Routing a Contract in Laserfiche

This documentation refers to Laserfiche’s online client
Last Updated by Jamie Trierweiler 02/19/2018




Step 1: Scanning a Contract

IMPORTANT: When uploading a scanned document, make sure to scan the document as a tif
image file. The tif image file format is necessary for signing and stamping a contract document.

®* |t'sagoodideato do some preliminary work ahead of time

®* Whenever possible, have the contract signed by the other party, then scan it as
a .tif file.

® Scan the contract and the supplemental documents, name them properly, and
collect them all in one place.

e Start the process as shown below.

NOTE: This tif image of your contract will be later uploaded in your creation of the Laserfiche
form.
*Have your tif file accessible on your computer. Easiest if sent to your email upon scan.

| Tristans Test Doc 6/23/2017 8:44 A TIF File 434 KB

Step 2: Laserfiche Forms Login

® Open aweb browser and go to edocs.lansingmi.gov

IMPORTANT: * If testing, please use:

® Under the Contract Process Section, select the Start Contract button to begin the
Contract Process.



Contract Process

Start Contract

Upload contracts here.

Contract Approval

Approve or check on a Contract status here.

® Here, you will need to login using your City of Lansing domain credentials like displayed
below:

* If you are not able to sign in please contact our IT helpdesk by creating a ticket or by phone at 517-483-
HELP.

Username: Lansing\username

Password: =~ sreeeee

Laserfiche Forms'

Sign In

Username

Lansingitgreenidge

Password

¥ Remember me



® The explanation of the fields is as follows:

® Contract Creator - Person who is filling out this contract form

e POC (Point of Contact) Person — Person to be contacted about this contract
®* POC Phone — Phone number

* POC Email — Email

e POC Department — Department/Division

® Contract Type— Select the type of contract

¢ Amendment — Notifying whether this contract is an amendment to an existing
contract (Yes) or a new contract (No)

* Vendor Name — With whom the City is contracting

¢ Vendor Number — This is City of Lansing vendor number supplied by
Purchasing/Finance

* Approval Deadline — Date by when the contract needs to be approved

® Contract Start Date — Date by when the contract will start

® Contract End Date — Date by when the contract will terminate

® Account #— Account Number to be charged for the contract

¢ Purchase Order — PO number supplied by Purchasing/Finance, if available

® Deadline Info — Here you can include more information on the contract’s deadline

® Contact Summary — A brief summary of relevant contract data for approvers

An example of a Contract Form Submission is shown below in the image:



Contract Submission

Contract Creator ‘Trrstan Greendge ‘

POC Person ‘Tristan Greenidge ‘
POC Phone 517480502 |
{N) NNN-NNNN xNNN

PQC Email ‘Enstan.greemdge@lansingmf.gov |

PQC Department ‘ Information Technology !

Contract Type ‘ (Goods & Services - Expense v |

Amendment ‘ NO v

VendorName  The Gren Edge LLC |

Vendor# }235329 Approval Deadline ‘5,'30,‘2017 E"’]
Contract Start Date ‘7/3;2077 E] Contract End Date ‘7/23;2017 E]
Account# 72435-34548 Purchase Order#  npsg7a43

Deadline Info Would fike to have this coniract signed and approved by Friday
the last day of the month.

Contract Summary  Web technology services

Attach Contract Upload

Documentaton  ycians TestDocti e X



e Attach the contract document and supplemental documents that you scanned
earlier. Click the Upload Button, then select the file(s) to attach. Remember,
the contract file must be in .tif format for it to be signable:

Contract Type Goods & Services — Expense v
Amendmen{ @ Open %
4 > ~ Search Laserfiche
vendor Nan{ + « Documentations » Laserfiche ©| [ Sestch Laserfi o
Organize v New folder £ v
Vendor # ~
Laserfiche A Name Date medified
[ -8-17
Contract St} ‘@ OneDrive ] LaserFiche 6-8-17

] Laserfiche Client Settings Screenshots

N ‘Bmsee ] Lsserfiche el eaming Documentation
Account# I Deskiop B LF - Creating 2 Form
5] Documents & LF Forms Template Completed e
Deadline In 3 Downloads 8] LF Forms Template Upload PING File
B Gotham City 8] LF Forms Template PG File
B Music =1 Tristans Test Doc TIF File
&= Pictures
Contract Su B videos
% Local Disk (C)
. TRISTAN (D)
= Sgreenidge (M |, -

Attach Contract Upload
Documentation

® Upon completion, select the Submit Button to finalize your contract form.

Attach Contract Upload

Documentation Tristans Test Doc.tif 434KB x

® Once finalized you will be directed to the following page:



* Toview Pending Contracts, select the link highlighted in the example image
below stating to Open the Pending Contracts folder in Laserfiche. Or, you may
use the method detailed in step 4, below.

Thank you!

Your form has been submitted
Open the Pending Contracts folder in Laserfiche.

Step 4: Pending Contracts

Viewing Pending Contracts

® Open aweb browser and go to edocs.lansingmi.gov

IMPORTANT: * If testing, please use:

® Under the Contracts Section, select the Get Started button to begin the Contracts
Approval.

Contract Process

Start Contract Contract Approval




* You will be redirected to the Laserfiche Repository.

® Here, you will need to login using your City of Lansing domain credentials like displayed
below:

Username: Lansing\username

Password: e

Note that this is a separate login instance from the login in Forms.

Sign in to CityofLansing-Test
User name
Lansing\tgreenidge

Password

® Once logged in, navigate to the contract just created by selecting the appropriate drop-
downs in the left navigation menu panel.

* Note that depending on the size of your contract and other documents, and the
speed of the network, it may take several minutes to rename the file to the
standard,

Contract — 00000x — Vendor Name. Until the rename happens, you can
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view the folders; but do not open the new folder; otherwise you will
cause a file lock error and the process will terminate.

Laserfiche' ¥ | S sitary Q" Advanced Display Options » LANSING\tgreen|

CityofLansing-Test » Contracts »> 01 -Pending Approval > Information Technology > Contract -000000 - TheGreenEdgelLC 2 entries corr LA

Name a | Creation date Last modified Pages Template
v [ CityofLansing-Test (3 contract -000000 - TheGreenEd
-000000 - TheGreenE... 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1

v [ Contracts Metadata  Fields  Preview  Mor
[ Tristans Test Doc 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1
v [ 01-Pending Approval
p Template
> [ Chief Operating Officer
Contracts
> [ City Clerk
> [ Finance - Treasury contratt#
-000000

> [ Finance - Administration

» [ Finance - Purchasing Contract Creator

» [ Fire-Training Division Tristan Greenidge
v [ Information Technology POC Person
> |9 43-imagin Tristan Greenidge

> |3 44-Imagine POC Phone

> | [ Contract -000000 - TheG
517-483-6839

» |3 Contract 2017-000001 -
» POC Email

® Select the City of Lansing Folder
Select the Contracts Folder
Select the 01 - Pending Approval Folder
Select the Department Folder necessary
Select the Contract Folder
(Links are highlighted in the above image).
7. Inthe example image above the Contract -000000 Folder is selected.

The main window or middle panel displays:

® The contract (Contract -000000)

* The uploaded tif file (Tristans Test Doc)

Viewing Contracts Fields



* Toview the contract’s fields, be sure to have the contract’s folder (Contract - 000000)
selected in the left panel. As shown below, the contract is under its corresponding
department folder.

v [ Information Technology
*» | 43-Imagin
> [ 44-Imagine
> [\ Contract -000000 - The

> [ Contract 2017-000001 -

® Inthe panel to the right, you can view the information of the contact form.

Search repository Advanced Display Options » LANSING\Mgreenidg
pproval » Information Technology » Contract -000000 - TheGreenEdgelLC 3 entries ch it L @
Name 4 | Creation date | Last modified | Pages Template
[ Contract -000000 - TheGreenEd...
0 [} Contract-D00000 - TheGreenE... 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1
Metadata Fields Preview More -
@ [} docD0196220170623120403- t... 6/28/2017 9:06 AM 6/28/2017 9:11 AM 1
© [} Tristans Test Dac 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1 p Template
Contracts Al
Contract #
9:25:18 AM-000000 >

Contract Creator

Tristan Greenidge >
POC Person

Tristan Greenidge >
POC Phone

517-483-6839 >

10



Editing Contracts Fields

* To edit the contract’s fields, be sure to have the contract’s folder (Contract - 000000)
selected in the left panel. As shown below, the contract is under its corresponding
department folder.

v [ Information Technology
> [ 43-Imagin
*» | 44-Imagine
> [\ Contract -000000 - The

» | Contract 2017-000001 -

® Inthe panel to the right, you can edit the information in the contact form by selecting
the desired text field and simply changing the content. This alters the metada but does
not alter the image that has been stored.
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Search repository Advanced Display Options » LANSING\Mgreenidg

pproval » Information Technology » Contract -000000 - TheGreenEdgelLC 3 entries ch it L @
] | Name a | Creation date | Last modified | Pages | Template
[ Contract -000000 - TheGreenEd...
O [ Contract-000000 - TheGreenE... 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1
Metadata Fields Preview More -
O [ docDo196220170623120403- 1., 6/28/2017 9:06 AM 6/28/2017.9:11 AM 1
© [} Tristans Test Dac 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1 p Template
Contracts n
Contract #
9:25:18 AM-000000 >

Contract Creator

Tristan Greenidge >
POC Person

Tristan Greenidge >
POC Phone

517-483-6839 >

® Once changes have been made, a save button will appear on the bottom of the right
panel. Select the Save Button to save the changes as shown to the right.
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Contract Creator

‘ Tristan Greenidge] | pJ

POC Person

Tristan Greenidge >
POC Phone

517-483-6839 >
POC Email
Jamie.Trierweiler@lansingmi.gov >

POC Department

information Technology ¥

B3 o

Adding Additional Files to a Contract (Import Icon)

® To add additional documents to the contract, be sure to have the contract’s folder
(Contract - 000000) selected in the left panel. As shown below, the contract is under its
corresponding department folder.

13



v [ Information Technology
*» | 43-Imagin
> [ 44-Imagine
» [ Contract -000000 - The

> [ Contract 2017-000001 -

® |ntheicon menu on the top right, select the Import Icon.

Q| Advanced Display Options » LANSING\tgreenidgg
nology > Contract -000000 - TheGreenEdgelLC 3 entries cO ¥t £ ™
a | Creation date | Last modified | Pages | Template m
3 Contract -000000 - TheGreenEd... *
eGreenE... 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1
Metadata Fields Preview More w
120403-t.. 6/28/2017 9:06 AM 6/28/2017 9:11 AM 1

® Select the Browse Button to choose a file to upload.

Import Files

Drag files here or select one or more files to uploat Browse

Cancel

14



e Select the file desired and click the Open Button to continue.

@ Open *
&« « 4 Ml » ThisPC » Desktop AN ] Search Desktop »
Organize New folder - @ @

i MName Date modified Type
3 Quick access it
% 12 Week Workout Program Planner v1b B/14/2017 8:33 AM Compressed|
| Desktop + i B
6/22/2017 10:39 AM  HTML File
"’ jroatinacss ¥ B/23/20TT A4 AM  TIF File
[ Documents [ WindowsTH-RSAT_WS2016-x64 4/26/2017 248PM  Microsoft Uy
|&] Pictures #* Li-‘__)] WWTP [P Phones 6-14-17 6/14/2017 444 PM Microsoft Ex
phone #*
WWTP Portin
Documentations
Laserfiche
OnBase
Secial Media
f@ OneDrive
T e e 2
File name: | Tristans Test Doc - ‘ | Al Files bt
==
[ ]

Select OK Button to import the file or the remove button to remove the file.
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Import Files

Drag files here or select one or more files to upload  Browse

Files to import

(/] Tristans Test Doc.tif Uploaded Remove

m Cancel

®  Your additional file has now been added to the contract folder.

Adding Additional Files to a Contract (Drag and Drop)

®* The Drag and Drop feature is another way to add a file.

* Simply click and hold the file desired in the Explorer Window. Then drag the file and let
in go in the blue container that states to Drop files here. (Shown below)

16



Name 4 | Creation date Last modified Pages Template
[ Contract -000000 - TheGreenEd.

rHAREM i | | L} \-j = Picture Tools ~ Desktop — o
File Home Share View Manage
- ~« 4 Bl » ThisPC » Desktop v Search Desktop
A Name . Date modified Type

~ 3 Quick access e

L % 12 Week Workout Pregram Planner vib 6/14/2017 835 AM  Comp
[ Desktop * :

B index 6/22/2017 M HTML

L Dwinlpitst & Tristans Test Doc 6/23/2017844 AM  TIFFil

Documents [ WindowsTH-RSAT_WS2016-x64 4/26/2017 243PM  Micro!

[&=] Pictures * ] WWTP IP Phenes 6-14-17 5/14/2017 444 PM Micro:
phone +
WWTP Portin +

Documentation:
Drop files here Laserfiche
OnBase

Social Media

> f@ OneDrive

v O This PC
> [l Desktop
5 Docurnents
> B Downloads
J'! Music

. &= Pi
|e=| Pictures o e

Siterns  1item selected 433 KB

® Your additional file has now been added to the contract folder.
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Annotations

£ =« B 2 T :

Underline

More

Strikethrough Actions

Callout Text
Freehand
Line
Polygon
Rectangle
Rounded Rectangle
Ellipse
Image

forn Aattachment

ansin .
Start Business Process

. R T e e —— Annotations include:

* Highlights

® Redactions
e Sticky Notes
e Stamps

e Text Boxes

18



Note: Links to Annotations are displayed in a menu as shown in the image to the right. Feel free
to explore the More Actions Button for more annotations.

Applying a Sticky Note (Required if any signatures are needed!)

* To view the attached document, double click on the contract tif link.

M ¥ | Search repository L Advanced

CityofLansing-Test » Contracts » 01-Pending Approval » Information Technology » Contract -000000 - TheGreenEdgelLC 2 entries

Name 4 | Creation date Last modified Pages Template
v [ CityofLansing-Test
D Contract -000000 - TheGreenE... 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1
v [ Contracts
D Tristans Test Doc 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1

v [ 01-Pending Approval

® Select the Sticky Note Icon and apply where needed. You should use sticky notes to
show where signatures are required, as well as for any other points of interest in the
document.

19



Tristans Test Doc Search in document

m e K ™ Q @ O ritwidth + £ L =B -

e C(Click Save after applying the sticky note(s)

Tristans Test Doc » Search in document

1 R Q @ © Ftwdth * B

N
|
]
o
<

This is an example of a sticky
note.

® Once you select the save button a green alert will appear on the top of the site stating
you’re your changes have been saved. To Return to Folders view, simply close this
pages tab at the top of the web browser.
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Contract -000000 - The= X )/ [ Tristans Test Doc X

View.aspx?db=Cityoflansing-Test&docid=550

C | @ Secure | hitps://edocstestlansingmi.gov/laserfiche/D.

Tristans Test Doc Search in document Display Options LANSING\tgreenid

1|1 K ™ Your changes have been saved.

Auu

Authorizing Official: An individual(s) designated by Fleet Services to authorize Metadata  Flelds  Annotations  More

and cancel fuel cards, manage internal controls, and records maintenance.

Card Provider: WEX (also known as Wright Express) or any other vendor

selected by Fleet Services or the City. p Template

Authorized Fuel: Any low grade unleaded or diesel fuel depending on the type

of vehicle or equipment being used. Use of premium fuels is prohibited unless No template assigned

you are assigned to a Police Harley Davidson Police motorcycle (or like Police

motorcycle) or the Chevy Volt.

G. PIN: Personal Identification Number. This is unique number assigned to an
individual by Fleet Services

H. Generic PIN: A PIN not directly assigned to a single individual. These PINS are
prohibited. - "

1. Fuel Card: Credit card issued by Fleet Services for fuel purchases cards are only No additional fields assigned
to be used for fuel. There are no exceptions.

4. Vendor: The location where the fuel purchase was made.

K. Equipment: Any unit that does not have a mileage or hour reading.

mom o¢

) Fields

Add/remove fields

L. Procedures/Requirements/Responsibilities:
A, All City Departments must use the fuel card system administered by Fleet

Applying a Stamp including Signatures/Dates/Approved as to Form as needed

® Toview the attached document, double click on the contract tif link.

m ot ey - st

CityofLansing-Test » Contracts » 01-Pending Approval s Information Technology » Contract -000000 - TheGreenEdgelLLC 2 entries

= | | Name « | Creation date | Last modified | Pages | Template
v [ CityofLansing-Test
= D Contract -000000 - TheGreenE... 6/26/2017 £:28 PM 6/26/2017 4:28 PM 1
v [ Contracts
(] D Tristans Test Doc 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1

v [ 01-Pending Approval

® C(Click the Stamp Icon on the top menu bar.

Tristans Test Doc = Search in document

Vs kM Q ® O rfitwidh v £ L =B 2~ T

signature Stamp
T

® Choose which stamp to apply and select Apply Stamp.
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Stamps

Color Search Stamps

Most Recent Stamps
Signature Stamp

APPROVED

COMF

DENIED

FAXED preview

Signature Stamp

I« Display as alphabetical list

Close

e (lick to place the signature stamp and select Save as shown below

Tristans Test Doc » Search in document

m Ve k™ @ @ O riwidh + $ L =B 2

ITrfsran G}eenfdge :

® Once you select the save button a green alert will appear on the top of the site stating
you’re your changes have been saved. To Return to Folders view, simply close this
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pages tab at the top of the web browser.

Applying a Highlight

®* To view the attached document, double click on the contract tif link.

| Laserficne [T G arces

CityofLansing-Test » Contracts » 01-Pending Approval » Information Technology » Contract -000000 - TheGreenEdgeLLC 2 entries

I | Name 4 | Creation date | Last modified | Pages | Template
v [ CityofLansing-Test
= D Contract -000000 - TheGreenE... 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1
~ [ Contracts
(7] D Tristans Test Doc 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1

v [ 01-Pending Approval

e Select the Highlight Icon and apply where needed.

R @ ® O Ffrwdh v &

A Y
al
il
(]
-

Highlight

® C(Click Save after applying the sticky note(s)
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Seorcts i docurent =
| s=ve | 1 P L3 g = o> = rit width - = -  ==a = o~

T. This Is @n example of 3@ stcky
S i % note.
= x ‘

= X,

® Once you select the save button a green alert will appear on the top of the site stating
you’re your changes have been saved. To Return to Folders view, simply close this

pages tab at the top of the web browser.

Viewing a List of all Annotations

® Toview the attached document, double click on the contract tif link.

M il Searchrepository Advanced

CityofLansing-Test » Contracts » 01-Pending Approval » Information Technology » Contract -000000 - TheGreenEdgeLLC 2 entries

=] | Name 4 | Creation date Last modified | Pages Template
v [ CityofLansing-Test
! D Contract -000000 - TheGreenE... 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1
~ [ Contracts
[ D Tristans Test Doc 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1

~ [ 01-Pending Approval

* To view Annotations, select the Annotations Tab in the right panel.
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Metadata Fields Annotations More w

Display annotations: m

(i @

® Under the Annotations Tab, is displayed a list of all the annotations reguarding the
current document opened (Shown below).

adata Fields  Annotations Mare w

Display annotations: m

(] 0]
Page1

3 I\fdar.tin.n )
! oo

B S

2 s

e Tﬁxt bax..

I & Highlight

v & Highlight

Deleting Annotations

* To delete an annotation, simply select the annotation desired in the Annotation Tab,
then select the Trash Icon up above.
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Metadata  Fields  Annotations  More w

Display annotations: m

Li] ]

ks

B
= 5 JSti‘.:kym—I:ﬁ;u
¥ R e

T Text box

Sie

Highlight

v & Highlight

In the popup confirm the delete of the annotation by selecting the Delete Button.

Delete

Do you want to delete the selected annotation?

[[] Don't ask me again

NOTE: You can also delete an annotation by clicking it on the document and hitting the
delete button on your keyboard. The same prompt as above will appear, so select
delete to delete the annotation.
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Step 6: Contract Approval

Approving a Contract

* Make sure all required documents are included and all signatures are applied prior to
approval.

® Inthe right panel, select the Fields tab. (The right panel allows you to view all the
information relavent to the contract).

Display Options « LANSING\tgreenidge «

cn+rteEm™m

[T Contract 2017-000021 - The Gre.. 17

Metadata Fields Freview Maore =

® To start the contract approval process, the creating department must complete their
approval.

® To approve the contract scroll down in the right panel to the Fields Section and under
Approval Status, select the drop-down and select Approve.
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b Fields
amlpbalbpasearaatiadalaas

Approval Status - Information Technology

Please Select an Approval Decision: v

Please Select an Approval Decision:
Approve
Send Back for Rework

TrTrEaTT Hl

e After approval and clicking Save, the document has now been sent to the next step for
approval.
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b Fields

Add/remove fields

Approval Status - Information Technology

| Send Back for Rework v |

Current Step Due Date

7/1/2017 >

Current Step Owner

information Technology >

Current step Title

01 - Awaiting Information Technology | ¥
Approval

Sending Back for Rework

* Inthe right panel, select the Fields tab.
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Display Options LANSING\tgreenidge

cO ¥t £ @ i

[T Contract 2017-000021 - The Gre.. 17

Metadata Fields Freview Maore =

* Tosend a contract back for rework, scroll down in the right panel to the Fields Section
and under Approval Status, click the drop-down and select Send Back for Rework.

b Fields
et pehiahhe

Approval Status - Information Technology

[ Please Select an Approval Dedision: v

Please Select an Approval Decision:
Approve

Send Back for Rework
IErAYE| H
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e After Send Back for Rework is selected and the Save button is clicked, the document is

now being sent back for rework.

b Fields

Add/remove fields

Approval Status - Information Technology

Send Back for Rewaork v

Current Step Due Date

70112017 >

Current Step Owner

information Technology >

Current step Title

01 - Awaiting Information Technology | ¥
Approval

Save Cancel

Viewing the status of a Contract
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* To view the status of a contract, be sure to have the contract’s folder (Contract -
000000) selected in the left panel.

v [ Information Technology
*» | 43-Imagin
> [ 44-Imagine
> [\ Contract -000000 - The

> [ Contract 2017-000001 -

* Inthe right panel, select the Fields tab.

Display Options « LANSING\tgreenidge

coYtzE®™ : |

[T Contract 2017-000021 - The Gre.. 17

Metadata Fields Freview Maore =

e If you scroll all the down to the Fields Section, here you can view the status of the
contract.
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D Fields

Add/remove fields
Approval Status - City Clerk

Approve b
Current Step Due Date

6/28/2017 >
Current Step Owner

City Clerk >
Current Step Title

06 - Awaiting City Clerk >
Approvale/27/2017

Viewing the process of a Contract

® To view the process of the contract, in the right panel, select the More tab and
Processes.
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Display Options « LANSING\igreenidge «

chO ¥t £ @

7] Contract 2017-000013 - Daniel ¥

hetadata Fields Preview More =
gyl =
Processes
Records
Comments

®* Hereyou can view:

® Business Process
e Current Step
¢ Duration (life of the Contract)

® History

Shortcuts

Coming Soon ...
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Contract Routing Paths

Contract Type Route

Construction Creating Department > City Attormey > Finance - Admin > COO > Mayor > Clerk
Construction Change Order Creating Department > City Attormey > Finance - Admin > COO > Mayor > Clerk
Development Agreement Creating Department > City Attormey > Finance - Admin > COQ > Mayor > Clerk
Extended Service Warranty / Agreement |Creating Department > City Altorney > Finance - Admin > COO > Mayor > Clerk
Goods & Services — Expense Creating Department > City Attormey > Finance - Admin > COO > Mayor > Clerk
Goods & Services — Revenue Creating Department > City Attormey > Finance - Admin > COO > Mayor > Clerk
Grant Goods and Services (Expense) Creating Department > City Attormey > Finance - Admin > COO > Mayor > Clerk
Grant Revenue Creating Department > City Attormey > Finance - Admin > COO > Mayor > Clerk
Leases — Expense Creating Department > City Attormey > Finance - Admin > COO > Mayor > Clerk
Leases — Revenue Creating Department > City Attormey > Finance - Admin > COO > Mayor > Clerk
Letter of Intent Creating Department > COO > Mayor > Clerk

License Application Creating Department > LPD > City Attormey > COD > Mayor > Clerk

License Application — Liquor Creating Department > LPD > City Attormey > COD > Mayor > Clerk

Loans and Liens Creating Department > City Attormey > Finance - Admin > COQ > Mayor > Clerk
Maintenance Creating Department > City Attormey > Finance - Admin > COO > Mayor > Clerk
Memo of Understanding Creating Department > City Attormey > Finance - Admin > COO > Mayor > Clerk
Mutual Aid Creating Department > City Attormey > Finance - Admin > COO > Mayor > Clerk
Other (for Mayor’'s Office use ONLY) Creating Department > COO > Mayor > Clerk

Permits Creating Department > City Attormey > Finance - Admin > COO > Mayor > Clerk
Real Estate Lease/Purchase Creating Department > City Attormey > Finance - Admin > COO > Mayor > Clerk
Services in Kind Creating Department > City Attormey > Finance - Admin > COO > Mayor > Clerk
Shared Facilities Creating Department > City Attormey > Finance - Admin > COO > Mayor > Clerk
Shared Services Creating Department > City Attormey > Finance - Admin > COO > Mayor > Clerk

Step 8: Printing Documents

Printing a Document with Annotations

® Toview the attached document, double click on the contract tif link.
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M il Searchrepository Advanced

CityofLansing-Test » Contracts > 01-Pending Approval » Information Technology » Contract

-000000 - TheGreenEdgeLLC 2 entries

=/ | Name 4 | Creation date Last modified

| Pages Template
v [ CityofLansing-Test
! D Contract -000000 - TheGreenE... 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1
~ [ Contracts
[ D Tristans Test Doc 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1
~ [ 01-Pending Approval

® Once viewing a document, click on your account in the top right and select options like

shown below:

Display Options = LANSING\greenidge

Options
Management
IMetadata Fields |

Help

Template Motem  Keyboard Shortcuts
About

Tags Edit

Links Details Sign eut

® To print a document with annotations make sure the checkbox below is selected.
Laserfiche
i 4
Options
CityofLansing-Test X
Redaction ¥ Include redactions on downloaded images and text
General
Download Image Annotations
Di:play ¥ Include all ather annotations on downloaded images
I Dawnload ~| when downloading images as PDFs, optimize compression for text on color imag
This mav slow the download orocess and resultin a lower aualitv PDF
[ ]

If changes are made, make sure to click the save button at the bottom of the page as
shown below:
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Download Briefcase Include the following components
¥ Image and text
¥ shortcuts
¥ Electronic file

¥l Records management data

® Once Option settings are completed and saved, you can close the browser tab to go
back to your document.

* Inthe upper lef t select your contract and click on the Print option as below:

Contract 2017-000235 - Acme Anvil Corp « Search in document

SaveAs 1|41 kK & Q@ ® O -ritwidh =+ & :

Rename

Download
Email

o Contract Sub

scan

® Select the OK button to print.
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Select Pages to Print: "Contract 2017-000235 - Acme A

Select pages @ All
© Pages | 1

Enter page numbers and/or page ranges
separated by commas. Example: 1,3,5-12.

m Cancel

®  You will be taken to the Print Preview where you can preview your print job.

Printing a Document without Annotations

®* Toview the attached document, double click on the contract tif link.

m 7 i) q s

CityofLansing-Test » Contracts » 01-Pending Approval » Information Technology » Contract -000000 - TheGreenEdgeLLC 2 entries

I | Name 4 | Creation date | Last modified | Pages | Template
v [ CityofLansing-Test
= D Contract -000000 - TheGreenE... 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1
~ [ Contracts
= D Tristans Test Doc 6/26/2017 4:28 PM 6/26/2017 4:28 PM 1

v [ 01-Pending Approval

® Once viewing a document, click on your account in the top right and select options like
shown below:
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Display Options = LANSING\greenidge

Options
Management
Metadata Fields |
Help
Template Motem  Keyboard Shortcuts
About
Tags Edit
Links Detailsw ~i8n Out

® To print a document without annotations make sure the checkbox below is selected.

Options

CityofLansing-Test .
Redaction ¥ include redactions on downloaded images and text

General
Download Image Annotations

Displa

play I Include all other annotations on downloaded images
I Download when downloading images as PDFs, optimize compression for text on color ime

This may slow the download process and result in a lower quality PDF

e |f changes are made, make sure to click the save button at the bottom of the page as
shown below:

Download Briefcase Include the following components
¥ Image and text
¥ shortcuts
¥l Electronic file

¥ Records management data

® Once Option settings are completed and saved, you can close the browser tab to go
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back to your document.

* Inthe upper lef t select your contract and click on the Print option as below:

Contract 2017-000235 - Acme Anvil Corp « Search in document

Save As 1 |71 Y, Q @® © rfitwdth ~+ § i

Rename

Download
Email
Print

scan

“ Contract Sub
® Select the OK button to print.

Select Pages to Print: "Contract 2017-000235 - Acme A

Select pages | All
) Pages | 1

Enter page numbers and/or page ranges
separated by commas. Example: 1,3,5-12.

m Cancel

® You will be taken to the Print Preview where you can preview your print job.
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