
Page 1 
 

 City of Tukwila 
 6200 Southcenter Boulevard, Tukwila, WA 98188 
 Contact TukwilaCityClerk@tukwilawa.gov or (206) 433-1800 with any questions. 

 

 
 

 
Search Tips to 

  Laserfiche Weblink 8.0 
 

 
 

Table of Contents 
 
 
 

Section I:   Search Types 
 
Section II:   Search Results 
 
Section III:  Print Document Images 
 
Section IV:  Quick Tips 

 
 
 
 
 
 

 
 
 
 
 
 
 

September 2013 

Laserfiche Support Site  

mailto:TukwilaCityClerk@tukwilawa.gov
http://www.laserfiche.com/Products/Product Modules/Client and Server.aspx


Page 2 
 

 

SECTION  I:   SEARCH TYPES    
 

 

A.     
 

HELPFUL HINTS:    To use TEXT SEARCH, you must close out all other search parameters 
by clicking on the  button on the other search title bar(s).  This will allow the TEXT 
SEARCH function to find all document images containing the specified key word or phrase.  

 

There are 5 modes for a basic TEXT SEARCH: 

  
 
PHRASE search mode searches for a single word or phrase. 

   

AND search mode searches for all documents that contain both specified words or phrases.  
Selecting this mode will display the Second phrase option, where you can specify the second 
word or phrase to search.  

 

OR search mode searches for all documents that contain one of two specified words or phrases.  
Selecting this mode will display the Second phrase option, where you can specify a second word 
or phrase. 

 

NOT search mode allows you to search for all documents that contain the first specified word or 
phrase, but not the second one.  Selecting this mode will display the Second phrase option, 
where you can specify the second word or phrase that cannot be found in a search result. 

 

WITHIN search mode searches for all documents that contain both specified words or phrases 
within a specified number of words of each other.  Selecting this mode allows you to configure the 
maximum distance between the first specified word or phrase and the second one.  Additionally, it 
will display the second phrase option, where you can specify the second word or phrase that 
must be found in a search result. 

 

WITHIN search mode works well for name searches.  See example 
on left. 

The WITHIN search mode will look for all names that contain “John” 
and “Smith”, and also any character(s) within 10 spaces in between 
“John” and “Smith”. 
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All basic text searches support the FUZZY search mode, which will find all words or phrases that 
are similar to what you typed.  The fuzzy search mode allows Laserfiche to find words even if 
they contain misspellings or OCR errors.  When selecting fuzzy search, you will have the option 
to define a number of letters or percentage of word.   

 

Number of letters specifies the maximum number of letters that a 
word can differ from the specified criteria and still be considered a 
search result.   

Percentage of word defines the percentage of the word that can 
differ from the search criteria and still be considered a search result. 

 

 
HELPFUL HINTS:    Fuzzy searches take significantly more time and should only be used 
when you cannot find the document(s) you want and are not sure of the exact content in the 
desired document(s). 
 

 
 
 

Use the following characters to enhance your search criteria.  The asterisk is the most popular option. 
 
 

Search Types Descriptions 
 

Asterisk   * 

 
The asterisk wildcard represents any number of missing characters, including 
zero.  For instance, a search using the term *report* would find report, reports, 
misreporting, unreported, reporter, etc. 
 

 
Question Mark   ? 

 
The question mark wildcard represents exactly one character.  For instance, if 
you were unsure whether a name was spelled “Anderson” or “Andersen”, you 
could search using the term Anders?n.  This would return both results. 
 

 
 

Brackets    [ ] 

 
Like a question mark, a set of brackets represents a single missing character.  
However, brackets can be used to specify a smaller range of options.  For 
instance, a search using d[io]ve would find the words “dive” and “dove”, but not 
“Dave”. 
 

 
 

Dash   - 

 
The dash character is used in conjunction with brackets to specify that only 
characters within a particular range should be found.  For instance, you might 
want to locate all documents that contain an account number that begins with 
“100347” and ends with a number rather than a letter.  You could search using 
100347[0-9].  This would return account number 1003475, but not 100347C. 
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B.     

FIELD SEARCH finds all documents and folders that have been assigned a particular template.  
Additionally, you can further limit search results to those documents or folders that have been assigned a 
particular field value or multiple field values.    

 
 
 

 
HELPFUL HINTS:    This feature can only be used to limit search results.  It cannot be used to find 
all documents and folders that reside in a particular folder.  As a result, you will always have to 
combine at least one other search type when limiting search results to a particular folder. 

 
 
 

C.    
 
WEBLINK SEARCH finds all documents that have a particular word or phrase.  This option is different 
from the TEXT SEARCH in that it has a more "Internet-like" feel.  If you type in multiple words, each word 
will be optional (OR) for search results, instead of being interpreted as a phrase.   
 

 
To perform a phrase search, place quotation marks “  ”  around 
the phrase. 

 
 
 

 
 

HELPFUL HINTS:    To use WEBLINK SEARCH, you must close out all other search parameters 
by clicking on the  button on the other search title bar(s).  This will allow the WEBLINK SEARCH 
function to find all document images containing the specified key word or phrase.   
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SECTION  II:   SEARCH RESULTS    
 

 

After performing a search, the results will be displayed in the Contents Pane.  The results are set by 
numerical or alphabetical order.   

 

 

 

 

1. Click on a specific document name to open the image.   

 
 
HELPFUL HINTS:    To sort by descending or ascending order, click on NAME on the title bar.  
You may need to double click if a single click did not sort by the desired order. 
 

 

 

  

Search result 
pages 

Name 
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SECTION  III:   PRINT DOCUMENT IMAGES 

 

 

 

1. Click on the  button to download the image as a pdf file.    
 

 

2. Enter the page numbers you want to print.  The default setting is to print all pages. 

3. Click  button.  A new window with a message as depicted in the 
figure below will automatically open to download the image.  The pdf file will automatically open 
once the downloading process is complete. 

 
 

 
HELPFUL HINTS:  If the message window appears to be taking a long time, then hit F5 on 
your keyboard or the browser refresh icon , and it will open the pdf file to print the document. 
 

3. Click the  icon or CTRL+P to print the document.  Double-side printing is recommended. 
 
 
 

 

PDF button 
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SECTION  IV:   QUICK TIPS    

 

 

The BREADCRUMB (or directory structure) serves 2 purposes:  

1) provides site location, and  
2) allows shortcut links to navigate from one folder to another without having to hit the back button. 
 

   

 

For example: To open Council Agenda Packets folder, click on  within the 
breadcrumb trail as shown above.   

The breadcrumb link will take you directly to the Council Agenda Packets folder as depicted in the 
image below.  You are no longer in the  subfolder. 

 

 

 

 

 

Breadcrumb 

Breadcrumb 
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The THUMBNAILS PANE allows users to preview the images in the current document.      

1. To open Thumbnail Pane, click on  tab. 
 

2. Click on a thumbnail image to display the page in the document viewer.    
 

 

 

 

 

 

The ANNOTATIONS PANE allows you to view annotations that have been applied to a document image.  
Some examples of annotation types are highlight, underline, strikethrough, text box, and stamp.   

PLEASE NOTE:   City of Tukwila document images do not contain annotations. 

 

  

Thumbnail 

Annotations 

Thumbnail 
image 
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The SHORTCUT BUTTONS  allow users to switch cursor mode in the image pane. 

 

 

 

     
Display the previous page 

 
Display the next page 

 

Display current page number and total pages of a 
document.  

Enter page # and hit <Enter> to jump to the desire page 

     
Export the image(s) to pdf to print 

 
Change cursor to pan.  Use scroll wheel on mouse to 
navigate. 

 
Change cursor to zoom.  Use scroll wheel on mouse to 
zoom in or out to desirable size. 

 
Zoom in 

 Zoom out 

 
Resize image to fit page  

 
Resize image to fit width 

 
Full screen 

 
Normal mode 

 

 

 

 

Contact TukwilaCityClerk@tukwilawa.gov or (206) 433-1800 with any questions. 
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