements. 
Take the time to set-up processes that will make your jobs easier and more 
efficient – the time investment now will be worth it down the road.” 

– Donna Meuse, HR Manager, City of Surprise, AZ

“Laserfiche is an intuitive tool with many features. Work with your Laserfiche 
reseller closely and form a staff team to think through your needs and set-up 
 a structure to get you off to a strong start. Take some time to look at other 
Laserfiche sites online for ideas and guidance. While this may be time 
intensive, it is critical to have a solid, well-thought out structure in place 
when changing your business culture. Taking the required time to formulate 
a methodical plan prior to implementation of new systems will save time in 
unnecessary stops and starts that can quickly derail momentum.” 

– Christy OFlaherty, Records Governance Manager/City Clerk,  
   City of Tukwila, WA

Implementation Plan 
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Create an implementation and governance plan before importing any content 
into the repository or automating any business processes. Planning ahead of 
time will reduce the amount of rework that needs to be done later. Besides 
having a plan of which content to import, you should have an idea of what 
you will do with that content once it is imported. That will help you design the 
appropriate metadata and any process automation around the content. 

This article has thorough instructions for automating your first business 
process, while this article contains three steps for optimizing your business 
process before automating it. 

• Solve the Mysteries of Your First Automated Process

• 3 Steps for Optimizing Business Processes

Map your current business processes – so you can  
identify how to change them

“Draw out maps and re-think your process to be the most efficient possible. 
In our case, we realized that three processes were using the same information 
and were able to combine them using Forms into one efficient process without 
duplicate data entry and wasted time. Combining and rethinking processes 
as well as creating notifications and consistent data is one of the wonders of 
creating your own Laserfiche process.” 

– Lena Spencer, Administrative Assistant to the CIO,  
   Linn-Benton Community College

Implementation Plan 

https://www.laserfiche.com/ecmblog/solve-the-mysteries-of-your-first-automated-process/
https://www.laserfiche.com/ecmblog/3-steps-optimize-business-processes-bp/
https://www.laserfiche.com/ecmblog/solve-the-mysteries-of-your-first-automated-process/
https://www.laserfiche.com/ecmblog/3-steps-optimize-business-processes-bp/


 

Getting Started with Laserfiche: Advice from Users to Users 8

Mapping out your business processes ahead of time will help you identify 
process participants and re-evaluate current process steps. You can use any 
tool to map your processes, including Microsoft Visio or sticky notes on a 
white board. The key is to diagram the process exactly as it is currently, before 
Laserfiche automation. If you need help with this step, read this article. 

Mapping out business processes is also a great opportunity to eliminate 
any redundant or unnecessary steps. Learn how the Florida League of Cities 
optimized their business process before automating it in this Solution 
Exchange article. Find a thorough step-by-step guide for optimizing your 
business process before automation in this helpful article. 

• How to Diagram Your Business Process

• Optimize Business Processes With Collaboration

• Solve the Mysteries of Your First Automated Process

Organize your repository, planning for flexibility while 
encouraging consistency

“The key to optimally using Laserfiche is to plan the repository, templates 
and file names to allow flexibility but to also encourage consistency. While 
designing templates, the use of drop down fields can be helpful in eliminating 
keying errors. “

– Shawna Barnes, Assistant City Secretary/Records Manager,  
   City of Grapevine, TX

Implementation Plan 

https://www.laserfiche.com/solutionexchange/how-to-diagram-your-business-process/
https://www.laserfiche.com/solutionexchange/optimize-business-processes-with-collaboration/
https://www.laserfiche.com/solutionexchange/optimize-business-processes-with-collaboration/
https://www.laserfiche.com/ecmblog/solve-the-mysteries-of-your-first-automated-process/
https://www.laserfiche.com/solutionexchange/how-to-diagram-your-business-process/
https://www.laserfiche.com/solutionexchange/optimize-business-processes-with-collaboration/
https://www.laserfiche.com/ecmblog/solve-the-mysteries-of-your-first-automated-process/
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When planning your implementation, try to think of the long term. If you plan 
your repository to be flexible enough to grow as the organization grows, then 
you won’t have to do as much rework later. Try using tokens when creating 
new folders or documents, instead of hardcoding names. When creating 
workflows or forms, route documents to teams or groups instead of individuals. 
In that way, if someone leaves the office, you don’t have to go back into every 
workflow or form to make changes. 

Learn some best practices about repository design in this article, and about 
creating effective document templates in this article. 

• Repository Design Essentials

• How to Design an Effective Laserfiche Document Template

Make sure you’re using metadata

“Focus on using metadata over file structure for organizing your files. It is much 
easier to search than browse! It is much easier to integrate with your systems 
down the road if you rely heavily on metadata!” 

– Brian Mooney, IT Director, Louisiana Patient’s Compensation Fund

Having a consistent metadata strategy is very important. Metadata is 
information about information. In the context of a Laserfiche repository, 
metadata refers to user-defined information applied to a document or folder 
as a whole, such as templates and fields. When creating a document template, 
think of all the things that someone may possibly want to search for and 
include those as template fields. Properly indexed documents are much easier 
to find. Metadata also allows for integration with external systems  
and applications. 

Implementation Plan 

https://www.laserfiche.com/solutionexchange/repository-design-essentials/
https://www.laserfiche.com/solutionexchange/repository-design-essentials/
https://www.laserfiche.com/solutionexchange/how-to-design-an-effective-laserfiche-document-template/
https://www.laserfiche.com/solutionexchange/repository-design-essentials/
https://www.laserfiche.com/solutionexchange/how-to-design-an-effective-laserfiche-document-template/
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Learn how effective metadata helps with search in this post. The Manage 
Your Metadata white paper, and this article will help you design an effective 
document template. 

• 3 Ways Metadata Makes Finding Documents Easy

• How to Design an Effective Laserfiche Document Template

• Manage Your Metadata white paper

Don’t consider just your current needs – develop a solid 
foundation for the future

“When designing the folder structure consider not only the current needs 
but also future enhancement possibility. Use the logical volumes instead of 
physical volumes to make future file storage expansion easier.” 

– Ying Chen, Database Administrator, City of Springfield, OR

Remember that whatever system you are designing, you are designing it for the 
future, not for the status quo. Think about how fast your repository will grow, 
and try to set it up accordingly. Design a flexible folder structure that can be 
easily expanded as your business needs change. 

Make sure to have future expansion in mind when planning your hardware 
as well. Learn more by downloading the Laserfiche Hardware Planning and 
Specifications guide.  

• Laserfiche Hardware Planning and Specifications white paper

Implementation Plan 

https://www.laserfiche.com/ecmblog/3-ways-metadata-makes-finding-documents-easy
https://support.laserfiche.com/resources/2454/manage-your-metadata
https://support.laserfiche.com/resources/2454/manage-your-metadata
https://www.laserfiche.com/solutionexchange/how-to-design-an-effective-laserfiche-document-template/
https://www.laserfiche.com/ecmblog/3-ways-metadata-makes-finding-documents-easy
https://www.laserfiche.com/solutionexchange/how-to-design-an-effective-laserfiche-document-template/
https://support.laserfiche.com/resources/2454/manage-your-metadata
https://support.laserfiche.com/resources/1847/laserfiche-hardware-planning-and-specifications
https://support.laserfiche.com/resources/1847/laserfiche-hardware-planning-and-specifications
https://support.laserfiche.com/resources/1847/laserfiche-hardware-planning-and-specifications
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Use a phased approach

“Every project you tackle should be considered a rock. You may have some 
projects that are boulders, like an HR Hiring Process. Break your boulders down 
into rocks because your project goal will be more attainable.” 

– Chynna Reddix, Records Specialist, Alliance Safety Council

Trying to automate your entire human resources (HR) department may sound 
like a great idea, but it is best to split it up into individual projects within the 
big project so that you don’t get overwhelmed. Splitting up a giant project 
into smaller chunks results in faster improvements and efficiencies, and thus 
greater buy-in from users.

 In the example of the HR department, you can start by making the personal 
information change process digital. After that is a success, you can automate 
benefits enrollment. After that, you can move on to the job application form, 
etc. Eventually, you’ll attain the goal of making the whole HR department 
paperless, but instead of celebrating that one big win, you can celebrate  
a series of smaller wins that will result in the big win.

• 5 Quick Wins to Wow Your Office

Implementation Plan 

https://www.laserfiche.com/ecmblog/5-quick-wins-to-wow-your-office/
https://www.laserfiche.com/ecmblog/5-quick-wins-to-wow-your-office/
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Test, test, test

“The best method we found for testing was to dedicate several days of 
testing with end users and the development team in the same room, to tweak 
workflows as needed on the fly. Be patient and start with the minimum you 
need and build on it from there.” 

– Adam Hooker, Import Export Manager, Michael Hill Wholesale Pty Ltd

“Testing is key. Heavy testing during the design process and on an ongoing 
basis ensures that things like system upgrades will not impact the process 
flow.” 

– Andi Thiessen-Regehr, International Admissions Officer,  
   Waterloo Region District School Board

“Be sure to create a dev environment so that you are not creating solutions in 
production when they are not ready to be rolled out yet. This will save time as 
you are refining your solutions.” 

– Ashley Jones, Information Analyst III, Regional Transportation District (RTD)

As with any software implementation, testing a solution thoroughly before 
rolling it out to the organization is always a good idea. Laserfiche allows 
an organization to have multiple environments – development/test and 
production. 

Learn how to deploy Laserfiche in multiple environments in this white paper. It 
is also easy to roll workflows and Forms processes into production. If you don’t 
have a Dev/Test server, you can still test workflows and Forms processes before 
making them public. 

Implementation Plan 

https://support.laserfiche.com/resources/3892/deploying-laserfiche-in-multiple-environments
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Learn how to test workflows in the Getting Started in the Workflow Designer 
guide. You can easily test Forms processes by making your process private and 
then switching it to public once it is ready to go live. Testing your solutions 
before deploying them will reduce down time if a process needs editing down 
the line.

• Deploying Laserfiche in Multiple Environments white paper

• Getting Started with the Laserfiche Workflow Designer guide

Have a plan for records management

“Work up a plan for the whole process from start to finish for each document 
type and ensure the IT staff clearly understands what information needs 
to be captured and equally as important, why it needs to be captured. This 
information can properly be utilized in the workflow to name documents, 
create short cuts, store documents in records series and make the records 
easily searchable.” 

– Donna Lent, Clerk, Town of Brookhaven, NY

“Think about how you use your records and how you will retrieve them. The 
organization of the records is based on this philosophy.” 

– Tina Ward, Town Clerk/Collector, Town of Cobleskill, NY

When implementing electronic records management, it is very important to 
have a concrete records plan created before you start managing records in 
Laserfiche. Have a retention schedule in place, as well as a folder structure, 
naming convention and metadata descriptions. A retention schedule will help 
you determine which content to keep and for how long. This will prevent you 
from storing absolutely everything forever, and thus clogging your repository 
with content that is no longer useful. A well thought out folder structure, 

Implementation Plan 

https://info.laserfiche.com/resource/getting-started-with-laserfiche-workflow-designer
https://info.laserfiche.com/resource/getting-started-with-laserfiche-workflow-designer
https://support.laserfiche.com/resources/3892/deploying-laserfiche-in-multiple-environments
https://info.laserfiche.com/resource/getting-started-with-laserfiche-workflow-designer
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naming convention and metadata will help users find anything they want a lot 
more quickly. When determining a folder structure and metadata think about 
how the users will access the records and retrieve them. Content is not useful 
if it can’t be easily located. The more effort you put into creating a plan ahead 
of time, the easier it will be to implement the solution and gain buy-in from 
others.

Some resources that can help you include the following:

• Best Practices in Records Management

• Implement Records Management in Five Steps

• How TN Americas Completely Revamped Records Management

• Where Does Your Organization Start To Build a Governance Program?  

Consult with subject matter experts when mapping the process

“Have everyone be involved in the process, even if they are not going to be 
heavily involved with it on a regular basis. Different approaches and mindset 
will offer a new light.” 

– Vrunda Patel, Operations Associate, Shufro Rose

Sometimes, when you are heavily involved in the day-to-day operations of 
a process, it’s easy to miss the big picture. It is always a great idea to get an 
outsider’s perspective on a process. An outsider, someone who is not involved 
in the process, may see inefficiencies and improvements that can be made that 
someone heavily involved in the process may not notice. 

Implementation Plan 

https://www.laserfiche.com/solutionexchange/best-practices-in-records-management/
https://www.laserfiche.com/solutionexchange/implement-records-management-in-five-steps/
https://www.laserfiche.com/solutionexchange/tn-americas-completely-revamped-records-management/
https://support.laserfiche.com/resources/3427/sec201-where-does-your-organization-start-to-build-a-governance-program
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For example, the City of Lakewood, CO created a digital archive group that 
comprises representatives from various departments. This group helps the city 
by sharing their individual perspectives on the digitalization and automation 
initiatives.

• How the City of Lakewood Created a Digital Archive Group

Stay agile

“The best advice is to program a little and then test a little. Making small 
incremental changes to processes bit by bit is much more efficient and easier 
to troubleshoot than trying to design whole processes and then try to identify 
problem areas.” 

– Ben Cowan, Finance Director, City of Gunnison, CO

Incremental testing allows you to identify any unexpected behavior early 
on when it can be quickly fixed instead of at the end, when it would be a lot 
harder to find. Adjusting your process as you design it is called agile project 
management. This type of project management involves developing a solution 
in increments, and evaluating each increment as it is created to make sure 
that it is working correctly and according to stakeholder expectations. This is 
different from the waterfall method which is more linear and less flexible.

Learn the basics of agile project management in these three PowerPoint 
presentations: Part 1, Part 2, Part 3.

• Scrum, Part 1: An Introduction

• Scrum, Part 2: A Hands-On Lesson

• Scrum, Part 3: Learn From Our Experience

Implementation Plan 

https://www.laserfiche.com/solutionexchange/how-the-city-of-lakewood-created-a-digital-archive-group/
https://www.laserfiche.com/solutionexchange/how-the-city-of-lakewood-created-a-digital-archive-group/
https://support.laserfiche.com/resources/3597/bus110-scrum-part-1-an-introduction?download=true
https://support.laserfiche.com/resources/3598/bus111-scrum-part-2-a-hands-on-lesson?download=true
https://support.laserfiche.com/resources/3599/bus202-scrum-part-3-learn-from-our-experience?download=true
https://support.laserfiche.com/resources/3597/bus110-scrum-part-1-an-introduction?download=true
https://support.laserfiche.com/resources/3598/bus111-scrum-part-2-a-hands-on-lesson?download=true
https://support.laserfiche.com/resources/3599/bus202-scrum-part-3-learn-from-our-experience?download=true


Obtaining  
Buy-In
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Get leadership on board first

“We started out with simple processes and showed leadership what Laserfiche 
can do. Once we gained the support of leadership, they began to be involved in 
the decisions. Since then, we have implemented several Laserfiche solutions/
processes.” 

– Elizabeth Graham, IT Solutions Manager, Idaho Department of Correction

Obtaining buy-in from everyone in the organization is the key to implementing 
Laserfiche company-wide. Once the leadership is on board, then getting buy-in 
from the rest of the organization is a lot easier. 

The first step in obtaining buy-in is to present a business case. Make sure to 
avoid these mistakes when pitching your business case. In order to help make 
your message heard, it helps to create a cost-benefit analysis and present a 
possible return on investment. 

Need more inspiration? Learn how two organizations, the Township of 
Springwater and the City of Indio, obtained leadership buy-in for Laserfiche. 

• How the Township of Springwater Got Everyone On Board with Laserfiche

• Create Your Own Cost-Benefit Analysis

• How the City of Indio Managed Its Laserfiche Implementation Project

• How to Present Your Business Case to Get the Ultimate “Yes” 

• 5 Easiest Mistakes to Avoid When Pitching Your Business Case 

Obtaining Buy-In 

https://www.laserfiche.com/ecmblog/how-to-present-your-business-case-to-get-the-ultimate-yes/
https://www.laserfiche.com/ecmblog/5-easiest-mistakes-to-avoid-when-pitching-your-business-case/
https://www.laserfiche.com/solutionexchange/create-your-own-cost-benefit-analysis/
https://www.laserfiche.com/solutionexchange/how-the-township-of-springwater-got-everyone-on-board-with-laserfiche/
https://www.laserfiche.com/solutionexchange/how-the-township-of-springwater-got-everyone-on-board-with-laserfiche/
https://www.laserfiche.com/solutionexchange/how-the-city-of-indio-managed-its-laserfiche-implementation-project/
https://www.laserfiche.com/solutionexchange/how-the-township-of-springwater-got-everyone-on-board-with-laserfiche/
https://www.laserfiche.com/solutionexchange/create-your-own-cost-benefit-analysis/
https://www.laserfiche.com/solutionexchange/how-the-city-of-indio-managed-its-laserfiche-implementation-project/
https://www.laserfiche.com/ecmblog/how-to-present-your-business-case-to-get-the-ultimate-yes/
https://www.laserfiche.com/ecmblog/5-easiest-mistakes-to-avoid-when-pitching-your-business-case/


 

Getting Started with Laserfiche: Advice from Users to Users 18

Identify a Laserfiche champion

“Work with a department that sees the benefit of Laserfiche. They will be 
willing to work through issues that may arise with implementation. They will 
also be your champions with the other departments. “

– Tim Nolan, Applications Manager, Collin County, TX

There is no better type of marketing than word-of-mouth. Take advantage 
of that concept by identifying one individual or department within your 
organization that is most excited about Laserfiche. Then allow that person 
or department to spread that excitement to other people and departments. 
Once you’ve identified the champion or cheerleader, make sure to train them 
and equip them with the tools that they can use to help others. The more 
champions that you have, the easier it will be to obtain Laserfiche buy-in 
organization wide. Create Laserfiche champions by automating a process or 
implementing a solution that will show immediate and big benefits. 

• Your First Laserfiche Project

• Getting Everyone on Board with Your Laserfiche Initiative

Train users early on

“Ensure your staff has been trained on all components of Laserfiche so 
they understand all the features and functionalities. This will benefit your 
organization as solutions are being addressed.” 

– Ashley Jones, Information Analyst III, Regional Transportation District (RTD)

People are scared of the unknown, which is why they may initially be resistant 
to changing the way they work. In order for people to stay engaged with the 
project, they’re going to need to feel comfortable with the new processes and 
technologies. Even if you do initial launch training, people are bound to forget 

Obtaining Buy-In 

https://www.laserfiche.com/solutionexchange/your-first-laserfiche-project/
https://www.slideshare.net/melissa_henley/getting-everyone-on-board-with-your-laserfiche-initiative
https://www.laserfiche.com/solutionexchange/your-first-laserfiche-project/
https://www.slideshare.net/melissa_henley/getting-everyone-on-board-with-your-laserfiche-initiative
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what you taught, or get going with the system and have new areas of interest 
or focus. Plus, new hires start all the time! So, it’s important to host regular, 
ongoing trainings. As we know, training is most effective when people can be 
hands-on, so try to make it engaging and focused.

To help get staff onboard with Laserfiche, check out our excellent training 
resources, such as our series of getting started guides, free video tutorials and 
online certification classes. Another great place to obtain hands-on-training is 
Laserfiche regional training, which takes place in different locations around the 
world. Create a comprehensive Laserfiche training plan for your organization 
by following the advice in this PowerPoint presentation. 

• How to Create a Laserfiche Training Plan for Your Organization 

• Laserfiche Getting Started guides

• Laserfiche video tutorials

• Laserfiche regional training

• Laserfiche Online Certification Program

Get end users involved in designing quick-win processes

“Our advice is to train at least one person in each department in Laserfiche 
Forms. It is so easy, user-friendly and fun to use that, before you know it, your 
initial users will train others to use Forms; and processes will be innovated all 
over the place!” 

– Sarah Jacobson, Administrative Analyst, La Plata County, CO

Obtaining Buy-In 

https://www.laserfiche.com/support-learn/getting-started-guides/
https://support.laserfiche.com/gallery/#/list
https://www.laserfiche.com/support-learn/certification/
https://www.laserfiche.com/events/training
https://support.laserfiche.com/resources/3731/org102-how-to-create-a-laserfiche-training-plan-for-your-organization
https://support.laserfiche.com/resources/3731/org102-how-to-create-a-laserfiche-training-plan-for-your-organization
https://www.laserfiche.com/support-learn/getting-started-guides/
https://support.laserfiche.com/gallery/#/list
https://www.laserfiche.com/events/training
https://www.laserfiche.com/support-learn/certification/
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With so many possible uses for Laserfiche it won’t be long before IT has their 
hands full. In order to prevent a backlog of projects, it’s best to let business 
users automate their own processes within departments. This will not only free 
up IT to focus on other, company-wide projects, but will allow Laserfiche use to 
spread much faster through the company. 

Laserfiche provides some tools for letting end users jumpstart their own 
automations including the Business Process Library and a collection of 
Workflow process automation templates.  The Business Process Library is a 
collection of Forms process templates for common processes such as invoice 
approval, job application and public record request. The Workflow process 
automation templates include downloadable workflow definitions for common 
processes such as creating document short-cuts or sending emails. Both 
resources provide a starting point for your own process implementation so that 
you don’t have to start from scratch.

• Laserfiche Business Process Library Help Files

• Workflow Templates for Process Automation

Obtaining Buy-In 

https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-us/administration/#../Subsystems/Forms/Content/business-process-library.htm%3FTocPath%3DForms%7CCreating%2520a%2520Process%7C_____1
https://support.laserfiche.com/resources/3935/workflow-templates-for-process-automation
https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-us/administration/#../Subsystems/Forms/Content/business-process-library.htm%3FTocPath%3DForms%7CCreating%2520a%2520Process%7C_____1
https://support.laserfiche.com/resources/3935/workflow-templates-for-process-automation
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Start small so you don’t get overwhelmed

“Start with small manageable processes that can provide a win for not only 
the employees but your organization. You can start to build momentum and 
excitement about this new way to think about digital processes.” 

– Gina Hansen, Assistant VP of Operations, Dakotaland Federal Credit Union

Your organization has finally installed Laserfiche and you can’t wait to start to 
get your hands on the automation tools. Even though it might be tempting to 
attack that paper-heavy and inefficient contract management process, or start 
by trying to automate the multi-departmental purchasing process that is the 
bane of everyone’s existence, resist the urge. 

Instead, select a small, manageable process that has a high impact to start with. 
Some ideas of processes to start with include filing incoming correspondence, 
routing documents for approval or creating an electronic form for RSVP’ing for 
the company’s holiday party. Once those small process automation initiatives 
generate excitement and buzz within your organization, you can start tackling 
the larger projects and you’ll have a lot more support from others in your 
organization to help you.  

Some resources to help you get your first automation project off the ground 
include the Business Process Library and Workflow process automation 
templates. If you need more inspiration from Laserfiche users who have gone 
through process automation, read how Amy Johnson, Systems Administrator at 
Hanover County, VA designed her first Laserfiche Workflow

• Laserfiche Business Process Library Help Files

• Workflow Templates for Process Automation

• How to Design Your First Laserfiche Workflow
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https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-us/administration/#../Subsystems/Forms/Content/business-process-library.htm%3FTocPath%3DForms%7CCreating%2520a%2520Process%7C_____1
https://support.laserfiche.com/resources/3935/workflow-templates-for-process-automation
https://support.laserfiche.com/resources/3935/workflow-templates-for-process-automation
https://www.laserfiche.com/solutionexchange/how-to-design-your-first-laserfiche-workflow/
https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-us/administration/#../Subsystems/Forms/Content/business-process-library.htm%3FTocPath%3DForms%7CCreating%2520a%2520Process%7C_____1
https://support.laserfiche.com/resources/3935/workflow-templates-for-process-automation
https://www.laserfiche.com/solutionexchange/how-to-design-your-first-laserfiche-workflow/
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Start with visible, easily accomplishable goals

”Start with highly visible and easily accomplishable goals! Our first process 
improvement was one utilized by almost every employee in the credit union 
and accomplished in about 3-4 weeks, winning over both stakeholders and 
users.” 

– Cherie Crusan, Manager of Business Improvement,  
   First Entertainment Credit Union

Change is hard, and people who have been doing something one way for 
years don’t always see the benefits of changing the way they are used to 
working. That is why it is so important to start with highly visible and easily 
accomplishable goals. The sooner that the users see the benefit of Laserfiche, 
the sooner they’ll embrace it and the changes that come with it. 

Something as simple as creating a saved search or automatically naming 
and routing newly imported documents can make the world of a difference. 
Once users are comfortable and excited by these enhancements to their daily 
productivity, they’ll be more ready to embrace other, bigger changes. 

Get some ideas for quick wins in this blog post.

• 5 Quick Wins to Wow Your Office

Take time to learn and explore 

“Take time to learn and explore the system. Laserfiche is a very powerful tool. 
Start with simple processes rather than jumping in to the deep end.”

– Nishika Gupta, Manager of Documents and Records,  
   Bergen Community College

First Laserfiche Project 
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As with everything in life, the more you know about something, the easier it 
is to take advantage of all of the features that it has to offer. Take time to play 
around with Laserfiche and design simple processes, before taking on a big 
implementation. 

Get some hands-on learning experience by taking one of our online 
certification classes or participating in regional training near you.

• Laserfiche Online Certification Program

• Laserfiche Regional Training

Take time to back scan and index files

‘It takes a little time to get everything scanned in when you’ve been addicted 
to paper for over 30 years, but the time spent is so worth it when you can save 
time every day thereafter!” 

– Angela Light, HR Manager, Bridge Hospitality LLC

“Plan on the resource cost for what it will take to put your old information store 
into the system. It is always easier to just start one day and make it part of 
your day going forward. Much harder to get years of old documentation in the 
system, but always worth the effort.” 

– Orlee Lucero, Information Systems Supervisor, City of Galesburg, IL

Laserfiche is only effective as the content it contains. If you don’t have it in 
Laserfiche, then you can’t create an automated process around it. That is why 
back scanning documents is so important. You don’t have to start by scanning 
in 30 years of records on day one, but take time to scan at least your incoming 
paperwork. If you take the time to scan in all paperwork then you’ll be able 
to take advantage not only of the automation and records management 
capabilities, but also of the robust searching options. All of your information 
will be in one place, reducing headaches and increasing transparency. 
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https://www.laserfiche.com/support-learn/certification/
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If you need help scanning your documents, take a look at one of the resources 
below:

• How to Use Laserfiche Scanning to Import Multiple Documents at Once

• How to Use Laserfiche Scanning to Import a Single Document

• Scanning Best Practices

• Capture Strategies in Laserfiche

• Migrate Documents to Laserfiche in a Batch

• When Does It Make Sense to Outsource Document Scanning?

Don’t scan files which are about to reach their retention

“Start getting new documents into Laserfiche. Don’t worry about old 
documents, consider their retention life before spending time getting them 
into Laserfiche.” 

– Kathy Koren, Software Support Technician, Educational Service District 112

When starting a back scanning strategy for your existing paper documents, 
make sure you plan the initiative so that those documents who are about to 
reach their retention aren’t scanned first. You’ll waste all that effort on the 
scanning, only to delete those files soon. Focus on scanning the content that 
you will keep the longest first. In fact you can start scanning all new files as 
they are received, and then back scan the others as you have time. If you are 
not sure which documents to keep, you can read this blog post. 

• Migrating to a New Content Management System: What Documents Should 
You Keep? 

First Laserfiche Project 

https://www.laserfiche.com/solutionexchange/how-to-use-laserfiche-scanning-to-import-multiple-documents-at-once/
https://www.laserfiche.com/solutionexchange/how-to-use-laserfiche-scanning-to-import-a-single-document/
https://www.laserfiche.com/solutionexchange/scanning-best-practices/
https://www.laserfiche.com/solutionexchange/capture-strategies-in-laserfiche/
https://www.laserfiche.com/solutionexchange/migrate-documents-to-laserfiche-in-a-batch/
https://www.laserfiche.com/ecmblog/when-does-it-make-sense-to-outsource-document-scanning/
https://www.laserfiche.com/ecmblog/migrating-to-a-new-content-management-system-what-documents-should-you-keep/
https://www.laserfiche.com/ecmblog/migrating-to-a-new-content-management-system-what-documents-should-you-keep/
https://www.laserfiche.com/ecmblog/migrating-to-a-new-content-management-system-what-documents-should-you-keep/
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Identify processes that can be improved and/or eliminated

“Understanding the business process is the most important part of any 
automation project. If possible, identify if processes can be improved or even 
eliminated. After processes are identified, necessary tools within Laserfiche can 
be identified.” 

– Bonnie Hilyard, IT Tech II, Thurston County, WA

Business process automation is a great opportunity to perform an audit of 
your organization’s business processes to see if they can be improved or even 
eliminated. Just because something was done in a particular way in a paper 
world, doesn’t mean that it should be done the same way when the process 
becomes digital. Some steps may be unnecessary or redundant. Perhaps a 
request may not need to go through so many reviewers, for example. 

Some strategies for reworking your business process can be found in this 
article. You can also read about business process automation myths here.

• Rework an Existing Business Process with Capture Workflow

• 5 Bad Pieces of Advice about Business Process Automation
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https://www.laserfiche.com/solutionexchange/rework-an-existing-business-process-with-capture-workflow/
https://www.laserfiche.com/solutionexchange/rework-an-existing-business-process-with-capture-workflow/
https://www.laserfiche.com/ecmblog/5-bad-pieces-of-advice-about-business-process-automation
https://www.laserfiche.com/solutionexchange/rework-an-existing-business-process-with-capture-workflow/
https://www.laserfiche.com/ecmblog/5-bad-pieces-of-advice-about-business-process-automation
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Don’t view your Forms process as just a form,  
view it as a process

“Don’t ever view your form process as “Just a form,” view it as a process. Each 
form you create has the ability to be a full blown process and web application 
with just a bit of hard work and effort.” 

– Mark McIntyre, Senior Software Developer, Cabarrus County Government, NC

“Laserfiche Forms is more than just forms. It has workflows and automation too. 
Don’t forget to consider how to leverage those functions when you implement 
Laserfiche to document business processes and reduce processing times to 
gain even more value from Laserfiche Forms.” 

– Evan Colville, Business Analyst, University of British Columbia

Translating a paper form into an electronic one is just part of the solution. The 
real gains are seen when the whole process around that form is automated. 
When designing your Laserfiche solution, think of everything that must happen 
after the initial form is submitted. List all the people who have to do something 
with the information contained in that form. Then, build out that whole process 
in Laserfiche Forms and/or Workflow. If you do that, you’ll soon start seeing 
real gains and efficiencies. 

If you need help with creating your Forms process, download our free Getting 
Started with Laserfiche Forms guide. You can also take a look at some of our 
Forms tutorials in the Video Gallery. 

• Laserfiche Video Gallery

• Getting Started with Laserfiche Forms guide

Process Design 
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Make it easy 

“We live in an age of computers having the ability to make intelligent 
decisions. The less an end user has to think their way through a process, the 
better. Don’t ever make the end user think, let the machine do it for them.” 

– Mark McIntyre, Senior Software Developer, Cabarrus County Government, NC

The less information that a user must input in a form, the less the chance 
of making mistakes. Take advantage of database lookups to pre-populate 
electronic forms based on a piece of information. For example, you can  
pre-populate a student’s address and other such information once the student 
enters his or her Student ID. 

You can also use database lookups in Laserfiche Workflow and Quick Fields 
to populate a document’s metadata. This makes indexing scanned documents 
much easier and less error-prone. Another way to reduce an end user’s work is 
to integrate applications with Laserfiche. Laserfiche Connector makes it easy 
to populate an electronic form, or the document’s metadata with information 
from the primary system. 

• Laserfiche Forms database lookups

• Laserfiche Quick Fields data sources

• Laserfiche Connector
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Use automation to automatically file new content

“The most important thing to keep in mind is organization. Do not let everyone 
and anyone add documents to Laserfiche. Most documents should be added 
through a workflow or Quick Fields so the admin can ensure the document is 
being placed where it is supposed to be placed.” – Nicholas Martin, IT Analyst, 
City of Indio, CA

A repository is only useful if it is well organized. Over time, a repository grows 
and the meticulous organization that it started out with may no longer be in 
place. If this has happened to you, Laserfiche automation tools can come to 
your rescue. You can allow users to import or scan documents into a particular 
folder only, and from there Workflow or Quick Fields can rename them and 
route them to the proper location. You can have a workflow or Quick Fields 
session run every night, or it can run whenever new content is created. If your 
repository is already out of control, don’t worry. You can still reorganize it with 
Workflow.

• Reorganize Your Laserfiche Repository with Laserfiche Workflow
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Create a separate user database to hold data used for  
system integration or reporting

“Create a separate user database to hold views, stored procedures etc. that are 
used for system integration with Laserfiche or reporting.” 

– Ying Chen, Database Administrator, City of Springfield, OR

Laserfiche makes it very easy to both look up data in a database and to push 
data into a database. This data can be used to populate metadata, pre-populate 
form fields, create sophisticated reports, and more. Creating a dedicated 
database for use with Laserfiche puts all of this information in one place, and 
reduces the number of data sources that need to be configured.

Move beyond document storage

“Laserfiche is a great product if used as a document management system. But 
why stop there? Our advice would be to invest in learning how to use Workflow 
and Forms. These components of Laserfiche are very powerful tools and they 
give your organization the ability to deploy new services, to eliminate paper 
to automate the processing of forms and to create huge increases in staff 
productivity.” 

– Eric Andersen, Project Manager, Oregon Department of State Lands

Process Design 
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Digitizing content is just one step in your organization’s transformation 
journey. The full power of Laserfiche lies in process automation. Laserfiche 
has numerous resources to help you get started in automating document 
driven business processes, such as our series of getting started guides, to 
our Business Process Library and Workflow automation templates. All of 
these resources will give you a starting point for taking your Laserfiche 
implementation to the next level.

• Getting Started with Laserfiche Forms guide

• Getting Started with the Laserfiche Workflow Designer guide

• Workflow Templates for Process Automation

• Laserfiche Business Process Library Help Files

Design workflows to anticipate change

“Keep it really simple, understand that a workflow is just an automated process, 
not an application. Keep the workflows short and link them together, it makes 
them easier to maintain.” 

– Andrew Farmer, GM Strategy & Technology, Horticulture Innovation Australia

When designing workflows, do you notice that many of them include the same 
series of activities? For example, many workflows may need to go through a 
review phase, or send out emails. Instead of creating one giant workflow for 
each process, how about using one workflow to invoke a series of shorter 
workflows? 
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This way, You can use the shorter workflows as building blocks to create your 
more complex processes. If you need to change an email address in an Email 
activity, you no longer have to go and make the same change in every single 
workflow, but only the workflow that sends an email. It is also easier to identify 
the problem when the workflow doesn’t behave as expected. You will not have 
to dig through 50 plus activities to find the one that failed. Learn more ideas 
on how to design workflow that anticipate change in this article written by 
Jennifer Ready from Olmsted County. 

• How to Design Workflows that Anticipate Change
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Attend the Empower conference

“By attending the Empower conference, I was able to sit through presentations 
and get hands on experience that gave me the skills to start designing 
workflows and forms. What I learned in a week’s time at the conference gave 
us the ability to completely transform multiple manual tasks into paperless, 
digital, and automated processes. Not only has Laserfiche been an invaluable 
tool for our city, but the conference was an invaluable opportunity to get an 
education and the experience needed to move our city forward.” 

– Monte Johnson, City Clerk, City of Sullivan, IL

The single most comprehensive training resource Laserfiche offers is our 
annual Empower conference, held each February in Long Beach, CA. With 
thousands of attendees from 29+ countries, Empower is the place to 
networking and learning strategies for taking advantage of all that Laserfiche 
has to offer. 

Classes are packed full of valuable information about product updates, best 
practices and use cases, and cover topics from leadership and product training 
to hands on labs and success stories. Some classes include Creating Your First 
Laserfiche Form, Tips and Trips for Implementing Laserfiche and Mastering the 
Art of Change Management in the Workplace.

Laserfiche Learning Resources 
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Learn more and register for the conference here. If you are having difficulty 
getting your trip approved, we have created a justification toolkit that you 
can use to make your case for attendance. If you are looking for a free pass to 
the conference, then you can apply to become a Run Smarter Award winner. 
Each year, the Laserfiche Run Smarter® Awards recognize organizations that 
have used Laserfiche to improve productivity, innovate processes and achieve 
exceptional results. Learn how to apply here.

• Laserfiche Empower website

• Empower Justification Toolkit

• Laserfiche Run Smarter Awards

Take Laserfiche online certification training courses

“Sign up for the Laserfiche Online Certification Courses! Knowledge is power 
and these classes combined with hands on experience will get your team 
creating valuable tools faster.” 

– Cherie Crusan, Manager of Business Improvement,  
   First Entertainment Credit Union

The Laserfiche online certification program includes hands-on Laserfiche 
training for all proficiency levels and job descriptions. Whether you are a 
beginning user or want to learn more advanced tools, there is a training course 
for you. You can sign up for an individual course, or for a certification. 

Available certifications include gold, platinum, and role-based certifications. 
Learn more and register here.

• Laserfiche online certification program

Laserfiche Learning Resources 
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Attend user groups 

“Go to user groups and feed ideas off your peers. You would be amazed at how 
many ideas you can bring back after attending one.” 

– Chynna Reddix, Records Specialist, Alliance Safety Council

User groups are an approachable place to raise questions, and even better, 
share success. User groups bring together Laserfiche users from a similar 
industry or geographic location in a setting where they can share Laserfiche 
tips, tricks, and best practices with each other. Laserfiche user groups often 
include a presentation by a Laserfiche customer about their Laserfiche 
usage and sometimes presentations by Laserfiche experts on what’s new in 
Laserfiche. 

Find a user group near you or volunteer to host your own user group. If you 
can’t make it to an in-person user group, join a virtual user group on Laserfiche 
Answers.

• Find a user group near you

• Laserfiche Answers groups

Use the Business Process Library as a starting point

“Resources from the user forum and Business Process Library help leverage 
and kick start new processes that your organization may need.” 

– Sam Quon, Applications Manager, City of Lansing, MI

Laserfiche Learning Resources 

https://www.laserfiche.com/events/workshops/usergroups
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“Before starting to design a process from scratch, I look to see if it has already 
been done in the Business Process Library. Since it is already done once, it is 
easy to duplicate. The BPL is a great resource.” 

– JR Walters, IT Director, Samish Indian Nation

“The Business Process Library is a fantastic way to rapidly introduce new 
solutions. If I could offer one piece of advice, it would be to get your hands in 
and try to recreate what other users have shared on Laserfiche Answers and on 
the Solution Exchange.” 

– Carl Hunter, IT Analyst, City of Rochester, MN

If someone has done it before, why should you recreate the wheel? That is 
what the Business Process Library is there for. The Business Process Library is 
a collection of Forms and Workflow process templates for common processes. 
Some of the most popular processes included with the library are human 
resources onboarding, invoice processing, contract management, permitting 
and licensing. You can also find CSS and JavaScript examples as well as 
common Forms process design components. 

The library can be accessed from within Laserfiche Forms from the new process 
creation window. Learn more about the library in the help files or browse the 
Business Process Library Answers group. 

• Laserfiche Business Process Library Answers group

• Laserfiche Business Process Library Help Files
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https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-us/administration/#../Subsystems/Forms/Content/business-process-library.htm%3FTocPath%3DForms%7CCreating%2520a%2520Process%7C_____1
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https://www.laserfiche.com/support/webhelp/Laserfiche/10/en-us/administration/#../Subsystems/Forms/Content/business-process-library.htm%3FTocPath%3DForms%7CCreating%2520a%2520Process%7C_____1
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Learn from the Laserfiche community

“Read case studies. There are many common processes across government 
organizations. Look at what other government agencies have done and use 
their success as a guide.” 

– Mark Goetz, GIS Director, Connecticut Metropolitan Council of Governments

If you are looking for inspiration of what is possible to do with your Laserfiche 
system, then there is nothing more useful than the Solution Exchange, a 
collection of specific Laserfiche use cases shared by members of the Laserfiche 
community. Articles contributed by users, solution providers and employees 
contain extensive screenshots of the solution. While you are unlikely to follow 
a solution exactly, they may spur some ideas as you get started.

Certain articles were grouped by topic and compiled in a series of eBooks 
called Quicker Better Safer. You can also find some customer video 
testimonials that give an overview of a customer’s specific implementation.

• Laserfiche Solution Exchange

• Laserfiche Quicker Better Safer eBooks

• Laserfiche case studies

• Laserfiche customer video testimonials

Leverage Laserfiche Answers

“The Laserfiche online community has also been vital to our success. There 
have been several occasions where we have faced a challenge and find out 
that someone else has had the same issue or question and found a solution. 
The limits of the system are purely based on what can be thought of and 
designed by the users.” 

– Jeremy Parks, Director of Information Technology, Jet Linx
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https://www.laserfiche.com/solutionexchange/
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“You’re not alone. The Answers website may someday save your life. There is 
so much information available on both the Answers site and the Laserfiche 
Support site.” 

– Darrell Rush, Manager of Workflow Development,  
   Tarrant County College District

The Laserfiche community is larger and more helpful than you might realize. 
If you ever get stuck with something and can’t think of an answer, chances 
are someone has had the same issue at some point. Laserfiche Answers is a 
question and answer forum where Laserfiche users, solution providers and 
developers interact. You can search to see if someone has already answered 
a question that you have, and if not, ask it to receive answers from the 
community. 

The Support and Learn site contains product downloads, white papers, training 
videos and getting started guides, just to name a few. The Laserfiche Video 
Tutorial gallery includes various instructional videos on many Laserfiche topics. 
You can use the same free account to access Answers, the Support and Learn 
site and the Video Tutorial gallery. If you don’t have one, create it here. 

• Laserfiche Answers

• Laserfiche Support and Learn site

• Laserfiche Video Tutorial Gallery

Laserfiche Learning Resources 

https://answers.laserfiche.com/
https://support.laserfiche.com/
https://support.laserfiche.com/gallery/#/list
https://support.laserfiche.com/gallery/#/list
https://support.laserfiche.com/register
https://answers.laserfiche.com/
https://support.laserfiche.com/
https://support.laserfiche.com/gallery/#/list
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Get involved in the Laserfiche community

“Reach out, join the community, and get connected with other users and the 
team at Laserfiche. There are many ways to do this. Browse Laserfiche Answers 
and ask questions. Participate in webinars and Spark. Attend user groups and 
Empower. These will help a new user to become more familiar with the product 
suite, consider uses they might not have thought of on their own, and give 
them a strong network of people they can turn to for advice and to bounce 
ideas off of.” 

– John Rokenbrod, Software & Records Analyst, Bryan ISD

One of the best way to learn is from others. The Laserfiche community is vast 
and welcoming. There are many ways to get involved. You can participate 
in our online community through our Laserfiche Answers portal. In person 
communities exist in the form of user groups. You can find a user group near 
you or volunteer to organize your own. The biggest networking and educational 
event of the year is the Laserfiche Empower Conference. If you can’t make it to 
that, you can check out our online video broadcast called Laserfiche Spark. 

• Laserfiche Answers

• Laserfiche Spark video broadcast

• Laserfiche Empower conference

• Laserfiche user groups

Laserfiche Learning Resources 

https://answers.laserfiche.com/
https://www.laserfiche.com/events/workshops/usergroups
https://empower.laserfiche.com/
http://www.workcast.com/register?cpak=8305247850853701
https://answers.laserfiche.com/
http://www.workcast.com/register?cpak=8305247850853701
https://empower.laserfiche.com/
https://www.laserfiche.com/events/workshops/usergroups
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Don’t be afraid to experiment

“Dream of solutions that do not exist today. Invent and reinvent solutions that 
transform your organization. Laserfiche allows you to deliver your dreams into 
reality. We have yet to find a wish that we could not fulfill.” 

– John Crumbley, Director, Cypress-Fairbanks ISD

“Be willing to try new things. It is fine if the experiment doesn’t work. Don’t 
dwell on it and move past quickly. We learn best from our mistakes and 
failures.” 

– Tim Nolan, Applications Manager, Collin County, TX

Some of the best innovations in this world were discovered using trial and 
error. Don’t be afraid to experiment with your Laserfiche system. You may be 
surprised with the solutions that you can create. 

Laserfiche Learning Resources 



Final Inspirational 
Thoughts
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“Use your imagination. I think there is no limit of what you can accomplish with 
Laserfiche. I call it my super toy :)” 

– Sophie Maltais, Programmer, Canac

“Laserfiche is an amazing tool that is, just like most things, only as useful as 
you make it. Laserfiche has been developed to be an integral part of your 
organization, so use it as such. Do not cut corners or “fix it later.” Allowing 
things to “work for now” creates problems later. Invest in Laserfiche so 
that it will work for you. Do not allow users to opt out; get the buy in from 
other departments. For example the District formed a committee with 
representatives from each department to set the direction moving forward. 
Make it a tool that helps to foundationally support your organization.” 

– Mary Alsbury, Information Technology Systems Specialist,  
   South Tahoe Public Utility District

If, after implementing Laserfiche, your employees are still working in the same 
way as before, then you are not using Laserfiche properly. To be really useful, 
Laserfiche has to change the way you work. When setting up the system, you 
should have a grand vision in mind to guide you, but remember to balance that 
with practicality. Vision and inspiration are important, but some things can’t be 
accomplished right away.

Final Inspirational Thoughts 


