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Migrated 200 paper Forms into Laserfiche Forms

Laserfiche Solution Contributed By: Adam Galvan, Technology Director, Edgewood Independent School District

At Edgewood Independent School District (EISD), teachers, staff and administrators were used to filling out a
paper form for anything from requesting time off to requesting funds for a classroom pizza party. Here is how
EISD eliminated more than 200 different types of paper forms and made approval processes more efficient with
Laserfiche Forms.

Laserfiche Forms Has More Than 200 Uses at EISD

Laserfiche Forms is used throughout the entire district. Here are just a few different ways that EISD uses
Laserfiche Forms:

- Administrators use Laserfiche Forms to request
new construction projects
Here is an example of a form that is used to

- Safety and security officers use Laserfiche Forms for  request new positions:

alarm code authorization requests

- The EISD police department uses Laserfiche Forms
to report truant students

- Athletic event personnel fill out their timesheets in
Laserfiche Forms on-site during sports events and
submit them via their iPads

- Teachers use Laserfiche Forms to request funding
for pizza parties

- New employees use Laserfiche Forms to enroll for
benefits

- Employees submit their resignation or retirement
requests with Laserfiche Forms

- The human resources department uses Laserfiche
Forms for requesting new positions

- Staff uses Laserfiche Forms to submit and approve
travel settlements

HR- PR Form

Part A (Check Applicable Boxes and Provide Information Requested)

Campus/Dept =l

CampusiDept Name =l

Funding Source © Yes © No

Job Category € Teacher & Pr liadrninistrative © ParaProfessional © Awdliary © Temparary
© PartTime © FullTime ¢ Substitile © Existing

Mewr Position © Yes C No

Beginning Date

Ending Date

Pay Grade CAMCACPGCANXCISCPDC TC PA

(I Applicabie)

Part B (Check applicable categories and provide infoformation requested)

Categories € Replacement ¢ Delete Position € New
Specify Student Ratie
Teaching Unit Only

*Total Mumber of Students curently enrolied

(5T S i L L

Budgetnformation ¢ REG. © STCOMP. © SPED. ¢ BIL © VOC, € TMLE 1
© Other

Budget Number

Include all budget account numbers and percent of funding %

A

I Save unfinished form to complets later
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Laserfiche Forms As Part of a Business Process

A number of forms used at EISD need to go through an approval process. Principals, directors, academic officers
and business/operations officers are all involved in these approvals and have administrative rights to access tasks
assigned to them.

Some of the review/approval processes require signatures of approval. For each section tht requires a signature,
EISD has incorporated a line item where the submitter must enter the last four digits of their social security
number as a replacement of the physical signature.

Once a form has been submitted, Laserfiche Workflow applies a digital signature correspondening to the
name of the approver. We added signature certificates for each principal, director, academic officer and
operations officer.

Metadata

Fingerprinting Acknowledgement

Fields ITags | Links I\-‘ersions| Signatures: 3

I Sian... I [ Yalidate I [ Remave, . ]
By signing below, | hereby acknowledge that | understand that, as a non-certified employe ed on or after January 1, 2008,
I must submit my fingerprints and identification information to the Texas Education Agency (TEA) and the Department of Publc . ) =
Safety (DFS) before beginning employment, | also acknowledge that | understand that, at the discretion of the District, | may be — T
allowed to begin work before the fingerprint process is complete. | furiher acknow ledge that | understand that my continued
emgloyment is contingent on the results of my criminal history report. | understand that if the TEA finds that | am ineligible for Signed By: MHS. Admin
employment under the provisions of the Texas Education Code (TEC) § 22,085, | must be discharged by the District. In addition, Signed Date/Time: 11/1/2013 8:47:45 AM
| understand that a criminal history information clearinghouse will be created that wil vide updates of any subsequent Reason
criminal record. | understand that based on information in the clearinghouse record, vill certify to the District whether 1am
eligible for continued employment. If | should be found to be ineligible for employment based on a subsequent criminal record, | —~ AT ‘ = —
understand that the District must discharge me immediately from my employment. In addition to the feregeing information, | ] %@Jq%?
understand that, before being offered employment by the District, | must be cleared by a name-based criminal background
check based on the District's own employment requirements. | alse understand that the District may discharge me from Signed By: ChiefAcademic.Admin

employment if | fail to
turpituds. TEC § 22.085

lose in my employment application a conviction of any felony, or misdemeanor invalving moral Signed Date/Time: 11/1/2013 8:41:45 AM

(d Reason

Last 4 of Social

Security D’r %-/LC&YVW
Date 1 Signed By: Supe.Admin
Signed Date/Time: 11/1/2013 8:41:45 AM

Reason

Example: Human Resources

Every form used by the human resources department is part of a larger business process. Here is an
example of the HR-Processing Packet form that initiates the new employee onboarding process.

HR- Processing Packet- Admin

New Hire Data

Social Security |
Number

Employee Number
First Name

Middle Initial

Last Name

Maiden Hame

Generation FlEScEeEnEwNE v
Date of Birth e
Home Address
Street Address
Address Line 2
City State / Province / Region




Once the employee has submitted the form, it is
automatically sent to an HR specialist for review and
approval. The HR specialist makes any necessary changes
before approving and submitting the form. This action
triggers Laserfiche Workflow.

Laserfiche Workflow populates the standard EISD HR
processing PDF form with the data extraction from

Laserfiche Forms and stores it in a new folder in Laserfiche.

Not all paperwork that a new employee must fill out can
be electronic. One example of this is certain tax forms. The
employee fills out and signs the tax form by hand. An HR
specialist then scans them directly into Laserfiche. They
then select the type of form from a field in the template
that routes the tax forms to the employee's folder in
Laserfiche.

Advice for Using Laserfiche Forms

Here is what the new
workflow looks like:

v Retmeve Laseifiche
Formne Content

i Find Ertry
% Move Entry
#B Rename Entry

. Fill Ot PDF
" Fom

1, File Document in 01.
Intemal Emplopment Histony

#4 Find Entries

B Replicate Entriies

Here are some suggestions to help with migrating paper forms to Laserfiche Forms:
- Consolidate several paper forms into one Laserfiche form by using the

rules to make certain sections appear only if particular crieteria are met.

1 Available Sources  locamost LFDynal=] Tabie [ View [=] | Mame @ JobCodes
When | FirstLetter of Job{x|  malches wilh data sowrce colmn  FIrst Letter [= o0
Fil Job Code Hame - with dala source vaiue Job Code - [+]
o0
[+
2 Avaiable Sources  locamost LFOyna(=| Tabia / Wiew [=] | Mame @ comPUsiDEPT
When | Hew CAMPUS/DE =|  matches wilh data source commn TYFE |= [+ =]
Fil | CAMPUSIDEPT N=| | with data source valug | MAME - )
o0
When | Fresenl CAMPUS[»]  matches with data source column TYFE [z [+ X}
Fill CAMPUSDERT r- with data source value MAME
o0




- Simplify forms completion by using database lookups. Prompt the user to enter their
ID and configure the system to populate other information such as name and job title
directly from the database. This can reduce data entry errors and make filling out
forms faster. For example, any form that is filled out by an EISD employee populates
the employee's name and other identifying information based on the employee
number entered.

Syslem Security 2 2 I Update Test

Data Sources D13 Sources Hide Detzits Processes

Server oranost
iy Liser Setlings Database LFDOynamicFields
Account  eisdilaserfiche

~Tables and Columns
PCAMPUS/IDEFT

| AP- Consullant Evalualion Repor
¥Forms-DeptCampus - - P

N
JobCodes 7 AP- Mileage Reimbursement

Wendors

| AP- Travel Setliement

vStored Procedures

¥ ATH- Officials' / Support Personnel's Payment v

#| F5- Field Tnp Lunch Request

¥ FS- Pirza Party Resendation

¥ HR- Admin Pkt

# HR- Final Applicant Rating (old)

| HR- Interview Questions

¥ HR- Interaewmng Pit

7| HR- New Hire Form

¥ HR- Para Aides PkL (183)

Benefits of Laserfiche Forms

Migrating all of the district's paper forms to Laserfiche Forms and Laserfiche Workflow
has resulted in the following benefits for EISD:

- Form submitters can see where in the review/approval process their form is at all times

- Reviewers and approvers are notifed by email of pending tasks so that they are able to act
on them immediately

- Everything is stored in one central location and can be accessed by anyone with the
approprite permissions

- Users can easily fill out and submit forms from a mobile device when they are out of the
office or classroom
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