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Laserfiche Forms™

Please Note: You must be logged in to a computer on campus.
If off-campus, log in to VPN - link below.

INSTRUCTIONS FOR INITIATORS
1. Click on the link for the LF form you need to create.
2. Select “‘Windows Authentication’. Ignore typing in username and password.
sign in with:
3. Complete the form and submit.

4. Routing of Laserfiche forms is automatic once submitted. Emails to the next approver are also
automatic and include a link directly to the form.

APPROVER INSTRUCTIONS

1. Click on the link in the email that was sent to you to access the Laserfiche form requesting your
approval.

2. Select “‘Windows Authentication’. Ignore typing in username and password.
sign in with:

Windows Authentication

3. If more than one person can be an approver on a form, please assign the form to yourself.

4. Review form details. Options to approve or reject are available.

5. Routing of Laserfiche forms is automatic once submitted. Emails to the next approver are also
automatic and include a link directly to the form.

HELPFUL LINKS

e VPN
e Laserfiche forms

¢ Human Resources



https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fit.tamucc.edu%2Fnetworkandphoneconnectivity%2Fvpn.html&data=04%7C01%7CToni.Nerren%40tamucc.edu%7Ce10f0ceb40e644cbb54a08d887220636%7C34cbfaf167a64781a9ca514eb2550b66%7C0%7C0%7C637407927485821977%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=BcP4Uez89NUgspaMizxqogTu2%2Fgk9dJFMRQtyqqV2xc%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Flaserficheforms.tamucc.edu%2F&data=04%7C01%7CToni.Nerren%40tamucc.edu%7Ce10f0ceb40e644cbb54a08d887220636%7C34cbfaf167a64781a9ca514eb2550b66%7C0%7C0%7C637407927485831978%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=t09y%2BWBOfYszMwWZjMpVjkgy%2BrHVxWxxx7A%2BHgk2Kw8%3D&reserved=0
http://hr.tamucc.edu/
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