
SAVING EMAILS TO 
LASERFICHE
How to Configure for 1-click import



IN OUTLOOK SELECT THE EMAIL YOU WANT TO IMPORT 
TO LASERFICHE



SELECT THE LASERFICHE TAB IN OUTLOOK

Laserfiche Office Integration 
adds a Laserfiche tab to all 
Office products for easy 
import.



YOU ARE PRESENTED WITH 4 OPTIONS:

1 – SAVE TO LASERFICHE AND OVERRIDE DEFAULT SETTINGS
2 – SAVE TO THE FOLDER YOU CURRENTLY HAVE OPEN IN LASERFICHE
3 – SAVE TO DEFAULT FOLDER 
4 – SAVE ATTACHMENTS ONLY TO LASERFICHE



CLICK ON DEFAULT FOLDER SENDS EMAIL TO LASERFICHE.  THE DEFAULT 
FOLDER SETTINGS ARE :

IMPORTED EMAIL >LASERFICHE LOGIN NAME

THE DEFAULT FOLDER CAN BE CHANGED TO SAY ANYTHING YOU WOULD LIKE.  
IT DOESN’T HAVE TO SAY IMPORTED EMAIL.

This is the folder structure automatically created in Laserfiche when 
selecting import to default folder.  The default can be changed to 
different wording.

This is the view of the email from the Laserfiche browser window



THE MAPPED FIELDS ARE 
COMPLETED WITHOUT 
HUMAN INTERVENTION 
FROM THE OUTLOOK 
METADATA AND THEN ARE 
SEARCHABLE WITHIN 
LASERFICHE.


