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Why Document Imaging?

• Records Management/Archives
• Inquiries at the Front Counter
• Communication with Faculty
• Lost Files and/or Documents



The Wailing Wall



And the winner is…..

http://www.laserfiche.com/company/index.html



Planning to Fiche – So many 
questions….

• Users and Security
• Business Processes

– OUAC Apps
– Workflow
– Document Processing/Orphan Mail

• Document Types



Laserfiche 101 for the 
Admissions Office

Rule #1 – Everything is driven by the OUAC 
Application and the student number

• 105 Applications come in over night
• Database matches OUAC number to 

Student number
• Index Card is populated



Index Cards



Sample File



Workflow Part I



Workflow Part II



Staff Involvement

• Original Staff Coordinators
• Documentation

– A Document in Progress
– Consistency is #1



PreReq Orange



Staff Concerns

• Where all the documents going to go?
• Who’s responsibility is it to authenticate 

documents?
• How will we know how we’re doing?
• Too much time at the computer!
• Too much mousing!
• Lost in Laserfiche



Modifications to Our Work 

• Building a Scanning Station



Modifications to Our Work II

• Double  Monitors



Other Modifications to Our Work 

• Our New Filing System
• The Tracking Folder
• Orphan Mail
• Fall Clean Up/Archiving
• Sending Transcripts to the Faculties



The Benefits of Laserfiche -
Supervisors

• Customer Service
• Tracking Staff Productivity
• The Art of Looking Busy or File Hoarding
• Search Capability
• Sticky Notes
• Relationship with Faculties



The Benefits of Laserfiche –
Supervisors II

• Weblink Version



The Benefits of Laserfiche - Staff

• Two staff can view doc at same time
• No more OUAC datasheets!
• Less filing!
• Enlarge small printing
• 99.9% of the time can find file in a instant
• No more going through other peoples’

offices looking for files!



The Benefits of Laserfiche – Staff II

• No more yucky yellow file folders!
• Don’t have to worry about marking up Int’l 

docs
• No more Orphan drawer!
• Easy Fall clean up
• Environmentally friendly.
• Fun.  I get to colour!



What’s coming next?

• Recent Upgrade
• Catching the Laserfiche Fever
• EDI transcripts please!
• Did someone say that you could get TOEFL 

scores electronically?
• Getting PeopleSoft and Laserfiche speaking 

the same language
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