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Introduction

Working in Laserfiche revolves around performing tasks. You may need to submit a new form or review a form that

has been assigned to you. Perhaps you have to populate values in a form as a step in a process.

This brief guide will walk you through working with tasks and submitting new forms. You can get more information

about each topic from the additional resources listed throughout the guide.



CHAPTER 1

Accessing Your Tasks

Tasks can be found in the Tasks tab on

the Home Screen.

Laserfiche Home Documents Tasks Reports Submit Forms B Joanna Manager-

| My Tasks Ir.-_'dm Tasks

Upen Tasks

L
earch v open tash E showing3/3 i
B8

Drafts Process Date assign. = Due date I’r

DETAILS =

Unassigned Tasks - Last maonth (1)
Completed Tasks J ;
P d Travel Reques Review Regquest 3/26/2024 1:07 pm A/5/2024 5:00 pm

~ Before last month ()

O Travel Reques Review Request /2272024 11:13 am

O Joanna - Sdrmp) Review Request dA/2042023 904 am
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Overview of Tasks

The Tasks page is where all the tasks that you have been assigned will be listed. Some
tasks will be forms that you will need to fill out and submit. Other tasks will be forms that
you will need to review, approve, or deny. To complete a task, click the name of the task,
perform the required action and submit the form. On the far left side of the screen is the
Menu bar. If it is closed, select the arrow above the word Menu to open it.

The Menu comprises of four tabs:

= Open Tasks: You will begin on this tab by = Unassigned Tasks: TEAMS ONLY
default. These are tasks that you have These tasks have not been assigned to
been assigned but you have not started. any member of your team. You can elect

_ . to open the task and assign it to yourself.
= Drafts: While completing tasks, you have

the option to save them as drafts. All = Completed Tasks: All the tasks that you
this tab. located here. You will not be able to

change any of the tasks after submission.

The number of tasks in each tab is displayed next to the tab name, with the exception of
completed tasks.

Laserfiche

CHAPTER 2

My Tasks Team Tasks

Open Tasks B

Drafts n

Unassigned Tasks

Completed Tasks

The tasks menu showing three open tasks
and one draft


https://laserfiche.csod.com/samldefault.aspx?ouid=2&returnurl=%252fDeepLink%252fProcessRedirect.aspx%253fmodule%253dlodetails%2526lo%253dbf286243-32c8-48e9-a84d-50cd2aeedf13

My Tasks and Team Tasks

Tasks that are assigned to you will appear in the My Tasks tab.

TEAMS ONLY: It is also possible that you will have been assigned to a team by an
administrator. If you have, you will also see a Team Tasks tab that lists tasks that anyone on
your team can complete. If you are a member of multiple teams, you can select which

team’s tasks to view by selecting the desired team in the drop down menu.

To complete a team task, click on the task and then select the Assign to Me button in the top
right corner. If you are an administrator, you can assign the task to someone on your team by

selecting the task in the Inbox and clicking the Reassign option.

Laserfiche

CHAPTER 3

My Tasks Team Tasks

Accounts Payable -

Assigned Tasks
Unassigned Tasks

Completed Tasks

Viewing the tasks available to the

Accounts Payable Team


https://doc.laserfiche.com/laserfiche.documentation/english/videos/Teams-in-Process-Automation-20213/Teams-in-Process-Automation-20213_player.html?embedIFrameId=embeddedSmartPlayerInstance/?utm_source=pdf&utm_medium=resource&utm_content=working-with-tasks-in-laserfiche&utm_campaign=business-process-automation
https://doc.laserfiche.com/laserfiche.documentation/english/videos/Teams-in-Laserfiche-Forms-103/Teams-in-Laserfiche-Forms-103_player.html

CHAPTER 4

Organizing Your Tasks

By default, the tasks you have been assigned will appear in chronological order. If you know the name of a task, you can search by keyword
in the search bar. Additionally, you can sort tasks by characteristics like Process, Task, Due Date, Priority or Instance. To configure what
information you see in the list of tasks, click the change column display button T Clicking this button will allow you to select which

columns you want displayed and to reorder them manually.

What is the difference between an Task and an

Customize Columns
Instance?

Select columns Reorder selected columns

Date assigned ii Process

e A taskis a job assigned that requires action

Due dale i Task
from a person (approve, deny, return)

Instance it Date assigned

Instance started by i Duedale

Last updated it Priority

e An instance is the specific execution of a
step in the process.

Priorily

Add all

The Customize Columns menu
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CHAPTER S

Performing a Task

To begin a task, click the blue hyperlinked Review Request - Draft CE ol
name of the task. This will open a Laserfiche '

Review Request
Travel Request b1 WM 4b-G7bf-4aR1-0077-c~ 1403 1adch: )...

form. On the right side of the task you will Travel Request summary  Action history
see the Details pane. If it is closed, click the Task information
Departure Date Return Date . Assigned to: Joanna Mana... [ Reassign ]
arrow next to the word Details to open it. [ ® [oscses & ol ML OO
Due date: April 5 5 M
Employee Name Department Priority: Medium
Cam Wise | | Marketing . Team: Mo team selected

The pane has two tabs:

= Summary: Contains task information View of the open task with the Summary tab open
and includes who the task is assigned
to, the date assigned, the due date, the Review Request - Draft 62O M
priority and the team. Use this tab to find * Review Request

| ravel Hequest b13H014b Sibt 4adid 9ULL cel4ePladtich: ).,

general information about a task. TeavelRetpest Summary _Action history
= Action History: Contains all of the e T e s a0 s -
2024-05-01 ] |202-‘I-05—03 E HeY) Hequest
actions the task has already been mployee Narme W—— ¥26720241:07 pm
. . . . . R . ~'  Sam Wise submitted a form Message Start Event
through |nC|Ud|ng DFEVIOUS SmelSSIOnS, |San|W|=e | |Market|ng ’ dnd started an instance in the plur_:ss'lravel
Request
approvals, etc. Use this tab to see where T T CusomariAthy o submit

|Uscr{_iroup - | @ Yes

the task is within the process.
View of the open task with the Action History tab open
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CHAPTER 5: Performing a Task

The form is composed of a series of fields, to either be filled in

Legal Services Request Form
or reviewed. Required fields will be marked with an asterisk (*),

and you will not be able to submit the form until all required

Submitter Name

fields have been filled in. Joanna Manager

Document Type * Sub-Document Type *

If a field needs to be filled in in a specific manner, you will

. S . . urgency* Needed By * ()
receive an error message after filling in the field, detailing how R . &
you should complete the field. Some fields will contain tooltips NGRS i Ao IS R I Clenss
when you mouse over them. Look for the tooltip icon () next i ORI E
to the field to see if it has a tooltip. Occasionally, fields will be ciupaiiand? —
read-only. These fields will be grayed out and you will not be
able to change the information. Comments (7)
At the bottom of the form will be at least one button. The

Contract Signers Name* () Contract Signer's Email*

button(s) can be configured to have any text on them but most

often you will see words like Submit, Accept, Reject, Approve
[0 Check here if there is no Effective Date [J Check here if there is no End Date

or Deny. Clicking any of the buttons at the bottom of the form

. . . Effective Date* (%) End Date® @ Submission Date ®
will submit the form, completing the task. Once a task has been o | _ e
completed, you cannot make any changes to that form. Attachments

File Upload
| Upload |

H you are submitting an addendum or amendment, please also include the onginal decument.

An example of a form with a read-only field and required fields
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CHAPTER 5: Performing a Task

Additional Options:

= Save Draft: If you would like return to finish your task at a later — 0O %
time, click the Save Draft button on the form to save your work.
This will store the document in the Drafts folder of your Inbox,
and you will be able to finish your partially completed form at S 20 .

any time. —

]
= Reassign: If you need to release or reassign the task to another - SR e
user, click the Reassign button in the upper right hand corner
of the task. You can also perform this function from the Inbox
by selecting the task and clicking the Reassign option. You can
also release the task to be claimed by anyone.
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https://doc.laserfiche.com/laserfiche.documentation/english/videos/Reassigning-Tasks-20193/Reassigning-Tasks-20193_player.html?embedIFrameId=embeddedSmartPlayerInstance/?utm_source=pdf&utm_medium=resource&utm_content=working-with-tasks-in-laserfiche&utm_campaign=business-process-automation

CHAPTER 6

Starting a New Process

If you have not been assigned a task, you can still initiate a process by going directly to the starting form or by using the Submit Forms
tab. You can also access forms to submit from the Forms section of the Home page. By default, all processes that you are able to initiate

are listed alphabetically. Use the search bar to enter keywords to search for specific processes.

Laserfiche Home Documents Tasks Reports Submit Forms 2 A Joanna Manager ~
Forms
Q, search forms |AII v = BB

The Submit Forms tab in Laserfiche Cloud

Laserfiche 1



CHAPTER 6: Starting a New Process

The processes can be viewed as either Laserfiche Home  Documents  Tasks  Reports  Submit Forms 2 @ Joanna Manager ~
a list or a grid. The processes are in list Forms

mode by default and you can toggle Q search forms Al vi:EII
between the two by selecting their Forms » Description

respective icons = =& in the upper e

right corner. To start a task in list mode, e FIOGe14 forapproving KiRce Jpety purchases.

click the green Start button next to the A Prefessional Development Request

Assign lask o Managers Start

name of the process. To start a task in

Aulomale  Beach Ciky Hiring Process ta

grid mode, click the tile of the process

Beach Clty Hiring Process

you would like to begin.

Cornerstone Upload Request

2 -
o -]
- + =3

The Submit Forms tab — list view

Laserfiche Home Documents Tasks Reports Submit Forms i M Joanna Manager ~
@ Forms
Q, scarch forms Al v| =l oa

P T ——

= -y

e
Customer Service Reaquest Digitize - Beach City Hiring Pracess
rrre— i
—— ———— —

The Submit Forms tab — grid view
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About Laserfiche

Laserfiche is the leading SaaS provider of intelligent content management and
business process automation. Through powerful workflows, electronic forms,
document management and analytics, the Laserfiche® platform accelerates how

business gets done, enabling leaders to focus on growth across the enterprise.

Laserfiche pioneered the paperless office with enterprise content management.
Today, Laserfiche’s cloud-first development approach incorporates innovations
in machine learning and Al to enable organizations in more than 80 countries to
transform into digital businesses. Customers in every industry — including government,
education, financial services, healthcare and manufacturing — use Laserfiche to boost

productivity, scale their business and deliver digital-first customer experiences.

Laserfiche employees in offices around the world are committed to the company’s
vision of empowering customers and inspiring people to reimagine how technology can

transform lives.

LEARN MORE

Connect with Laserfiche

B in [f X

©2024 Laserfiche

Laserfiche


https://www.linkedin.com/company/laserfiche
https://www.facebook.com/laserfiche/
https://www.laserfiche.com/?utm_source=pdf&utm_medium=resource&utm_content=working-with-tasks-in-laserfiche&utm_campaign=business-process-automation
https://www.laserfiche.com/get-a-demo/?utm_source=pdf&utm_medium=resource&utm_content=working-with-tasks-in-laserfiche&utm_campaign=business-process-automation
http://twitter.com/laserfiche
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