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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. 
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Tasks can be found in the Tasks tab on 

the Home Screen.

Accessing Your Tasks

CHAPTER 1
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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

default. These are tasks that you have

been assigned but you have not started.

� Drafts: While completing tasks, you have

the option to save them as drafts. All

tasks that you have saved will appear in

this tab.

� Unassigned Tasks:  TEAMS ONLY

These tasks have not been assigned to

any member of your team. You can elect

to open the task and assign it to yourself.

� Completed Tasks: All the tasks that you

have completed and submitted will be

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.

The tasks menu showing three open tasks 

and one draft

Overview of Tasks

CHAPTER 2

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

Viewing the tasks available to the 

Accounts Payable Team

My Tasks and Team Tasks

CHAPTER 3

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
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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         . Clicking this button will allow you to select which 

columns you want displayed and to reorder them manually.

The Customize Columns menu

Organizing Your Tasks

CHAPTER 4

a

What is the difference between an Task and an 

•

TInstance?skWhat 

A task is a job assigned that requires action
from a person (approve, deny, return)

• An instance is the specific execution of a
step in the process.
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Performing a Task

CHAPTER 5

To begin a task, click the blue hyperlinked 

name of the task. This will open a Laserfiche 

form. On the right side of the task you will 

see the Details pane. If it is closed, click the 

arrow next to the word Details to open it. 

The pane has two tabs:

� Summary: Contains task information

and includes who the task is assigned

to, the date assigned, the due date, the

priority and the team. Use this tab to find

general information about a task.

� Action History: Contains all of the

actions the task has already been

through including previous submissions,

approvals, etc. Use this tab to see where

the task is within the process.

View of the open task with the Summary tab open

View of the open task with the Action History tab open
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The form is composed of a series of fields, to either be filled in 

or reviewed. Required fields will be marked with an asterisk (*), 

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

fields have been filled in. 

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

receive an error message after filling in the field, detailing how 

you should complete the field. Some fields will contain tooltips 

when you mouse over them. Look for the tooltip icon          next 

to the field to see if it has a tooltip. Occasionally, fields will be 

read-only. These fields will be grayed out and you will not be 

able to change the information.

At the bottom of the form will be at least one button. The 

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

often you will see words like Submit, Accept, Reject, Approve 

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

will submit the form, completing the task. Once a task has been 

completed, you cannot make any changes to that form.

An example of a form with a read-only field and required fields
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Additional Options:

� Save Draft: If you would like return to finish your task at a later

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

any time.

� Reassign: If you need to release or reassign the task to another

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.

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


11﻿Working With Tasks in Laserfiche﻿

Starting a New Process

CHAPTER 6

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. 

The Submit Forms tab in Laserfiche Cloud
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The Submit Forms tab – grid view

The processes can be viewed as either 

a list or a grid. The processes are in list 

mode by default and you can toggle 

between the two by selecting their 

respective icons                  in the upper 

right corner. To start a task in list mode, 

click the green Start button next to the 

name of the process. To start a task in 

grid mode, click the tile of the process 

you would like to begin.

I The Submit Forms tab – list view
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