
 

 

 

In order to access Laserfiche, following the steps below: 

1. Go to www.District205.net 

2. Click on Forms/Links 

3. Click on Access Laserfiche 

 

4. If asked for an account ID, type in: 588434750 
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5. Click “Sign in with SAML” 

 
 

6.  

7. Sign into your District Outlook Email. 

 
 

8. You are now in the Laserfiche Portal! 

 

 

 

 

 

 

 

 



9. To submit a form, click “Submit Form”.   

Then choose “Travel Request (District and School Improvement Initiative). 

 

 

10.  

11. Pick which form you are completing, click the correct circle. 

 

 

 



• Professional Development should be filled out to attend any Professional Development 

Opportunity offered outside of District 205 (i.e. conference, workshop). 

 

• Field Trip should be filled out when requesting to have students leave the school/program for 

any length of time. 

 

• School Business/Meeting should be filled out when requesting to attend a function involving 

your job that is located outside of District 205 (i.e. meeting, regional event). 

 

YOU MUST FILL OUT AND COMPLETE ALL NECESSARY SECTIONS IN ORDER TO BE APPROVED, 

INCLUDING ATTACHING THE EXCEL RATIONALE FORM THAT IS ATTACHED TO THIS 

DOCUMENT. 

 

*When going to download the form from Laserfiche, Right click on the form to open in a new tab.  

Otherwise, you will have to restart your form. 

 

• Be sure to upload any registration documentation that needs to be submitted, 

accommodations if the submission is away, travel information and any other pertinent 

information. 

 

• You are eligible to be reimbursed up to $80 per day for meals 

• Receipts must be submitted (taxes and tips are not reimbursable) by turning in the 

original receipts. 

 

o This includes parking, tolls, transportation (UBER), meals, etc. 

• ONCE A FORM IS SUBMITTED, it cannot be changed.  If any information is incorrect, the 

form must be re-entered. 



TO CHECK ON YOUR DOCUMENTS 

1. Go to your home screen and access your tasks tab. 

 

 

 

2. Click on the task that you wish to examine. 

 

 

3. Click on “Action History”. 

 



 

 

 

1. Additional links for Laserfiche include: https://app.laserfiche.com/laserfiche (Link to 

Repository), https://app.laserfiche.com/forms/TravelRequest (Link to Travel Request 

Form), and https://app.laserfiche.com/forms/Expenses (Link to Travel Expenses) 

https://app.laserfiche.com/laserfiche
https://app.laserfiche.com/forms/TravelRequest
https://app.laserfiche.com/forms/Expenses


SAMPLE of the Rationale form  
 

 

 


