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Using the Cloud version of Laserfiche (9/12/24) 

Laserfiche is primarily used to store records that have a permanent retention or items that are shared by 
multiple departments (ie contracts). 

STEP 1 

https://accounts.laserfiche.com/ 
account ID: 269245838 

enter your user name (email address) 
enter your one-time password

Create your unique password. 

STEP 2 
Under the “Welcome to Laserfiche” use the drop down box to select “Documents”; then click on 
Repository 1 to access documents. (The next time you log in it should take you directly to the Repository 
showing the documents). 

https://accounts.laserfiche.com/
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STEP 3 
Change your settings: 

1. At your name (top of page on right) select your name then Options, General.
Remove the checkmark in “keep original PDF” so that your settings match illustration below then click
Save :

Remember to click Save. 

2. In Options, Display, change your Viewing to “open image pages” to match illustration below then click
Save:

Remember to click Save. 
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Under your name, select Sign Out. 

Sign back into Laserfiche (hopefully it takes you directly to the documents page). You may have to check 
the consent (I have read the agreement). 

IMPORTING FILES 
Drag and drop PDF documents into Laserfiche in same method as before. Enter document name and 
template information. 

DELETING 
If you want a file deleted, drag it into the Delete folder. 

SEARCHING 
The cloud version of LF may take a bit longer to search. Enter key word in Search field 
To narrow your search Use “Within Folder” or “Template”.  
If you want to search a phrase (not just one word), put the phrase in quotation marks: ie “North Metro” 
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Keyword search for the name Stoffel in Minutes template: 
(could have narrowed further by entering type of minutes) 

Each set of minutes that contain the word Stoffel are listed. Click on one document and the hits will 
appear below. If you double-click on the bolded name, the system will take you directly to that hit. 


