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Disclaimer: 

 
This is for guidance only. The information provided is not all-

encompassing and all questions/concerns should be communicated with 
Dataflow Support (NYSEDsupport@goDataflow.com) 

 
Contact information has been removed from examples to protect the 
privacy of applications. All information that is provided within the 

examples is considered confidential. 
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Laser�iche Overview 
 
Laserfiche is a custom-designed pla�orm for the electronic submission of NYSED K-12 projects 
reviews, created and managed by Dataflow. Dataflow’s Laserfiche Review was developed 
specifically to replace the legacy SED Electronic Review System, commonly known as DFM, that 
housed the electronic review process since 2008. The Laserfiche pla�orm can be accessed from 
the Dataflow website: htps://www.godataflow.com/nysed/ 
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Access to Laser�iche 
 
To access the folders in Laserfiche, follow Steps 1-3: 
 

1. Sign into Laserfiche by selec�ng “Work on an addendum submission task.”  
 

 
 

2. Enter in your Username and Password  
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3. Select “File Repository” 
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For example: You are an SED engineer and have comments on 7 engineering files that originate 
in the engineering pending review folder and 2 code compliance drawings that originate in the 
architectural pending review folder. The project also requires an SED architectural review, but an 
SED architect has not signed it out yet.  You can upload the 7 engineering drawings and request 
an engineering addendum. However, you should upload the 2 code compliance drawings back 
to the architect “pending review” folder but not move them to the pending addenda folder or 
request an architectural review.  
 
When the project is signed out by an SED architect, they can see your comments, add to them if 
they wish, and request that as part of their architectural addenda. If they do not have any 
architectural comments and do not wish to submit an architectural addendum, they can always 
come back to you and ask you to submit the architectural addenda then. This may delay the 
engineering review sign off, but the project cannot be permited un�l all reviewers have signed 
off anyway. 
 
Some issues that can arise if you submit the architectural addenda as an engineer including: 
 

1. Accidentally locking out the architect and prevent them from submi�ng other addenda 
files.  
 

2. Accidently crea�ng mul�ple addenda, causing some to be blank or incomplete or be 
over-writen by the other. 

 
3. Put you in the addenda contact so, if the architect can add files, they will not receive 

no�fica�ons of changes to the files. 
 

This scenario can change / be reversed but we have seen it more o�en when engineering picks 
up and comments on files before the architects. This is due to the code compliance drawings 
and food service drawings origina�ng in the architect folders but being reviewed by both 
disciplines. 
 
It is helpful to note in the review log that you have made comments on files in the other 
discipline folders so the other reviewer can look for your comments. When in doubt, 
communica�on with the other reviewer can help navigate the workflow and prevent some of 
the issues listed above. 
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Common Error #4 – File Path Is Too Long 
If there is an error for the file path being too long, it may be because Windows will not accept a 
path name of more than 256 (or technically 260) characters by default. The easiest fix is to 
shorten the path of where the files are to be saved.  
 
You can rename the ZIP file that the system downloads for you from 
“ExportedFolderContents.zip” to something much shorter, which will automa�cally create a 
shorter folder that it extracts to.  Thus, if you rename that ZIP file to for instance “DL.zip” then 
the extrac�on of the files will go to a folder called DL, with everything a�er that.  
 
You can also elect to extract the files at a “lower” folder name in your system.  For instance, if 
you had a folder called EXT at the C:\ (root of the C drive), you would be able copy the file to 
C:\EXT, then rename the ZIP from ExtractedFolderContents.zip to something more obvious, e.g. 
16-0000.zip, and extract there.  At that level, the ini�al path would simply be C:\EXT\16-0000\ 
with the folders a�er that, which will be drama�cally shorter to begin with. 
 
 

Common Error #5 – Access Denied Error  
 
If you get the “access denied” error when trying to upload files, this is the resolute of trying to 
upload files that are not similar in status - a mix of original, revised, or new (blue, pink, or yellow 
respec�vely). To correct this error, you will need to upload files of like status together (original 
with original, new with new, etc.). One of the easiest ways to do this, is by adding the 
“template” column and sor�ng the files by new versus original and uploading that group.  
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Additional Resources 
 
For instruc�on and tutorials visit the DataFlow webpage: htps://www.godataflow.com/nysed/ 
At the botom of the page, there are available guides and videos. You can also click on the links 
below: 
 

• Review User Guide PDF: htps://www.godataflow.com/wp-content/uploads/Reviewer-
User-Guide-3.pdf 
 

• NYSED Guide Video: htps://www.godataflow.com/wp-
content/uploads/Dataflow AE Reviewer Guide.mp4 

 
• A/E Firm User Guide PDF: htps://www.godataflow.com/wp-content/uploads/AE-Firm-

User-Guide.pdf 
 

• A/E Firm Guide Video: htps://www.godataflow.com/wp-
content/uploads/Dataflow AE Firm Guide v4.mp4 
 

• Third Party Review User Guide PDF: htps://www.godataflow.com/wp-
content/uploads/TPR-Reviewer-User-Guide-3.pdf 
 

• Third Party Review Guide Video: htps://www.godataflow.com/wp-
content/uploads/Dataflow AE Third Party Reviewer Guide.mp4 

 
 
If you have ques�ons about this process, please contact Dataflow via email at 
NYSEDsupport@goDataflow.com. 
 
 




