FAMIS Documents - Laserfiche

Accessing Laserfiche

There are two options for accessing Laserfiche, via the Web Client or the Laserfiche Desktop Client.
Desktop Client access is available to those users that currently have the desktop client installed on
their desktop, but the web access will be available to all users. The credentials used to access
Laserfiche are the user’s TAMU NetID and password or the user’s system member credentials
(dependent upon SAML access settings for each member).

Web Client
The Laserfiche repositories an be accessed with the following web link:

https://it-If-ecmweb.tamu.edu/laserfiche

Save this link as a bookmark to go directly to the FAMIS Documents repository.

TAMU NetID Accounts .
TAMU NetID Login Only (CAS) NetID Login Only (CAS)

System Member Login (Non-NetID) System Member Login (Non-NetID)
Corpus Christi, San Antonio, Tarleton State

TEXAS A&M
AgriLife or PVAMU Accounts GRILIFE

Select your appropriate login Button
PRAIRIE VIEW

AVAs, A&M UNIVERSITY

Version 12 | ® 2025 Laserfiche

TAMU NetID credentials

e Selecting NetID Login Only (CAS) will display the Central Authentication Service Login
button

e Enter the NetlID and password and click the ‘Next’ button

e DUO authentication is required; users will need to approve the request to access
Laserfiche

e TAMU NetID passwords may be reset by clicking the ‘Forgot your password?’ button on
the Aggie Account Gateway website: https://gateway.tamu.edu/

System Member Login

e Selecting System Member login (Non-NetID) will display a list of system member names.
e Enter the System Member ID and password and click the ‘Next” button
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FAMIS Documents - Laserfiche (cont’d)

e DUO authentication is required; users will need to approve the request to access

Laserfiche

All Users

On successful login to the Web Client, choose ‘TAMUS-FAMIS-ECM’ from the dropdown
list of available repositories and click ‘Submit’

m Enterprise Content Management

Laserfiche’

Production Web Access Login

Please Select Repository *

TAMUS-Engineering -
TAMUS-EngrPayroll

NSV AV NPV AN

TAMUS-HRC
TAMU-SHS

L~ %N“’W“F

Desktop Client

Repository: TAMUS-FAMIS-ECM
To use the desktop client for the FAMIS Documents, users must first attach to the repository.

e Launch the desktop client
e Click the ‘+ Attach’ button
Enter the following information for the FAMIS Documents repository:

o Address: If-so-sea.it.tamu.edu
Repository: TAMUS-FAMIS-ECM (this will need to be entered, it will not be

available on the drop-down list at this point)
o Check Use SSL Connection
o Click Attach

@)

Attach Repository

\:J This will allow you to attach an existing repository.

Laserfiche Server

Address: | it4f-ecm-famis services. ads. tamu. edu w |

Repostory: | TAMUSFAMIS-ECM ~]

Use 55 Connection

Attach Cancel Help
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FAMIS Documents - Laserfiche (cont’d)

e Enter the following information on the Login Screen:
o Select Password authentication
o Username: <NetID>@tamu.edu
o Password: NetID password
o

Click OK
Login
! Windows authentication | oK ‘
®) password authentication
- Cancel
User name: r =
Gtamu.edu ] | tep ‘

o DUO authentication is required; users will need to approve the request to access
Laserfiche

Users will now see TAMUS-FAMIS-ECM listed as an available repository when they launch the desktop
client:

A | Laseefiche

Available Repositories

[ use windows Authentication

4+ Open =+ Attach C Refresh
iJable only for su

thorized purpases by authorized users. Use

Repository: TAMUS-HRC

Address: If-so-sea.it.tamu.edu
Repository: TAMUS-HRC
Check Use SSL Connection
Click Attach

O O O O

Page 3 of 22



FAMIS Documents - Laserfiche (cont’d)

Laserfiche Hierarchy

Reports are stored based on the TAMUS Member. Additionally, we have implemented a folder
structure in Laserfiche to organize reports by the creation date and by report type. The hierarchy for
storage of FAMIS information in Laserfiche is split into three main sections, User Reports, Security

Reports, 1099 Reports, and HRIS Reports.
Repository: TAMUS-FAMIS-ECM
Master Folder:Doc
Document Type: FAMIS
Report Type: Reports &
Member: 01, 02, 04, etc.

Report Type: Accounts Payable, Accounts Receivable, Bookkeeper, Daily, etc.

Report ID: Same report ID as was used in DDRINT

Run Year: Calendar year the report was created

Reports Folder Hierarchy

T TAMUS-FAMIS-ECM » FAMIS » Reports 31Entr|e5}
.
Sort columns by 1 Name & X 2 Creation dote g
1 [ Name ¢
* Starred OO0 ™ oo >
(® Recent Documents O™~ o :r
&
E Records Management 0O ™ ooz “}
Y
[ TAMUS-FAMIS-ECM w O M o3 ’S
» [ Client O od ?}
i
¥ [ Dec -
| 05
[ recycle Bin
O oe
O o7 >
%
O o8 /}
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FAMIS Documents - Laserfiche (cont’d)

Repository: TAMUS-FAMIS-ECM
Master Folder:Doc
Document Type: FAMIS
Report Type: Security &
Member: 01, 02, 04, etc.

Security Folder Hierarchy

TAMUS-FAMIS-ECM » Doc »

Sort columns by: 1 Name & x

W Starred
lﬂ-} Recent Documents

[ Records Management

TAMUS-FAMIS-ECM »

» [ client

b Lo

» BPP
« [ FAMIS

» [ oL

» [ | Reports

¥ [ Security

s [ HRIS

FAMIS » Security .:9};}.

2 Creaton date v X }
i
O Name >
ot
[_] ™ ke T LT ke }
Oy oo E\
O m (>
0oz ™
O o3 J}
_ 5
O 04 *S
Ofes F
O] oe %
O M o7 1.'}

a
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FAMIS Documents - Laserfiche (cont’d)

Repository: TAMUS-FAMIS-ECM
Master Folder:Doc
Document Type: HRIS <«
Member: 01, 02, 04, etc.

Report Type: FnnHRIS (nn=member number).

HRIS Folder Hierarchy

£ TAMUS-FAMIS-ECM » HRIS 23 entries
sortcolumnsby: 1 Name a X 2 Creation date ™
« [ mMame
* crarred 0 Mo
(3' Recent Documents O ™ oz
[y Records Management O ™ oa
™) TAMUS-FAMIS-ECM O™ os
¥ [ Client 0™ e
» [ Doc .
O o7
[ Recyce Bin _

The ‘Bookkeeper’ folder will drill down further based on the Sort option selected by the Member:

v [ TAMUS-FAMIS-ECM v 3 TAMUS-FAMIS-ECM

> [ dient
~ [ Doc
v [ FAMIS

> [ Client

v B Doc

v FAMIS
= ~ [% Reports
v [ Reports

E > ™ 00

> oo > B o

rOoo v B o2

v [ o2 > [ Accounts-Payable

» [ Accounts-Payable » [ Accounts-Receivable
i

~ [ Bookkeeper
» [ Accounts-Receivable
> [ Department
v Bookkeeper
= i ~ [ MailStop

~ [ Department

> [ _Blank
» [ _Blank > B am
> [ AABS > B c1112
> [ ACAD > [ C4
5 CI T > [ a1s
> [ ozt

MI

v [ TAMUS-FAMIS-ECM
> [ dlient
v [ Doc
~ [ FAMIS
v [ Reports
> 4 00
> Mo
> ™ 02
> M 04
> & 05
v [ 06
> [ Accounts-Payable
> [ Accounts-Receivable
v [ Bookkeeper
~ [ Department
> [ _Blank
> [ AFR
> [ AGCO
> [ AGEC

> Al
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FAMIS Documents - Laserfiche (cont’d)

Access can then be given to the specific department or mailstop.

Below each folder type (or department/mailstop for bookkeeper reports) will be individual Report ID
folders. Below each of these folders, will be folders named ‘RunYYYY’. Reports will be stored in these
folders, based on the calendar year the report was run.

,\J\w—r—-ﬁ/«.—-_r—'\r"\,\,/\-\“ LN
v [ 02 v oz

v [ Accounts-Payable » [ Accounts-Payable
v [ F02BP0OB0D > [ Accounts-Receivable
> [ Run2016 v [ Bookkeeper

> ) FO2CKEXT v O AsBS

> [ Run2017 v [ Department
» [ Run2018 > [ _Blank
J > [ Fo2T0514

> [ FO2CKLTR
M » [ FO2TO0515

v [ F02TBOO6

> [ Run2017

Laserfiche Naming Conventions

FAMIS reports in Laserfiche will use a uniqgue name; each report will appended with the date, time and
a Laserfiche reference number as follows:

ReportID.Dyymmdd.Thhmmss.FO00001.pdf
For example, report FO2AU766 that was run on July 2, 2020 at 7:31 pm, would be named:
FO2AU766.D200702.7T193124.FO00001.pdf

Note: Reports converted from Mobius/DDRINT will show a Last Modified Date as the day they were
migrated; however the name will reflect the actual Date and Time they were originally stored in
Mobius/DDRINT. Once we begin adding reports directly, the Last Modified Date should match the
dated in the document name.
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FAMIS Documents - Laserfiche (cont’d)

Searching the Laserfiche Repository

While a user can drill down through the hierarchy, the search capabilities in Laserfiche allow a user to
find a document easily without knowing exactly where it is stored.

The user can search the entire Repository by the following:

e Click the arrow on the search pane
e Our suggestion is to leave only ‘Entry Names’ selected
e —And- not selecting ‘Within current folder’

Advanced

~ | Search repository

TAMUS-FAMIS-ECM > Doc > FAMIS 3 entries Within current folder s

|  Document text reation date . | Last modified Pages Member

v [ TAMUS-FAMIS-ECM
| AIGESS 182018 9:57PM  8/17/2018 5:32 PM
> £ Client Nty Names  sgmmmmm—
| 182018 10:35 P 8/22/2018 6:57 PM
v B poc Annotation text

8/22/2018 1:43 PM

| 116/2018 11:53 ...

> [ BPP

Manage custom quick gearch

These changes will remain in effect until the user changes them again.

An additional change that may be needed is to disable the ‘fuzzy search’ option. This may have already
been disabled by your administrator, but to check on it, the user can click on the arrow on their
username in the upper right corner:

Visplay Options m-ray2@tamu.edu «

< = Cptions

Help
2YROD2 v

Keyboard Shortcuts
data Fields About

Under the search option, if marked, un-check the ‘fuzzy search’ option:

[ Go to documents m-ray?@tamuedu ~

Options

Search Options  Case/accent sensitive search (does not apply to indexed searches)
General
Delault (Case insensitive/Accent sensitive) «
Mew Document
# Find partial matches when performing a quick search

Download
# Include variations of root word in indexed searches
Display
use fuzzy search (applies to iIndexed searches only) F
I Search
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FAMIS Documents - Laserfiche (cont’d)

Report Search by Report ID

e Enter all or part of a Report ID
o Click the magnifying glass icon

o All matches for that Report ID are displayed in the search results

—~ o

{ Folders  Search Results
Search Summary

Common

FO2DRPTS

@ Document text @ All fields

¥ Entry names

Advanced Search

Annotation text

10889 entries (1 selected)

Advanced

Creation date

Last modified

Pages

Template

Name -
# [ rozDReTS <+
Y Fo1DRPTS.D161201.T002005.F..

Do O

FOT1DRPTS.D16120:

FO1DRPTS.D161205.T0O02005.F...

FO1DRPTS.D161206.T002005.F..

FO1DRPTS.D161207.T0!

FO1DRPTS.D161208.T00200

FO1DRPTS.D161209.TO02005.F...

FO1DRPTS.D161212.TO

FO1DRPTS.D16121

FO1DRPTS.D161214.T0

FO1DRPTS.D161215.T0!

8/16/2018 4:42 PM

... 8/16/2018 4:42 PM

8/16/2018 4:42 PM

8/16/2018 4:42 PM

... 8/16/2018 4:42 PM

.. 8/16/2018 4:42 PM

8/16/2018 4:42 PM

.. 8/16/2018 4:42 PM

.. 8/16/2018 4:42 PM

.. 8/16/2018 4:42 PM

... 8/16/2018 4:42 PM

8/16/2018 4:42 PM

8/16/2018 4:42 PM

8/16/2018 4:42 PM

8/16/2018 4:42 PM

8/16/2018 4:42 PM

8/16/2018 4:42 PM

8/16/2018 4:42 PM

8/16/2018 4:42 PM

8/16/2018 4:42 PM

8/16/2018 4:42 PM

8/16/2018 4:42 PM

FAMIS Report
FAMIS Report
FAMIS Report
FAMIS Report

CAMNCD, L

Laserfiche Folder

[T e |

FAMIS Reports

under this folder

FAMIS Report
FAMIS Report
FAMIS Report
FAMIS Report

M

e Click the ‘Advanced’ option to the right of the search pane to bring up additional search

options:

Advanced Search

SearchTypes  Add searchtype *

Common

M Al fields

[ Annotation text

& Document text

& Entry names

Type

M Documents M Folders B Shortcuts

Choose file extensions

Within folder

Field

Date

Last modified

L S P v b N S v

Search within en

tire repository v

Choose Fields

~ Show search syntax

Reset

I Y e T N T W |

While the Simple search will work for most cases, the Advanced search provides the option of
searching based on template fields and saving a search for repeated use.
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FAMIS Documents - Laserfiche (cont’d)

Report Search by FAMIS Program

e Beginning in December 2019, the FAMIS Report number was added to the metadata stored in

Laserfiche

e To search, click the ‘Advanced’ option to the right of the search pane to bring up additional

search options:

MAgvanced Search

Seath Types  Addwmarchityps o

[ ]

Chezas file celemiam

e

T | S
R e

-

P

Wk fpldar

L

o Uncheck all search options, except ‘All fields’

o Enter the FAMIS Report Number
e Click the ‘Search Button’

o All matches for that FAMIS Report are displayed in the search results
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FAMIS Documents - Laserfiche (cont’d)

Viewing Reports

When the search results are displayed, the user can select the report to display it.

A PDF copy of the report along with template fields related to this report will be displayed.

F99DRPTS.D180731.7190402.FO00001.pdf v Search in document Display Options  m-ray2@tamu.edu v
PDF Viewer ~J
Page: 1]of8 - Automatic Zoom ¢ b
0 S aly ]| 1 [ (== ol 2 Metadata  Fields  Processes  Records
D Template
| FAMIS Report
FAMISReportiD
FO9DRPTS >
RunTime
20180731-190402 >
JobName
F99DRPTS >
Member
— ’
Section Data
_Blank >
a.00 0.0
a.00 0.00 0.00 0.00 000

To change the display distribution between the fields and the document, the bar between the two can
be pulled to the left or right.

The Details pane can be removed from the view completely by:

e Clicking on the Display Option
e Then clicking Details and unchecking ‘Details Pane’

Display Options
Show On Screen

+ Details Pane Details v

+ Metadata + View PDF

. ¥ Fields Reset Panes v

+ Annotations

Tags

L ¢ Processes

| v Records Links Details

Clicking on the arrow to the right of the report name, will present an option to download the file:

FI9DRPTS.D180731.T190402.F000001.pdf v

Note: Most users will not have the options to save, rename or move files within this repository.
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FAMIS Documents - Laserfiche (cont’d)

Bookmarks

Some files contain several different reports within the file. We have added bookmarks to these files to
assist users in finding the correct report section. The Laserfiche PDF viewer does not show bookmarks,
so the file will need to be downloaded and viewed in Adobe in order to see the bookmarks.

" FO2DRPTS.D180731.T002016.FO0000T pdf - Adobe Acrobat Pro DC
File Edit View Window Help
Home Tools Document B8 HE Q ® 1|/ 18 e 7
Bookmarks X
N B8 Ok -
=¥ 2018 cc 02
=[] FBAR100
b ol E B BATCH BATCH PR DESCRIPTICN
[ _Blank s mF T W
=[] FBDRO16
C APA387 07/30/18 11 AP ACH ACCOUN
u Blank C APA3EE 07/30/18 11 AP ACH ACCOUN
- C APC385 07/30/18 11 AP CHECK ACCO
C APC386 07/30/18 11 AP CHECK ACCO
=[] FBDRO17 C APV382 07/30/18 11 AP VOUCHER AC
C APV3E3 07/30/18 11 AP VOUCHER AC
[ _Blank C APV3S3 07/30/18 11 AP VOUCHER AC
C CMDW11 07/30/18 11 STUDENT REFUN
=[] 1BARI0D C CMPW1Z 07/30/18 11 STUDENT REFUN
C CMPW13 07/30/18 11 STUDENT REFUN
D Blank C CMPW14 07/30/18 11 STUDENT REFUN
- C CMPW1S 07/30/18 11 STUDENT REFUN
C CMPW16 07/30/18 11 STUDENT REFUN
af] VBMR100 + C coMpol 07/28/18 11 CS STUDENT AC
C COMPO1 07/29/18 11 CS STUDENT AC
[ _Blank C CoMPOZ 07/28/18 11 CS STUDENT DT
C COMP02 07/29/18 11 CS STUDENT DT
=[] VBMR808 C COMPO4 07/29/18 11 CS STUDENT TW
C CRG208 07/27/18 11 Gateway Trans
[ _Blank C CRG203 07/28/18 11 Gateway Trans
- C CRG210 07/29/18 11 Gateway Trans
E‘D VSDRS00 ‘ C CRT208 07/27/18 11 Web Transacti
C CRT209 07/28/18 11 Web Transacti
u Blank C CRT210 07/29/18 11 Web Transacti
- * C CSCNO1 07/30/18 11 COMPUTING SVC
+ C CTECOL 07/30/18 11 TRAVEL AUTH R
C CTEC10 07/30/18 11 TRAVEL AUTH R

TRA

EXAS AZM UNIVERSITY
FRS Control Table and Batch Listing
Processed Real Time

07/31/2018 00:08
pACE 1

- cAsH casH uenT

RECETPT DISBURSEMENT. R
1,676,293.27 538 1,676,293.27 538 00 1,676,255.70 N 06000 07/30/18 7308
7.375.86 37 7,375.86 37 .00 7,375.86 N 06800 07/30/18 7308
632,694.99 284 632,694.99 284 00 632,692.31 N 06000 07/30/18 7307
3,739.2¢ 24 3,739.28 24 .00 3,739.24 N 06800 07/30/18 7307
301.00 2 301.00 2 00 301.00 N 18170 07/30/18 7306
225,422.82 439 225,422.82 439 .00 225,403.38 N 78001 07/30/18 7306
88,781.36 1 88,781.36 1 00 88,781.36 N 78300 07/30/18 7306
8,224.3¢ 1 8,224.38 1 00 8,224.34 N 08000 07/30/18 7315
28.288.80 1 28.288.80 1 00 28,288.80 N 06000 07/30/18 7312
1,814.85 1 1,814,851 00 1,814.86 N 08000 07/30/18 7312
6,083.71 1 6,083.71 1 00 6,083.71 N 06000 07/30/18 7315
14,701.00 1 14,701.00 1 00 14,701.00 N 06000 07/30/18 7315
73168 1 731.69 1 00 731.69 N 06000 07/30/18 7311
137,546,008.94 179 137,554,510.18 184 00 00 ¥ 06000 07/30/18 7300
9,536,075.0¢ 901 9,536,075.04 901 00 00 ¥ 06000 07/30/18 7313
1,064,020.08 96 1,064,020.08 96 00 00 N 06000 07/30/18 7299
394,897.36 20 394,897.36 20 00 00 N 06000 07/30/18 7310
11,106,124.20 788 11,106,124.20 788 00 00 ¥ 06000 07/30/18 7302
261,549.63 7 261,549.63 7 261,549.63 00 N 01650 07/30/18 7297
23,998.79 5 23,998.79 5 23,998.79 00 N 01650 07/30/18 7297
116,635.47 7 116,635.47 7 116,635.47 00 N 01650 07/30/18 7297
53,788.31 52 53,788.31 52 53,788.31 00 N 01650 07/30/18 7297
12,167.13 29 12,167.13 29 12,167.13 00 N 01650 07/30/18 7297
9,111.89 28 9,111.89 28 9,111.89 00 N 01650 07/30/18 7297
.00 0 1,115,017.63 174 00 00 N 06000 07/30/18 7304
4,377.19 8 4,377.19 7 00 00 N 06000 07/30/18 7289
75,871.85 75,871 N 06000 07/30/18 7290

n

Clicking on one of the bookmarks will advance the user to that specific report:

= FO2DRPTS.D180731.T002016.FOD0D0T . pdf - Adobe Acrobat Pro DC
File Edit View Window Help
Home Tools Document 8 X2 Q ®® B|l/= e 7
Bookmarks X
-
D Elv @ E&; W FEDROL7 TEXAS AsM UNIVERSITY 07/31/2018 00:07
FY 2018 CC 02 Cash Receipts Listing by Batch within Bank PAGE 1
=[] FBAR100 WELLS FARGO-TAMI PRESS Batch Information
Date Accepted By Computer - 07/30/2018 Bank Account - 00665 Reference - FMRO71 DATE - 07/30/2018 FY MONTH 11
[l _Blank
Susp Activity Account No Trans Code Ref No. Ref 2 Date Description Dollar Amount D-C Td Number
Eu FBDRO16 - T T - o T -
0-01004-1610 033 8211188 07/30/2018 Books 212.10- €
[l _Blank
= FBDROI7 _ Batch Total Total Records Processed - 1 Net Amount Processed - 212.10-
[ _Blank
B u IBAR100 Bank Total Total Records Processed - 1 Net Amount Processed - 212.10-
[ _Blank
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FAMIS Documents - Laserfiche (cont’d)

Favorites - Starred Folders and Documents

To create a list of often used folders and/or documents, there are two ways to mark these items for
easy retrieval at a later date.

Right-click on a folder or document
Select ‘Add Star’

¥ [ Fo2eFUPD

8/9/2018 5:48 AM

Ny

Open
[ FozENTRP
D FOZVO98A, New Document
New Folder
[ rozvossB
Import
[ rFoz2vz00s
Email
[ Fozvz08m Rename
[ rozvzosw Move or Copy

Start Business Process »

[ rozvz72i

EQ2VAQ

Show Security

-OR-

8/9/2018 5:49 AM

8/10/2018 5:23 PM

8/10/2018 5:23 PM

8/13/2018 11:15 AM

8/9/2018 6:14 AM

8/9/2018 6:14 AM

Add Star ?
D FO2V261B 8/9/2018 6:14 AM

8/9/2018 6:14 AM

8, 18 6:14 AM

Click on the empty star to the right of the file or folder name in the upper right area of the

screen under the user name

Clicking on the star will toggle between being marked or not marked

Display Options m-ray2@tamu.edu v

ch @

es
£ FO1CKLTR.D180117.T190339.F0...

Metadata Fields Preview re v

D Template
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FAMIS Documents - Laserfiche (cont’d)

To display the folders/documents that have been marked with a star:

e Select the ‘Starred’ option on the left panel of the main display
e Any starred documents will be displayed

Starred 3 entries

Advanced

Pages

Last modified

& | Creation date

v [ Reports - Name
> O I 'D FO1CKLTR.D180117.T1903... 8/16/2018 9:57 AM 8/16/2018 9:58 AM FAMIS
Ad oM

=] D FO1EFUPD 8/8/2018 10:20 PM 8/16/2018 4:45 PM

8/16/2018 5:43 PM

v [ Accounts-Payable
[ rozeruPD §/9/2018 5:48 AM

> O Fo1vB227

Q, search Results

* Starred
WW - e

Starred documents are specific to each user, so each user is able to maintain a listing of
documents that will be needed on a repetitive basis
To remove a document from this list, click on the star to the right of the file name in the upper right of

the screen under the user name:

Display Options m-ray2@tamu.edu v ;

v fO2drpts Advanced
c tEl @ :

Laserfiche

Starred 3 entries (1 selected)
Last modified Template
ﬁ FO1CKLTR.D180117.T190339.F0...

- Name 4 | Creation date

v [ Reports
> B oo
v 01

= 3 roteFuPD

II ﬂ FO1CKLTR.D180117.T1903... 8/16/2018 9:57 AM 8/16/2018 9:58 AM FAMIS Repor
Metadata Fields Preview

8/16/2018 4:45 PM

8/8/2018 10:20 PM

When the window is refreshed, that document is no longer displayed:

Advanced Display Options m-ray2@tamu.edu »

v  fozdrpts

Laserfiche

Starred 2 entries
~ [ Reports Name a | Creation date Last modified Template
8/8/2018 10:20 PM 8/16/2018 4:45 PM

> [ oo [ Fo1EFUPD

E’ FO2EFUPD 8/9/2018 5:48 AM 8/16/2018 5:43 PM

v Oo

~ [ Accounts-Payable

> [ FO1BPOSQ
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FAMIS Documents - Laserfiche (cont’d)

Recently Opened Documents

In addition to starred items, the eleven most recent files can be quickly accessed from the Folder
Browser by choosing Recently Opened Documents.

m | Redrer

Recently Opened Documents 9 entries
Name
2 () TSR £y FO1CKLTR.D180117.T190339.F
> [ Client
Y F020RPTS.D180731.T002016.F...
~ [ Doc
> B EE £ FO2DRPTS.D180731.T002018F...
> [ FAMIS [) Fo2DRPTS.D180731 8.F.. 8/1
> [ TAMUAT Y FI9DRPTS.D180731.T190402 F...
> O From Import Agent ) Fo2AU766.0180702T193124 ..
3 Fo1DRPTS.DI61201
Y ro210501.0171107.T19
Y FO7DRPTS.D180102.T004006.F...

Creation date

8/16/2018 9:57 AM

8/9/2018 5:44 AM

8/9/2018 5:44 AM

6/2018 7:58 AM

8/9/2018 6:56 PM

. 8/8/201810:37 PM

.. 8/16/2018 4:42 PM

8/12/2018 11:58 PM

8/11/2018 9:07 PM

Advanced

Last modified

8/16/2018 9:58 AM

8/9/2018 5:44 AM

8/9/2018 5:44 AM

8/16/2018 7:58 AM

8/9/2018 6:56 PM

8/8/2018 10:37 PM

8/16/2018 4:42 PM

8/12/2018 11:58 PM

8/11/2018 9:07 PM

Pages

92

Template

FAMIS Repor
FAMIS Repor

FAMIS Repot

FAMIS Repor
FAMIS Repor
FAMIS Repor
FAMIS Repor

FAMIS Repot

Display Options m-ray2@tamu.edu v

YA

No entry selected.

Printing Documents

¥ Starred
( Recently Opened Documents  Sim——

3

To print a document, it must first be downloaded from Laserfiche. To download a document:

e While in the repository folder, select the file(s) and then click the ‘Download’ icon in the upper

right portion of the screen

Display Options m-ray2@tamu.edu w

-OR-

e Once the user has selected a file and is in the ‘PDF Viewer’, right-click on the document and

select ‘Download’

F99DRPTS.D180731.T190402.F000001.pdf v
Save As
Rename

1]of8
Download

Email

View Electronic File
Check Out Document

< <) meomaT
Start Business Process » {22577
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FAMIS Documents - Laserfiche (cont’d)

A download window may be displayed:

Download

"FO1CKLTR.D180117.T190339.F000001.pdf" selected

Electronic file r

Download options Cancel

e Select ‘Electronic File’
e C(lick ‘Download’. Depending on the browser,
o A prompt will be displayed giving the user the choice to open or save the document:

Do you want to open or save FO1CKLTR.D180117.T190339.F000001.pdf (2.20 KB) from it-If-ecmweb.tamu.edu? Open Save |¥ Cancel x

-OR-

The downloaded file will be displayed on the browser window, ready for the user to take action.
M"ﬂ“‘_ﬁ\_‘j’\""‘w W\I%

-

FO1CKLTR.D18011...pdf ™ FOICKLTR.D18011.. Wpdf A~ ™ F02DRPTS.D18073... pdf ™

When the ‘Open’ option is selected, the document will open in Adobe and can then be printed from
there.

When multiple files are selected from the repository folder, when the ‘download’ option is selected,
the user will receive a prompt asking how they want the files downloaded:

o Zip

e Briefcase

Download

3 files selected

ZIP r Electronic file r
ZIP
Briefcase

Download options Cancel
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FAMIS Documents - Laserfiche (cont’d)

Emailing a Single Document from Laserfiche

Documents may also be emailed from Laserfiche. To email a document:
e Select the document to be emailed

Select the ‘Email’ icon in the upper right portion of the screen

Display Options m-ray2@tamu.edu v

e - Or - Right-click on the document and select ‘Email’

| ~ | fo2drpts ()

)

Name Creation dat
v a FO1CKLTR.D18¢™ "=~ """~~~ ===k
| — | open v L
Y ro2oreTsDIE 4
Download
FO2DRPTS.
Y ro2DRPTS.DI8( pr— 4

[ ro2pReTS.DI8(  Rename
Mave or Copy

Y rosprPTS.DIS( 5€
Add Star

ﬁ FO2AU766.D18( (=

This will open a window to create an email:

Email Basket

General Password

Name Send as Pages  Pages Page Range Clear All
a FOTCKLTR.D180117.T190339.F... 0 [x]
Send as Files v
Email Use Microsoft Outlook to manually send the email message
To
Subject

Message | m.ray2@tamu.edu sent you a document in Laserfiche.

Sent by Laserfiche Web Access.

Email options m Close
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FAMIS Documents - Laserfiche (cont’d)

e User has the option to send the document as a file or a link.

ocuments have been selected to be sent via email.
) — adl L. NP sy L = 1'7
Links
Send as !

o Do not use the link option to send to recipients that do not have access to the FAMIS
Laserfiche Repository. The link will require that the recipient login to access the file(s).

When the Email Basket window is displayed, the user can add the recipient’s email, add a subject line
and customize the message:

Email Basket

General Password

Name Send as Pages  Pages Page Range Clear All

'a FO1CKLTR.D180117.T190339.F... 0 %]

Send as Files v
Email Use Microsoft Outlook to manually send the email message
To betteruser@tamu.edu Mp—

Subject | pequested FAMIS REDOTT  simm——

Message | mMelissa Ray sent you a document in Laserfiche.

sent by Laserfiche We 5. Replaced Laserfiche User
Name (TAMU Net ID) with
actual name
Email options m Close

When the edits have been completed, clicking ‘Send’ will send the email. Once the email has been
sent, a confirmation message will be displayed in Laserfiche:

Email was successiu Iy sent.
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FAMIS Documents - Laserfiche (cont’d)

Emailing Multiple Documents from Laserfiche

Documents may also be emailed from Laserfiche. To email a document:

e Select the documents to be emailed

m - Rty

TAMUS-BAM > BAM > FY2016 > Purchase Orders > AMO1 > 1099 ProInc

6 entries (6 selected)

v [ TAMUS-BAM
v BAM
> [ Attachments
> [ Fr2014
> [ rFy2015
v [0 Fy2016

> [ Invoices

A M| Name

M [ Amo1-16-P009212-0
& [ AM01-16-P009212-1
M [ Amo1-16-P009212-2
& [ Am01-16-P009212-3
& [ AM01-16-P009212-4

M [3J AmD1-16-P009212-5

PO Number

AMO1-16-P009212

AMO1-16-P009212

AMO1-16-P009212

AMO1-16-P009212

AMO1-16-P009212

AMO1-16-P009212

Pyrchase O,

e Select the ‘Email’ icon in the upper right portion of the screen

m-ray2@tamu.edu «

Display Options

e - Or - Right-click on the document and select ‘Email’

| - fo2drpts o

)

Name Creation dati

4 a FOICKLTR.D18C "~ ~"~~= 7~ ~7 =77 77t

Open » L
a FO2DRPTS.D18( 4
Download
a FO2DRPTS.D18( 4
Email r—
D FO2DRPTS.D18(  Rename

Move or Copy
a F99DRPTS.D18( 5€
Add Star

ﬁ FO2AU766.D18( (=

e Emailing multiple documents through Laserfiche provides the option to send the files as links to
the documents in Laserfiche or as actual files:

Email Basket

General Password

Name Send as Pages  Pages Page Range Clear All
a FO2DRPTS.D180731.T002016.F... 0
a FOTCKLTR.D180117.T190339.F... 0
a F02AU766.D0180702.T193124.F... 0

1]

a F99DRPTS.D180731.T190402.F...

0000

Send as Files v| PDF v

e+ 1 cmal mssge

To

e When emailed as files, the recipient will receive a ZIP file containing all of the marked files
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FAMIS Documents - Laserfiche (cont’d)

Customizing the Columns Displayed

Users may also choose to customize the columns displayed in Laserfiche:

e Right-click on the column headings to display the options:

Starred 2 entries

Name a | Creation date Last modified
v © TAMUSFAMISECM (] FotEFUPD 8/g/201  ColumnPicker g5 445 Py
> [ client sort Columns 5
D FOZEFUPD 8/9/2018 swerorram orrorz(18 5:43 PM
v [ Doc
> PP

e Select the ‘Column Picker’ option to select the columns to display:

Configure Column Display

Available Selected Reset

Search Name
RELETTOOTT 30U
Creation date
Review schedule
Last modified
Vital record
Pages

FAMIS Report Member

FAMISReportlD
RunTime
JobName
Section Data
Source

Section Type
Report Name
JobNum

Run Time

Save Profile m Cancel

By selecting one of the Templates, the user can add columns that are specific to that template.

e Click an item in either list
e Drag it from one side to the other
o This will move items from the ‘Available’ list to the ‘Selected’ list

or

o Move items from the ‘Selected’ list to the ‘Available’ list
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FAMIS Documents - Laserfiche (cont’d)

To change the order of the columns:

e Click an item within the ‘Selected’ list
e Dragitem up or down to create the order desired

When all items have been moved:

e click ‘Save Profile’ to save this profile:

Configure Column Display

Available Selected Reset

Search Name
RELETTOOTT S0rmeuare
Creation date
Review schedule
Last modified
Vital record
Pages

FAMIS Report Member

FAMISReportlD
RunTime
JobMName
Section Data
Source

Section Type
Report Name
JobNum

Run Time

Save Profile m Cancel

e Enter a name for the new profile in the window:

Save Column Profile

Save as a new column profile

‘ Member

These column headings also now apply to this folder. To revert back to the original settings:

e Right-click on the column headings

e Select ‘Column Picker’ again

e When the ‘Configure Column Display’ window is shown
o Click ‘Reset’ to go back to the original headings:

Configure Column Display

Available Selected
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FAMIS Documents - Laserfiche (cont’d)

To use a saved configuration

e Right-click on the column headings
e Select ‘Saved Columns’
e Then select the desired configuration

ATRE— gt A a
p  Column Picker 7PM

01
Sort Columns

fx Saved Columns » Member

8/8/2018 10:21|
Manage Saved Columns

As the user drills down further into the folder, these headings remain. The columns will not be

populated until the user has navigated down to the document level (where the templates have been
used).

e Clicking on any of the columns will change the display to be sorted based on that column:

I ¥ | Search repository
01 » Accounts-Payable > FO1BP080 » Run2018 948 entriE/

- Name Creation date v | Last modified Pages Member

Advanced

'a FO1BP080.D180816.T204758.F... 8/16/2018 11:57 PM 8/16/2018 11:57 PM 01

FO1BPO80.D180131.T183155.F... 8/16/2018 9:57 AM 8/16/2018 9:57 AM 01

FO1BPO80.D180131.T183153.F... 8/16/2018 9:57 AM 8/16/2018 9:57 AM 01

o

FO1BPO80.D4R0131.T183131.F... 8/16/2018 9:57 AM 8/16/2018 9:57 AM 01

e Clicking the column again will change the sort order:

¥ | Search repository Advanced

I » Accounts-Payable > FOTBP0O80 > Run2018 948 entgi

Creation date 4 | Last modified Pages Member
PO80.D180702.T185800.F... B/8/2018 9:58 PM 8/8/2018 959 FPM o
PO80.D180702.T185802.F... B8/8/2018 9:58 PM 8/8/2018 .59 PM o
P0B0.D180702.T185806.F... B8/8/2018 9:58 PM 8/8/2018 9:59 PM o

P0OB0.D180702.T185810.F... 8/8/2018 9:58 PM

8/8/2018 259 PM

The changes to the column headings will remain in effect for this user until they are changed.

k:\fa\doc\wrknprcs\laserfiche\famis documents laserfiche current.docx
Revised: 8/29/2025
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