Finance Handbook

How to Pull and Accounting Batch

Section 13.03

HOW TO PULL AN ACCOUNTING BATCH IN
LASERFICHE

Login to Laserfiche as usual. See Login Procedures for detailed instructions.

Click on the Magnifying Glass to open up the Search window.
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Click on Customize Search.
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Select Basic and Click Close.
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Uncheck all boxes except Entry Names. Type the Batch Name (ex: CA0614) in the Search terms field and
click Search.
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Double Click on the item you’d like to view to open up the document.
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To be more specifc (ie. If you want a specific year), Click the Basic Search and Within Folder choices on
the Customize Search.
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How to

Finance Handbook

Pull and Accounting Batch

Check mark the Entry Names only in the Basic Search and Click on the Browse Button in the Search

Within Folder. When the Browse Folders window pops up, double click on Batches.
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Double click on the Fiscal Year that you need.
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Then click on CA and OK. Finally, click on SEARCH. This time you will get only the CA0614 from FY 2009.

Szar:_h Results

¢ File FEdit  View Tasks Tools Records  Window  Help

P YPaE

-

=¥

20

(6]

fLocation;  TAMUCCiSearch Results 'p =
|
| Search Marme Pages Indexed Creation Date Last Madified Yl
Ticas14 ves 9/Z/2009 5:18:30 P 9/2/2009 5:18:30 P FI
® save B Load T caoe1d Yes i 0J2[2009 5:04:40 PM FI
- - . —
1S o iy 1l
= CAna14 9/2/2009 4:51:03 PM FI
¥ " Select Records Manager Search Browse Folders 9/2/2009 4:36:27 PM FI
6/15/2009 9:37:58 AM FI
Select a Laserfiche folder: 922009 5:04:40 PM FI
% Basic
Basic Sench, 9/2/2009 4:51:03 P FI
Search terms: =--[3 Fr2003 e 9/2}2009 5:18:30 PH FI
! [ AFR 3/2/2009 4:27:02 PW FL
[cans14 !
@[ BD 136 9/2}2009 4:38:27 P FL
Search within: £/3/2009 10:39:34 AM 6/3(2009 10:39:34 AM FI
[ Document Text [ Al Fields _
Entry Names ] Annotation Text
| 57 Search Within Folder
Limit search results to this folder:
[TAMUCCFISC-ACCT-Batches\FY20{ | Browse v
Search subfolders = / | ]
& ) i |
e ——
i} | z

@ TAMUCC (GCANALES)

9lPage



Finance Handbook
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Now, double click the batch to view.
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