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Introduction
Smartphones and tablets are revolutionizing the way people interact with business content. As more
and more content flows in and out of organizations of all sizes, it’s becoming harder and harder to
optimize the decision-making process by getting the right information into the right hands at the right
time—particularly when decision makers are travelling, meeting with clients or participating in industry
events.
Since 1987, Laserfiche has been committed to empowering organizations with the tools they need to
make timely, intelligent business decisions. The Laserfiche Mobile app for iPhone and iPad enables
employees—whether onsite or offsite, executive or field employee—to stay connected and productive
anywhere in the world.
As a fully integrated part of the Laserfiche product line, Laserfiche Mobile provides an end-to-end
solution that extends governance, risk and compliance standards to mobile devices, simplifying IT
administration and oversight even as the bring your own device (BYOD) trend gains momentum.
At Laserfiche, our goal is to help your organization take advantage of the deep knowledge you have about
the ways your processes should run more efficiently. This collection of real-world solutions provides an
overview of ways customers around the world are gaining value from Laserfiche Mobile, from removing
graffiti in real-time to automating hiring and more. We invite you to tap into their knowledge to help
employees within your organization become more informed and more efficient than ever before.
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This book contains a collection of solutions that focus on Laserfiche
Mobile. For more than 130 additional solutions, please visit:

Laserfiche.com/SolutionExchange
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TIPS FOR
IT PROFESSIONALS
Laserfiche Mobile is an app for the iPhone and iPad that enables users to
securely access and work with documents inside their Laserfiche repository
from a mobile device. Administrators can take advantage of Laserfiche Mobile
features such as extensive security, document libraries, geotags and more.
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Learn best practices for implementing Laserfiche Mobile throughout
your organization.
IMPLEMENTATION
Some things to keep in mind before implementation include:
• If many users will be uploading documents through Laserfiche Mobile, it is necessary to
make sure that the Laserfiche Web Access Server can handle the load. Two cores in addition
to what is necessary for the Laserfiche Web Access server are recommended to handle the
processing and uploading of entries. This will be a total of four to six cores, depending on
the number of users.
• It is important to double check the Laserfiche Mobile installation guide to make sure that
the IIS settings are configured correctly.
Once the Laserfiche Web Access add-on is installed, it is time to configure Laserfiche Mobile.
This is possible from the Laserfiche Mobile Configuration page.
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Settings that can be configured on this page include:
• Setting which repositories will be available to Laserfiche Mobile. If the organization has 		
multiple repositories, the administrator may not want all of them to be accessible from a 		
mobile device.

• JPEG compression. If space is a limiting factor, JPEG compression can be used on import to 		
reduce the size of images stored in Laserfiche while still preserving color. Users can 			
also enable compression on the app side (during capture) in order to improve upload times, 		
especially when using the cell network rather than Wi-Fi.
• Geotags. Enabling geotags allows geographical location information obtained from the photo 		
during capture to be stored in an associated field. More information about this feature can be 		
found in the “Use Laserfiche Mobile to Combat Graffiti” article.
• Security. The Laserfiche Mobile Configuration page allows the administrator to enable 			
automatic log-out and disable automatic log-in and export. More information about security 		
can be found in the “Best Practices in Laserfiche Security” article.

LOGGING IN FOR THE FIRST TIME
To help users log in to Laserfiche Mobile for the first time, an administrator can send them a
Laserfiche Mobile link in an email. When a user clicks on the link, Laserfiche Mobile automatically
adds the user’s current server and specified repository to its list of remembered servers and
repositories. This prevents errors by saving the user from having to look up and manually enter the
server address when logging in.
The Laserfiche Mobile URL is configured as follows:
LFMobile://MyWebAccessServer/laserfiche/index.aspx?db=MyRepository
MyWebAccessServer corresponds to the name of the Laserfiche WebAccess server and MyRepository
corresponds to the name of the repository.

SETTING GROUND RULES
Before allowing users full access to the repository with Laserfiche Mobile, the organization should
have clear security and capture policies in place.
• It is important to educate users about the security settings that are in place.
• Users should be aware of the organization’s capture policy. This policy should address these 		
questions:
- Is client-side compression going to be implemented or do the photos have to be submitted to 		
		 Laserfiche in their original size?
- Are the photos of documents going to be cropped automatically or will they be cropped 		
		 manually later with Laserfiche PhotoDocs?
- Are geotags going to be implemented or is storing location information irrelevant to the 		
		 organization’s business?
If users will access Laserifche Mobile outside the office, they should also be instructed on how to
set up VPN on their iPhone or iPad.
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Encourage users to take advantage of Laserfiche Mobile’s features, including libraries. Like the
“Favorites” found in Microsoft Internet Explorer, libraries are useful for storing lists of entries that
are accessed frequently by users, or as a way to easily mark an entry as part of a “to-do” list.

View of Libraries on an iPhone.

View of Libraries on an iPad.

BENEFITS OF LASERFICHE MOBILE
Implementing Laserfiche Mobile within the organization can result in the following benefits:
• Employees can play an integral role in business processes even while outside the office.
• With optimum security features configured, employees can review and work with Laserfiche 		
documents without worry of data being stolen or compromised.
• Photos can be easily captured with the iPad and iPhone and sent to Laserfiche efficiently and 		
quickly.
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MANAGE
MUNICIPAL
COURT FILES
In the Wichita Falls municipal court, a lot of work revolves around Class C
misdemeanor offenses such as traffic tickets and violations of city code. Managing
these court case files through their records lifecycle used to be a time consuming,
error prone and paper-heavy process. Here is how Laserfiche Records Management
Edition and Laserfiche Mobile for iPad simplified this process, while allowing the
Wichita Falls municipal court to adhere to the Texas State Library records retention
rules.
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Patrick Gray, Systems Applications Analyst, describes how Wichita
Falls, TX, uses Laserfiche to manage municipal court files with
Laserfiche Mobile for iPad.

FROM CAPTURE TO RECORDS RETENTION
Court clerks import case documents into the “Z-Quality Control” folder in Laserfiche directly
from within the Infosol court management system with the help of Affinity, a screen scraping
tool that serves as the bridge between Laserfiche and Infosol. Once a clerk clicks the Affinity
button inside the court system, the documents are sent to Laserfiche, a template is applied
and all of the fields except for “Active File Date” and “Dead File Date” are automatically
populated.
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The “Case Status” is set as “Pending” and the file is automatically routed into the “Municipal
Court” – “Active Case Files” – “Pending” folder in Laserfiche.
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A folder is then created based on the “Cause Number” and “Name” of the defendant where the
related documents are stored.

Because these records are active, there is no retention applied to them.
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When the case is in court, the judge logs into the Laserfiche Mobile for iPad app directly from the
bench and opens up the defendant’s case file. After making a judgment, he simply changes the
value of the “Case Status” field to whatever he deems necessary and Laserfiche Workflow routes
all of the case documents into the appropriate folder within the “Active Case Files” records series.

For example, if the judge wants to issue a warrant for the defendant, he updates the “Case Status”
to “Warrant” and the case file is automatically moved to the “Warrant” folder in the repository.
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If a case file is dismissed, the judge fills in the “Dead File Date” in the case file template. This
triggers Laserfiche Workflow to:
• Add this date to the metadata of all of the documents in the case file.
• Route the entire file to the “Closed Case Files” records series.
• File it by year and month for easy retrieval at a later time if necessary.
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Once the file is moved to “Closed Case Files,” retention rules are automatically applied. According
to the Texas State Library Record Retention Rules, we have to keep all files for five years before
destroying them. We use a time-based cutoff instruction where records are destroyed on a yearly
basis. They are eligible for cutoff in January following their “Dead File Date” and eligible for
destruction by the Records Manager five years from then.
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WHAT HAPPENS BEHIND THE SCENES
The entire municipal case management process is powered by Laserfiche Workflow. Different
workflows run behind the scenes, routing files to various locations within the repository.
This workflow routes the case file to a different folder within the “Active Case Files” records
series based on the updated value of the “Case Status” field:
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This workflow looks for a “Dead File Date” and routes the case file to the “Closed Case Files”
records series where it is stored by year and month:
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LASERFICHE MOBILE AND SECURITY
“Let your business process drive your security needs.”
Security and privacy are extremely important at the Wichita Falls municipal court. We have taken
the following precautions to make sure that we maintain optimal security of our Laserfiche system
at all times.
• Security is granted to all of our Laserfiche users based on group membership. For example, 		
court clerks who need administrative access have different permissions than court clerks 		
who only need view access to documents. While the first group is allowed to perform any action 		
including deleting and modifying documents, the second group can only view and print.
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• We have set up VPN on the iPads that we’ve distributed to our judge and clerks so that they are
able to access Laserfiche from any wireless access point within the court.
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• The iPads are configured to connect to a wireless network only from within the confines of the
court building. We have also set up an HTTP proxy to monitor the internet traffic and prevent
certain internet activity such as streaming media.

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

BENEFITS OF LASERFICHE
With Laserfiche, Wichita Falls has seen the following benefits:
• More space thanks to the removal of 13 filing cabinets.
• Enhanced employee productivity by automating review and approval processes.
• Complete adherence to the Texas State Library records retention rules.
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SIMPLIFY
MEETINGS
Agendas for city council meetings can be over 100 pages long. Printing one copy for
each council member takes a lot of paper and ink. During a meeting, looking through
an agenda to find a particular agenda item can be time consuming and frustrating.
Laserfiche Mobile for the iPad makes managing agendas during meetings easy.
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Local governments: Learn how to use Laserfiche Mobile for the iPad to
make viewing agendas convenient.

LASERFICHE MOBILE
Once created, city council meeting agendas have pages generated in the Laserfiche Client.
During the city council meeting, each council member uses Laserfiche Mobile to view the
agenda and any supporting documentation on his iPad.
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In order to make it easy for council members to follow along with the agenda items being
discussed, the city makes use of annotations. After the agenda is printed into Laserfiche, an
administrative assistant scrolls through the agenda and places a sticky note in every major
section. During meetings, city council members can scroll through the document as the
meeting progresses, but also quickly navigate to any other agenda item by clicking on a sticky
note in the document’s annotation pane.
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ADVANTAGES OF LASERFICHE MOBILE
The city discovered the following benefits from using Laserfiche for managing city council
meeting agendas:
• Since the agenda is stored in Laserfiche, pages of content no longer need to be printed,
copied and distributed.
• Multiple council members can access the agenda at the same time from a single location in
Laserfiche.
• Council members can follow along with the meeting discussion and don’t have to spend time
rifling through pages to find required information.
• Since the agenda is converted into a Tiff format, it is read-only and non-editable.
• Agendas are now accessible to the public via Laserfiche WebLink.
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LASERFICHE
MOBILE FOR
CONSTRUCTION
Trucking in construction can be fraught with problems including fraud, difficulty
matching invoices with truck papers and delays in sending relevant paperwork
to accounting. Here is how one construction company uses Laserfiche Mobile to
accept trucking deliveries quickly and accurately while creating real-time reports
for the project manager.
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Learn how to use Laserfiche Mobile for construction management.
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THE PROCESS
When performing construction at a site such as an airport or highway, large quantities of
materials must be delivered by truck. Supply companies are contracted to deliver certain
quantities of materials each day, usually split into multiple deliveries. The truckers and the
supply companies get paid on delivery of the materials, but confirming the right deliveries,
quantities and timeliness is left to the construction company and its project managers.
Having a real-time accounting process in place makes sure verification and then payment can
be done quickly and correctly.
1. A truck arrives at the construction site and checks in with the shift manager before 		
its material is unloaded. The shift manager takes photos of the truck and the truck papers
with his iPhone and immediately sends them to Laserfiche with the Laserfiche Mobile app.
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2. The uploaded photo, associated timestamp and GPS data prove that a particular truck
was at that construction site at that time. GPS data is configured on the server-side so that
it cannot be manipulated.

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

26

4. He inputs other pieces of data needed for tracking deliveries into the document’s template fields.
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5. The accounting assistant also prepares invoices and other accounting documents. Several
times a day, the accounting assistant searches for relevant documents in Laserfiche. A saved
column view allows the accounting assistant to view all of the identifying information about
each photo.
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6. The accounting assistant then exports this report into Microsoft Excel. This report is used to
track the following information:
a. The number of trucks from each company that arrived at the construction site that 		
		 day.
b. The number of rounds that each truck made during the shift.

7. The shift manager checks this spreadsheet before approving payment on the delivery slips
the drivers present to him at the end of the shift. The project manager uses these 		
reports to make sure that the right amount of goods is delivered each day to guarantee that
the project will be completed on time.
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ADVANTAGES OF LASERFICHE MOBILE
Implementing Laserfiche Mobile at the construction company has resulted in the following
benefits:
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• Multiple images can be quickly sent over to Laserfiche thanks to Laserfiche Mobile’s 		
application-side photo compression.
• Delivery fraud is prevented because the shift manager can easily prove how many times a
particular truck arrived during a particular shift.
• Real-time accounting results in the construction company being billed the correct amount
each time for materials.
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COMBAT
GRAFFITI
Cleaning up graffiti can be a time consuming process. First, someone at the
city must be notified of the graffiti and its exact location. Afterward, cleaning
crews must be sent over to clean it up. It’s offen difficult to catch up with all of
the graffiti that needs to be removed. Here is how Laserfiche Mobile can make
cleaning up graffiti an almost real-time process.
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Learn how to use geotags in Laserfiche Mobile to quickly clean up
graffiti.
THE PROCESS
Whenever a police officer or other city employee notices some new graffiti around the city, he
simply takes a photo of the graffiti on his iPhone or iPad with Laserfiche Mobile.
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This photo is sent directly into the Laserfiche repository.
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An email is automatically generated and sent to the public services department. This email
notifies the department that a new photo of graffiti has been uploaded and provides a link to
Google Maps of the location of the graffiti, as well as the attached photo.
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The public services employee opens the image from the link and is able to see directions on
what to do by looking at the image’s business process details.

The employee dispatches the cleaning crew to the location and then updates the value of the
“Clean Up Status” field to Cleaning Crew Dispatched.
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Once the cleaning crew has cleaned up the graffiti, they report back to the dispatcher. The
employee then opens the image metadata from the image which has now been moved to
“Assigned for Cleanup” and updates the status to “Cleaned Up.” The image is then moved to a
subfolder in the “Archive” folder for archival.
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The business process details have been updated so that the whole history of the document is
visible.

36
11

WHAT IS HAPPENING BEHIND THE SCENES
Laserfiche Mobile allows for geotags to be appended to all photos sent to the Laserfiche repository.
This can be configured in the Laserfiche Mobile configuration page:
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Once this option is enabled, every photo sent to
the repository will have the geotag inserted into
a specified field. In order to ensure veracity of
the geographic data, this field will also be set as
read-only so that the value cannot be changed by
the person taking the photo.
Laserfiche Workflow then launches a business
process on the new photo. Here is a copy of the
business process:
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Here is the configuration for one of the business process steps:
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In order to construct the Google Maps URL, the coordinates entered into the Location (Geo Tag) field must be
converted into a token with the Retrieve Field Values activity.
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This token is used to construct the URL:
http://www.google.com/maps?q=%(RetrieveFieldValues_Location (Geo Tag))
This Google Maps URL is used when configuring the E-Mail activity.

BENEFITS OF LASERFICHE MOBILE
Implementing Laserfiche Mobile at the city has resulted in the following benefits:
• Reporting graffiti is quicker and easier, so graffiti can be cleaned up faster.
• To analyze which areas had the most graffiti, geotag data is exported into an external database 		
that uses a “geographic” field type so that SQL reports can be run on the location information. 		
This knowledge allows the police department to station more officers at the site to locate 		
suspected perpetrators.
• App-side compression allows multiple photos to be sent to Laserfiche quickly and efficiently.
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MOBILE
SECURITY
Laserfiche Mobile provides on-the-go access to the Laserfiche repository. Yet,
with mobility and convenience come risks of the mobile device being stolen and
confidential data falling into the wrong hands. Here are some best practices
for configuring security within Laserfiche Mobile to make sure only authorized
individuals have access to the documents stored in the Laserfiche repository.
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A project manager at Laserfiche walks through best practices for setting
up security in Laserfiche Mobile for the iPhone or iPad
LASERFICHE MOBILE SECURITY
Laserfiche Mobile security is offered on two levels: user and administrator.
When a user logs out of Laserfiche Mobile, all data, including any open electronic documents,
is immediately cleared from the device. In order to resume working, the user must log back into
Laserfiche Mobile and download the electronic document again. Company policies should be set
to remind users to log out when they are finished interacting with Laserfiche Mobile.
An extra layer of security, enforced by the server, is also available in Laserfiche Mobile. When
configured by an administrator, these features (enabling automatic log-out and disabling
automatic log-in and export) will automatically apply to all users. All these options are
configured on the Laserfiche Mobile Configuration page.
It is best practice to pair these security settings with the security features offered by the iPhone
and iPad such as the “Auto-Lock” and “Passcode Lock” features (configured in the device’s
Settings).

AUTOMATIC LOG-OUT
It is possible to configure Laserfiche Mobile to log out automatically after a certain period of
inactivity. On automatic log-out, the app will close the current view and return to the login
page. This not only removes all documents from the hard drive and memory, but also no
longer shows the document or folder that the user was last viewing. In addition, all of the
open documents (including electronic documents) will be wiped from the hard drive anytime
the user minimizes the Laserfiche Mobile app.
These settings can be applied in the “App” section on the Laserfiche Mobile Configuration
page.
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Enabling the automatic log-out option prevents unauthorized individuals from picking up an
abandoned iPad or iPhone and being able to view anything stored in Laserfiche without first logging
into Laserfiche Mobile. As noted above, if an administrator chooses not to enable this option, the
device can still be cleaned out by logging out.

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

Even though this may be less convenient for the user, disabling this function prevents outside users
from just picking up the iPad or iPhone and having immediate access to the Laserfiche repositories.
It is recommended to disable automatic log-in when using automatic log-out, though it can also
be used independently. This can be done in the “Connection” section of the Laserfiche Mobile
Configuration page.

DISABLING EXPORT
When an electronic document is exported from Laserfiche Mobile to another app, that new app
takes control of the document and Laserfiche is no longer involved. In certain high security
situations, exporting documents should be avoided. The “Disable export” feature in Laserfiche
Mobile allows users to view electronic documents in the embedded Laserfiche Mobile document
viewer, but prevents them from exporting the document and sending it to anyone else outside of
Laserfiche. This option is configured in the “App” section of the Laserfiche Mobile Configuration
page.
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Note that disabling export is separate from taking away the user’s Export feature right. Even
with this setting selected, users will still be able to take screenshots of the repository and open
documents.

LIMIT USER ACCESS
Enabling automatic log-out and disabling automatic log-in and export affects all Laserfiche
Mobile users within an organization. Laserfiche Mobile also allows the administrator to prevent
certain users from accessing the repository with Laserfiche Mobile at all. It is possible, for
example, to block the administrators group or other high-powered groups from accessing
the repository with Laserfiche Mobile. Like the similar feature in Laserfiche Web Access, this
prevents a malicious user from forcefully gaining access as a power user over the internet.
This option is configured in the “Connection” section of the Laserfiche Mobile Configuration
page.
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STAY INVOLVED
ON THE GO
Laserfiche Mobile provides on-the-go access to the Laserfiche repository. Managers
are accountable for their employees and departments, and it is important for a
manager to be aware or involved in the department’s daily work, even when out of
the office. Here is how Laserfiche Mobile keeps managers in the loop by allowing
them to participate in business processes and view business process history directly
from their iPhone or iPad.
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Managers: participate in business processes and view business process
reports directly from your iPhone or iPad with Laserfiche Mobile.
SCENARIO
Mindy is the director of the human resources department in a large organization. As part of
her job, she frequently travels between the different company locations around the country.
While out of the office, Mindy needs to stay on top of everything going on in the HR department
including recruiting, new employee onboarding, benefits enrollment and employee training.
She frequently has to field questions from the CEO or other department heads about the
status of certain candidates in the recruiting process. Laserfiche Mobile allows her to do all of
that, no matter where she is located.

PARTICIPATING IN BUSINESS PROCESSES
Laserfiche Mobile allows Mindy to participate in business processes by updating metadata and
viewing business process instructions. For example, as part of the HR Onboarding business
process, an offer letter is generated and sent to a job candidate. Before this letter is sent to
the candidate, it must be approved by the HR director. Since job offers are time-sensitive,
Mindy must review the offer letter as soon as possible.
Mindy is notified that there is an offer letter to review with an email generated by Laserfiche
Workflow. This email contains a Mobile URL to the offer letter document in Laserfiche. More
information about Mobile URLs can be found in the online Laserfiche Mobile Help Files.

47

Since Mindy is out of the office, she can click on the Laserfiche Mobile link to open the offer letter
on her iPad. She can then easily see the history of the offer letter as well as instructions on how to
approve/reject it by viewing the document’s business process details:
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Mindy can quickly change the “HR Approval” field to “Approved” or “Rejected” once she is
finished with the review.
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If Mindy needs to launch a Laserfiche business process while out of the office, she can also do it
from her iPhone or iPad with Laserfiche Mobile. For example, if Mindy gets a job applicant referral
and wants to fast-track the employee onboarding process because she knows the applicant can
bypass the initial screening, Mindy can launch the “HR Onboarding – BP” business process directly
from her iPad or iPhone.
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VIEWING BUSINESS PROCESS REPORTS
Mindy can also view the business process history of any HR document. If the company CEO wants
to know which step the executive assistant candidate is at in the hiring process, Mindy can quickly
find the candidate’s application and view the business process details to see everything that has
happened thus far with that application.

ADVANTAGES OF LASERFICHE MOBILE
Implementing Laserfiche Mobile in the HR department has resulted in the following benefits:
• HR employees can view business process history on their iPads, allowing them to stay on top of 		
everything that is going on in the department—even when they are out of the office.
• Since the HR director can review and approve offer letters directly from her mobile device, the HR
onboarding process is not held up when she’s out of the office.
• By launching the HR onboarding business process directly from her iPad, the HR director can 		
quickly jumpstart the hiring of a prospective, qualified employee. This allows her organization to
recruit new talent effectively.
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QUICKER BETTER SAFER
Laserfiche Mobile
When solving business process problems, gaining fresh perspective from your peers can
be invaluable. That's why Laserfiche encourages its customers to share concrete details
(including screenshots) of their solutions to common problems with each other on the
Laserfiche Solution Exchange.
This book is a collection of examples of how organizations can incorporate Laserfiche
Mobile for the iPhone or iPad into their business processes. With Laserfiche Mobile,
productivity is no longer restricted to the cubicle. Employees can review, revise and work
on documents, collaborate with others and participate in business processes no matter
where they are—all within a secure and compliant environment.

"Laserfiche allows us to manage various documents for virtual real-time retrieval by
court employees using the Laserfiche Mobile app on their iPads. This saves us time
and money and, in the process, we have become less dependent on paper."
– Patrick Gray, Systems Applications Analyst, Wichita Falls, TX
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