
Welcome to Web Link.  Web Link will allow access to various City documents regardless of day or time.   
 
The City has been moving toward becoming a nearly paperless municipality.  To aid in this process departments have 
been creating electronic documents using a Document Management Program called Laserfiche.  Electronic documents 
will allow most City and departmental information to become accessible 24 hrs a day, every day of the year via Web 
Link.   Users will find everything from City Council Meeting minutes to City Project Maps to Street Information. 
 
The folders are set by department with sub-folders in each department.  A list is provided at the end of this document. 
 
Working with Web Link: 
Opening Page: 
 

 
 

1. Location of file structure 
2. List of sub-folders within selected file 
3. Drop down to select number of results shown on page 
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1. Selected file: Minutes 
2. Documents found in selected file 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Locating documents can be done two (2) ways: browsing each folder, as shown above, or creating a search. 
 
 
Searching for documents: 
 

 
 

� �

� �

� �

� �

� �

� �



1. Select the Search Tab 
2. Enter search criteria 
3. Results of search-shows the document and the number of times the word is found in the document (hits) 
4. Location of each hit in a document-will show the actual sentence containing the word 

You are now able to view the whole document or by clicking on the number of hits, you can go directly to the sentence 
containing the searched word. 
To assist in searching, here are some wildcards: 

·  Asterisk (*): represents any number of missing characters,   
o Example: a search for  report* would find: report, reports, reporting, reported, reporter, etc 

·  Question Mark (?): represents exactly one character, 
o Example: a search for Anders?n would find: Anderson or Andersen 

·  Brackets ([ ]): represents a single missing character but allows you to specify a range of options, 
o Example: a search for d[io]ve would find: only dive or dove 

·  Dash (-):is used with brackets to specify that only characters with in that particular range should be found, 
o Example: a search for 100347[0-9] would find: 1003475 or 103478 but not 10347S 

 
Wildcards can be used in combinations: 

·  Example: a search for wr[io]t* would find: write, written, writing or wrote 
 
Viewing a Document: 
A few types of documents that are in Laserfiche are shown below:  
 

TIFF- this is our final accepted document, will be found in different colors for different documents 

Native files-these will be any file in draft form using Microsoft Word, Excel, Power Point or pdf to 
view.  A read only copy will open for your use. 
 

 

1. Select the document you would like to view. 
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1. This is the image of the paper document 
2. This toolbar shows the number of pages, you also have the ability to change how you see the document with 

the secondary toolbar.  Here are the tools in the order they appear: 
a. View Image 
b. View Text 
c. View in Black & White 
d. View in Grayscale 
e. Rotate left or right 
f. Zoom in or out 
g. Download to a printable pdf copy 

3. 

Toolbar Option Description 

Browse Displays the browse view, which allows users to navigate through the folder structure of the 
repository and open documents. 

Search Opens the search pane, which allows users to search a Laserfiche repository.  

(Fields) Opens the fields pane, which displays field data for the current document.  

(Sticky Notes) Opens the sticky notes pane, which displays the contents of all the sticky notes for the current page.  

(Versions) Opens the versions pane, which displays the version of the current document. 

(Tags) Opens the tags pane, which displays the tags assigned to the current document. 

(Links) Opens the links pane, which displays the document links of the current document.  

(Thumbnails) Opens a thumbnail pane, which displays the thumbnails for the current document. 

After viewing the document, you may return to the original folder list by selecting the Browse Tab.   
If you would like to return to your search list, select the Search Tab. 
To close the program, select Log Out on the top right side. 
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