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who previously worked for Laserfiche for 5 years.

v ECS formed new strategic alliance partnerships with these companies
o Surety — A solution ensuring the authenticity and data integrity of
electronic records
o Peladon — To extract metadata from forms and specific solution to
process college transcripts.
o Panasonic Scanners — Versatile and affordable scanner line for
production.

v' ECS supported our customers associations and conferences
o CCAC, CLEARS, CETPA, CACCRAO, CASBO, MISAC, CISOA, CSAC,
CCISDA, Hawaii Corporation Counsel Conference, ACWA, Santa Clara
County Office of Education Conference

v" ECS supported continuing education for our customers through our
Quarterly User Groups
o 4 In Northern CA including the ECS Annual in Lake Tahoe
o 4 in Southern CA

v' ECS attended Charity events to give back to our community
o Riverside City Charity Golf Tournament
o Riverside County Regional Medical Center’s Festival of Trees Benefit
o Jefferson Transitional Programs in Riverside work assistance program
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Join Us at Our 1°" Quarter User Groups
Dates to Be Announced Soon

=iy User Groups are offered with no charge to our customers. Connect with other
LT‘ Laserfiche users and learn new solutions for your Laserfiche system. Our user groups
introduce our customers to each other and to the latest technologies.

Join Us at the 2009 Laserfiche Institute Conference
January 12-14, 2009 at The Hilton LAX, Los Angeles, Ca

Get a head start on an even more successful year with the 2009 Laserfiche Institute
Conference. Learn about the latest Laserfiche technology, including the Laserfiche 8
suite and Laserfiche Rio, our first enterprise content management system. Gain insights
from seasoned experts and the staff who work with and support Laserfiche daily. And
benefit from the expertise of the entire Laserfiche community.

For More Information on This Event Click Here

Document Management 101

Learn how digital document management helps you find files faster, reduce storage
AM PST space costs and improve information security.

Save Time, Lower Costs And Do More Business With Laserfiche Intuition

PM PST
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Tech Tips

Digital Signatures for Human Resource applications

Learn how to leverage the benefits of a digital signature solution within a variety of
industries, applications, business processes, and document management systems.
Using a digital signature to sign an I-9 form by a Web Application.

Click Here To See HR Demo

Attach Plus

Attach Plus is a very inexpensive product with a lot of functionality. For as little as
$49/user one time cost, you can encrypt and password protect emails, create

Bookmarked PDFS with multiple documents, convert docs to PDF, Watermark
Tlame | Size | Twpe = | Cate Modified |

docume

-

2-1941.FDF x| .
% 1096.PDF ' = nts and it
o Attach 4 files to! EI b

7 -06 Invoice : e . ; -
9B acset:Lisbilty RoviswFOF |JatReg Ed L HENE Set Encryption Passu x| canbe
i Quarterly Tax Payment.pdf | =] follow up 128 Bit E horyption - Y aur recipient(z] US.e(.j
< 54P_01_2006 e _final PDF b diaet within
= rax Forme.pof above to decryppt thig attachment: Laserﬁch
=\ orgarizer.POF Select file farmat: Learn more about pagswords

- ; ¥ Meme multipls PDF: into a single i e or
T w-9.PDF I Current File Format FD !-Ewith filepname: : Recipient password: .
Iﬂ_]Cost Eiasis rebuild, xls + = FDF ! i | xxxxxxxx OUtSIde_
B Estimate. s ZIZIF File LG N0 LeGs

B investment analysis.xLs
Eg1_2006 final LS
[ Meeting Motes.DOC

[V Create bookmarks
¥ Password protect

. Restricted POF

¥ Apply watermark text:

iEanidentiaI ;J Use 'Sender’ pazsword 5> |
Attach | Cancel I ’TI Cancel |

Surety is one of ECS’ newest business partners. ECS now offers this service to
authenticate your Laserfiche data enabling you to prove that your electronic intellectual
property, legal documents, financial records and/or contracts have never been altered
or inadvertently tampered once scanned.

Legally Authenticate Electronic Documents for as Little as $50/User/Year
It takes skill to forge a paper signature but altering an electronic document, image or
email takes nothing more than motive and a keystroke.

Companies of all sizes can use Surety’s AbsoluteProof to safeguard important
electronic business records against tampering and alteration to prove regulatory
compliance, protect valuable intellectual property and ensure litigation readiness

Fujitsu Scanners and Kofax VRS Product Videos

Click on the picture below to be taken to the self running video.
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* Snapshot 7.0.3 or organized incorrectly, or if you want to create a new document based on some
o WebLink 7.0.5 components of an existing one.

o Workflow 7.0
e Toolkit 7.2.1

Within a document, you can rotate, move, or copy pages.
To rotate one or more pages:

1. Select the page or pages in the Thumbnail Pane. To select more than one page
at a time, hold down the CTRL or SHIFT key while selecting.

2. Right-click the pages and select Rotate Image(s).

3. Choose Clockwise, Counterclockwise, or Upside-Down.

Open Page
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To re-order pages within a document:

1. Select the thumbnails of the pages.
2. Drag and drop them in the new location.

To create multiple copies of the same page within a document:

1. Right-click the thumbnails of the pages you want to copy and select Copy.
2. Right-click again where you want to copy them and select Paste.

You can also move or copy pages to another document.
To move pages from one document to another existing document:

1. Open both documents in separate Document Viewers.
2. Drag the pages from one Thumbnail Pane to the other.
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To copy pages from one document to another existing document:
1. Select the page or pages, right-click, and select Copy.
2. In the other Document Viewer, right-click in the Thumbnail Pane where you

want to place the pages, and select Paste.

To split one document into multiple documents:

1. Select the page or pages you want to move to a new document, right-click, and




Switching between Tabs

When you have multiple tabs open in the Workflow Designer, you can quickly switch
between them by pressing CTRL+TAB.

Workflow Templates

Workflow templates can be used as shortcuts to building workflow definitions, saving
you from having to create new workflow definitions from scratch for similar workflows.
For more information, search the Workflow 8 help files for “Building a Workflow
Template.”

Quickly Adding Activities to Workflows

Instead of dragging an activity from the Toolbox Pane onto the Designer Pane, double-
click the activity in the Toolbox Pane. The activity will be automatically added to the
Designer Pane.

e Note: The activity will be added to a different location depending on the
activity you have selected in the Designer Pane.

Saving Searches

Similar to the Laserfiche Client, you can save a search performed in the Search Pane to
use again later.

1. Once all desired search types have been added to the Search Pane and
configured, select Search.

2. Name the search at the top of the Search Pane.

3. Click the disk icon.

Searching For a Value in Any Field or Template

Fields in Laserfiche allow you to store a wide variety of information, and to categorize it
in many different ways. You can create fields to store names and addresses, numerical
codes, phone numbers, dates and times, and so on; you can also create templates to
organize those fields and to categorize your documents. However, when retrieving that
information, it may be difficult to remember which field or template you stored a piece of
information in. Was the invoice code in the “Code Number” field, or the “Invoice” field?
Is the document you want a “Purchase Order,” or an Invoice?

In Laserfiche 8, when you can’t remember these details, you can bypass them entirely.
You can use an advanced search to locate all documents with a particular string in a
field — regardless of what template has been applied to them, and regardless of what
field the string is in. You can also narrow down the search by either field or template.

For example, say a user wants to locate a document with the purchase order number
“35401.” She isn’t sure whether the purchase order number was in the “Code” field or
the “Order” field, but she knows that the template was “Purchase Order.” She could use
the following syntax to find the number “35401" anywhere in the “Purchase Order”
template, regardless of the specific field.

{[Purchase Order]:[]="35401"}

This would return documents with the value “35401" anywhere in the “Purchase Order”
template, but would not return documents in other templates, even if they contained the

value “35401.” This is useful for narrowing down the possibilities — even if this number
e alen nracant in 2 dociiment in “Invaiceace ” tha 1icar knowe che ien’t lnonkinAa for an
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This newsletter is emailed exclusively to ECS Imaging, Inc. customers only.
If you do not wish to receive an email copy, just reply to this email to let us know.
We also post a copy on our website http://www.ecsimaging.com/news newsletters.php.




