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Scan IT

CRMADDON's Online Help 

Welcome to the online help of CRMADDON 

On the following pages you will find all information about the proper use of your addon. 
If you still have questions and / or do not find a function, please contact us via our ticketing
system 

http://www.crmaddon.com/support
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 Home > Overview
  

Overview

Easily scan business cards directly into your
CRM system

Are you searching for a simple way to enter
important business card information into ACT!? 
Scan IT for ACT! for Web, Sage CRM & Sales Logix
lets you enter business card information directly into
your CRM system using a CardScan business card
scanner. Feature-rich and fully integrated with your
CRM system, Scan IT is the easiest, most accurate
way to enter your business cards into ACT! for Web,
Sage CRM & Sales Ligx without manual data entry
or third party applications. With Scan IT solution you will use your time more efficiently. 

Highlights:

Start scanning directlly into ACT!, ACT! for Web, SugarCRM, Sage CRM or Sales

Logix, no additional OCR Software required

Works with any CardScan Personal or businnes CardScan scanner, version 500 or

higher

Both sides of the business card scanning

Transfer telephone, fax and mobile numbers to ACT!, ACT! for Web, SugarCRM,

Sage CRM or Sales Logix in proper format and with country codes

Recognizes the country by checking phone numbers, email address and domain

name

Define a group and save your contacts to the right place

Pre-define your follow-up dates and keep in touch

Create a history entry while scanning your business cards

Create leads with built in lead generator tool

Save the image of the business card directly into a picture field in ACT!, ACT! for

Web, SugarCRM, Sage CRM or Sales Logix



Use the Screenshot function (Hotkey) to get contact details out of an email, letter,

website

Help function which brings you to the right site in the manual

Convenient Wizard for fast and straightforward Scan IT tool integration

Scan IT checks if this contact is already existing in your database (duplicates

checking)

Scan IT checks if the domain really exists

If there is no email, Scan IT will create an info@domain.com email using website

domain

If there is no website, Scan IT will create a domain

With Scan IT, you'll never waste time entering business card information into ACT!,
ACT! for Web, SugarCRM, Sage CRM & Sales Logix again.

See also:

Welcome
Installation
Getting Started
Business Card Scanning and Basic Functions
How to send log files
System Tray Menu
Scan IT for ACT! for Web Configuration
Scan IT for SalesLogix configuration
Scan IT for Sage CRM configuration
Scan IT for SugarCRM configuration
Scan IT for ACT! for Windows configuration
About the report designer
Knowledge Base

mailto:info@domain.com
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System Requirements CardScan software Installation from the
Internet

 

Home > Installation

Installation

The sections of this chapter contain detailed description for proper installation of the Scan
IT software on your machine. Please note that the Card Scan software for your scanner
should be installed before you start using Scan IT. Scan IT does not contain drivers for your
Card Scan, it provides convenient interface for scanning, reviewing and moving business
cards data to your CRM.

See also:

Welcome
Overview
Getting Started
Business Card Scanning and Basic Functions
How to send log files
System Tray Menu
Scan IT for ACT! for Web Configuration
Scan IT for SalesLogix configuration
Scan IT for Sage CRM configuration
Scan IT for SugarCRM configuration
Scan IT for ACT! for Windows configuration
About the report designer
Knowledge Base
 

Home > Installation > System Requirements

System Requirements

General requirements: ACT! 2007, 2008, 2009, 2010, 2011, 2012 - CardScan 6.0 or
higher (Executive or Personal) - CardScan software 6.06 or higher 

Language: English, German

Memory:  For smooth and fast operating we recommend at least 1.5 GB of RAM

See also:

CardScan software
Installation from the Internet
 

Home > Installation > CardScan software

#_Anchor_Report-Designer:Welcome
http://support.crmaddon.com/index.php?_m=knowledgebase&_a=view&parentcategoryid=10&nav=0


CardScan Software
Before installing Scan IT you should have Card Scan software installed on your
computer. 
Without the Card Scan software Scan IT will not work.

Please use your Card Scan CD or download the software from Card Scan website.

If you have any questions concerning Card Scan software installation and Card Scan
configuration, please address them to the Card Scan support.

After Card Scan software installation, you can configure your Card Scan settings and scan a
couple of business cards with the Card Scan Welcome Wizard, which opens automatically
after the first program launch.

 

Test scanning is necessary, it allows checking if the program was installed successfully. If
the Welcome Wizard steps are followed successfully, you can close the Card Scan and install
and then launch Scan IT.

After Scan IT installation it is not necessary to open Card Scan itself, Scan IT will provide
a convenient interface for business cards scanning.

See also:

System Requirements
Installation from the Internet

 

Home > Installation > Installation from the Internet

Installation from the Internet

ATTENTION: 

Please note, CardScan should be installed before the installation starts.
 

Now you have a possibility either to Open or Save the file.
If you select Save then a ZIP file will be saved. You can use it for new installation later or
you can download the file from our website.
  
If you select OPEN, the following window is displayed. Please start the CardScan
Application.exe.

 
 

http://www.cardscan.com/index.asp
http://sites.dymo.com/Support/Pages/LandingPage.aspx


 
Please select Execute, if you want to install the program.
On the next windows select Continue.
 
 
 
Accept our license agreement and select Continue.

 
In the windows following the above window click on Continue.

Then the installation of  Scan IT  is started.

If the installation was succesful, the following window will be displayed. Please click on OK.

 

Now you have successfully installed the Scan IT software.

See also:
System Requirements
CardScan software



 

Home > Getting Started

Getting Started

First of all you need to install your Card Scan software, scan a couple of business cards for
testing purposes and then install Scan IT software.

Once after the installation you will be offered to license the software with the License
Wizard. You will need to insert there your license serial number or start evaluation, which is
offered 14-day free.

Right after completing the License Wizard steps you will be guided with configuration
settings with the Configuration Wizard. The Configuration Wizard is available for Scan IT for
ACT!, Scan IT for ACT! for Web, Scan IT for SalesLogix, Scan IT for Sage CRM and Scan IT for
SugarCRM. It is common for all those CRMs and differs only in available settings for data
management tools.

After completing the steps of the Configuration Wizard you can start scanning your business
cards. If you would like to change some settings you can always do this manually on the
Configuration tab which opens directly from the Scan IT main mask by clicking on the
'Configuration' button or from the system tray menu.

To start scanning process just insert your business card into your card scan and it will be
scanned. The result you will see in the main mask of the Scan IT:

#_Anchor_Licence:licensing


The main mask window is common for all available CRMs and sightly differs only in data

management options. To enable duplicates checking, just click on the  button. If it is
green then duplicates are checked by the field where this option is enabled. E.g. there is
one green checkmark on the above image, this means that duplicates checking is only
enabled by Company name.

By clicking on the 'OCR-Details' button you will be able to get information on the data
recognized by the Card Scan software and see the results of the address analysis.

To save the card data to your CRM, click 'Save' button, the details will be added right away
to the ACT! database, SalesLogix, Sage CRM and SugarCRM. However, if you use ACT! for
Web you will first need to upload card data to the FTP server with the 'Upload' button.



These instructions show the process of the business  cards scanning. With Scan IT software
you can make this process fast and convenient saving your time and making your workflow
more efficient.
 

See also:
Welcome
Overview
Installation
Business Card Scanning and Basic Functions
How to send log files
System Tray Menu
Scan IT for ACT! for Web Configuration
Scan IT for SalesLogix configuration
Scan IT for Sage CRM configuration
Scan IT for SugarCRM configuration
Scan IT for ACT! for Windows configuration
About the report designer
Knowledge Base
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Start Scan IT Scanning a
Business Card

Contact Details
Form

How to enable
duplicates
checking

Images Groups OCR Details

Scanning Phone
Numbers

 

Home > Business Card Scanning and Basic Functions

Business Card Scanning and Basic Functions

In this chapter you will find basic information on scanning business cards and Scan IT basic
functions. They are common for San IT for Web, Scan IT for SalesLogix and Scan IT for Sage
CRM.

See also:

Welcome
Overview
Installation
Getting Started
How to send log files
System Tray Menu
Scan IT for ACT! for Web Configuration
Scan IT for SalesLogix configuration
Scan IT for Sage CRM configuration
Scan IT for SugarCRM configuration
Scan IT for ACT! for Windows configuration
About the report designer
Knowledge Base
 

Home > Business Card Scanning and Basic Functions > Start Scan IT

Start Scan IT

Our ScanIT is a Stand Alone Software, i.e. it is not obligatory for you to have ACT! installed.
Thus you will find after installation an icon ScanIT in your Windows start menu. You can
start ScanIT also with C:\Program Files\CRMADDON Factory GmbH\CRMADDON's CardScan
Client for ACT!\CS_local.exe.

Before starting ScanIT, please make sure that you have installed all software for your
CardScan and plugged it in properly.

If you haven't plugged in your scanner or chosen the correct scanner in the CardScan
configuration, you will get the following message which reminds you to fix that. Additionally,

#_Anchor_Report-Designer:Welcome
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you will only be able to save 5 Cards with the demo version of ScanIT for Web.

 

See also:

Scanning a Business Card
Contact Details Form
How to enable duplicates checking
Images
Groups
OCR Details
Scanning Phone Numbers

 

Home > Business Card Scanning and Basic Functions > Scanning a Business Card

Scanning a Business Card

When you have installed Scan IT successfully and configured the scanner correctly, you can
put a business card into your scanner and the following window will appear. It is slightly
different for Scan IT for ACT!, Scan IT for ACT! for Web, Scan IT for SalesLogix,  Scan IT for
Sage CRM and Scan IT for Sugar CRM:



There are two other ways to open the Scan IT main form.

The first way is to start it from the Windows toolbar. This icon will only appear if you have
started Scan IT from the Windows startup menu.

The other way is to put a card directly into your scanner. The scan process will be started
automatically and the upper mask would be filled with the contact data. This is possible
when the ScanIT icon is showing in the Windows system tray (which means that the
program is already running and you just invoke scanning process by inserting a business
card).

The scan process can be only started by putting a business card into the scanner. Only a
rear page could be scanned manually.



The blue progress bar will show how much information of the card has been recognized.

The data will be directly uploaded into the main mask of ScanIT.

See also:

Start Scan IT
Contact Details Form
How to enable duplicates checking
Images
Groups
OCR Details
Scanning Phone Numbers

 

Home > Business Card Scanning and Basic Functions > Contact Details Form

Contact Details Form

After scanning the data will be directly uploaded into the main mask of ScanIT.

There you have a possibility to add any additional data or to edit the scanned data.



Function Explanation

Revalidate Using this button you can refresh scanned data and recheck if they were
passed properly

Save

Here you can save the current contact details. The data will be saved in the
following folder: C:\Documents and Settings\All Users\Application
Data\CRMADDONScan\CRMADDONScanContact\CRMADDONScanContactAktuel
The previously saved details will be moved to C:\Documents and
Settings\All Users\Application Data\CRMADDONScan\CRMADDONScanContact

Upload

By clicking on this button the data will be saved to your hard disk to the
following default folder: C:\Documents and Settings\All Users\Application
Data\CRMADDONScan\CRMADDONScanContact\Backup. This button uploads
data to the web interface of the Scan IT where it can be stored and inserted
to ACT! database. This option is available only for Scan IT for ACT! for Web.



For Sage CRM, ACT! for Windows, SugarCRM and Sales Logix the information
is added right away to the CRM.

Rear page Use this button to scan and add data from the read page of the business
card

OCR-Details
If you want to compare what the scanner really recognized and what is
shown on the mask, you can click on this button. This button is also used by
our support team if a remote session is made on your PC.

Configuration Click on this button if you want to open the configuration.
Close This button closes the ScanIT window.

 
 This checkbox determines, which side of the business card is "main". If this
box is checked, then information from the backside will be filed in the fields
and overwrite there existing records if any. Id this box is not checked, then
such data will be filled only into empty fields.

While scanning you can select settings for Companies and Contacts:

Above settings are applied to the scanned data during importing to ACT!:

'Create Company' - a Company is created in ACT!
'Create Company / Link Contact' - a Company is created and a Contact is linked to it
'Link Contact' - a Contact is linked to existing Company
'Don't create Company' - a Company will not be created in ACT!

The following settings are common for Sage CRM and SalesLogix:

  

If you would like to have your contact added as 'Lead' to your CRM, then select the
respective option from the bullet list. If you select 'Contact' then it will be added as a
contact.

See also: 
Start Scan IT
Scanning a Business Card
How to enable duplicates checking
Images
Groups
OCR Details
Scanning Phone Numbers
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How to enable duplicates checking



To enable duplicates checking, just click on the . If it is green then duplicates are checked
by the field where this option is enabled. E.g. there is one green checkmark on the above
image, this means that duplicates checking is only enabled by Company name.

See also

Start Scan IT
Scanning a Business Card
Contact Details Form
Images
Groups
OCR Details
Scanning Phone Numbers
 

Home > Business Card Scanning and Basic Functions > Images

Images
On the Images tab you will find scanned images of your business card. 

If you scan your business card from both sides then front and rear pages will be displayed.
If you scan only the first page, then it is the front page by default.

See also

Start Scan IT
Scanning a Business Card
Contact Details Form
How to enable duplicates checking
Groups
OCR Details
Scanning Phone Numbers
 

Home > Business Card Scanning and Basic Functions > Groups



Groups
Groups tab allows assigning contacts to groups so that they were sorted from the very
beginning. It is available only for ACT! CRM users.

Just put a checkmark for the group or subgroup you would like to assign your contact to.This
way it will be linked to the proper group in your ACT! database when saving.

See also

Start Scan IT
Scanning a Business Card
Contact Details Form
How to enable duplicates checking
Images
OCR Details
Scanning Phone Numbers
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OCR Details

If you click  button, a pop up shows up where you can see all the data which



was found by the CardScan software.
If CardScan was unable to find a detail on the business card - Scan IT is also unable to find
it. Scanned data is parsed and in case the Country code of telephone is unknown then the
postal address will be used to identifying it. The results of analysis will be shown in 'Results
of the analysis' window.

Please follow 'Support' tab to send email in case you see false entries or some data is
scanned not properly. Our technicians will check details and improve the Scan IT tool:

To send email to our support team, please describe your issue, specify your email and click 'Send mail to
Support' button

See also:
Start Scan IT
Scanning a Business Card
Contact Details Form



How to enable duplicates checking
Images
Groups
Scanning Phone Numbers
 

Home > Business Card Scanning and Basic Functions > Scanning Phone Numbers

Scanning Phone Numbers
By default Scan IT program divides phone numbers on country code, area code and phone
number itself. Additionally, you can specify extension for the scanned phone number if it
was not properly detected during the scanning process or edit the number by putting a
mouse cursor on it.

The Scan IT tool detects the country and city by entered phone number. Please send us
details from the 'Support' tab on the OCR tab if you find any false entries. Our technicians
will check this and fix.

If you have several same numbers, the system will add only one number in this case, it
checks data  for duplicates and does not transfer the same number several times.

See also:

Start Scan IT
Scanning a Business Card
Contact Details Form
How to enable duplicates checking
Images
Groups
OCR Details



 

Home > How to send log files

How to send log files, send files and open remote session
If you experience any issues with the system, please send log files to our team for checking.
You can do this from the "Configuration"  section of the Scan IT program. Please click
"License and Support" button there or select this option from the system tray menu:

Then please open "Support" tab and send log files from there:

Before sending log files, please create a ticket describing your issue. You can create a ticket
directly on the Support Tab using "Create a Support Ticket" link or do this by following "Link
to create a ticket" on the Send Log Files Form.



On the Send Log Files Form, please insert your ticket number, upload files if necessary and
provide your contact email so that our representative could get back to you.

In case there is a necessity of a remote session, please click "Open Remote Session" link
and enter Session ID for PC Visit program, provided by our representative:



See also

Welcome
Overview
Installation
Getting Started
Business Card Scanning and Basic Functions
System Tray Menu
Scan IT for ACT! for Web Configuration
Scan IT for SalesLogix configuration
Scan IT for Sage CRM configuration
Scan IT for SugarCRM configuration
Scan IT for ACT! for Windows configuration
About the report designer
Knowledge Base
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Screenshot Upload OCR Details menu Configuration Licensing Wizard Add/Remove from
Autostart

Exit

 

Home > System Tray Menu

System Try Menu

The following toolbar appears if you right click on the Scan IT icon in your Windows System
Tray:

See also:
Welcome
Overview
Installation
Getting Started
Business Card Scanning and Basic Functions
How to send log files
Scan IT for ACT! for Web Configuration
Scan IT for SalesLogix configuration
Scan IT for Sage CRM configuration
Scan IT for SugarCRM configuration
Scan IT for ACT! for Windows configuration
About the report designer
Knowledge Base
 

Home > System Tray Menu > Screenshot

Screenshot
If you right click the Scan IT icon in your Windows System Tray, the following menu will pop

#_Anchor_Licence:licensing
#_Anchor_Licence:licensing
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up:

The screenshot option allows you taking so-called screenshots of the contact data you would
like to move from some document on your computer to your CRM.
If you click on screenshot a little resizable rectangle will show up.
You can move this over the wished contact detail you want to get the details into your
database.

   

By clicking on the green tick a screenshot will be taken and the following mask with data
you would like to move to your CRM will appear:



This way you can move needed details to your database fast and straightforward without
typing them in manually.

See also:
Upload
OCR Details menu
Configuration
Licensing
Wizard
Add/Remove from Autostart
Exit
 

Home > System Tray Menu > Upload
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Upload

By clicking on 'Upload' button the data will be saved to your hard disk to the following
default folder: C:\Documents and Settings\All Users\Application
Data\CRMADDONScan\CRMADDONScanContact\Backup. 

From this folder you will be able to download data in the configuration server of the Scan IT
for ACT! for Web. This option is used only in Scan IT for ACT! for Web version.

See also:

Screenshot
OCR Details menu
Configuration
Licensing
Wizard
Add/Remove from Autostart
Exit

 

Home > System Tray Menu > OCR Details menu

OCR Details

Please find detailed description of the OCT feature on the OCR Details page.

See also:

Screenshot
Upload
Configuration
Licensing
Wizard
Add/Remove from Autostart
Exit

 

Home > System Tray Menu > Configuration

Configuration

Configuration option will allow you to configure your Scan IT for Web Settings. This option
has different functions for Scan IT for ACT! for Web, Scan IT for SalesLogix and Scan It for
Sage CRM. 

#_Anchor_Licence:licensing
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See also:

Screenshot
Upload
OCR Details menu
Licensing
Wizard
Add/Remove from Autostart
Exit
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Licensing

When you install a new addon, it is required to be licensed. For testing purposes trial period
is offered, so you are welcome to start with evaluation and then purchase a license if you
decide to continue using the product.

Almost all addons offered by CRMAddon Factory have 14 days fully functional trial period.
The following addons have some limitations:

1. Dial IT - 'Repair Phone Numbers' feature is not available
2. Import IT - Scrambles importing lists, i.e. does not allow to import information exactly

as it appears in the source file, allows only 10 records importing. SQL connect is not
possible as well

3. Scan IT allows scanning only 5 business cards per run
4. Export IT allows exporting only 10 records per run.

For licensing a convenient license wizard will open. You will need to follow its steps to
evaluate or register the product with your license. It has the following look:

#_Anchor_Licence:licensing
#_Anchor_Licence_xx_welcome
#_Anchor_Licence_xx_system_tray_menu
#_Anchor_Licence_xx_Licence:licensing


Evaluation License Remove computer
from license

Send Request License Info

With this wizard you can start evaluation, register your license, remove computer from
license, send request to our support team or get information about your license.

 

See also
Screenshot
Upload
OCR Details menu
Configuration
Wizard
Add/Remove from Autostart
Exit

 

 

Home > System Tray Menu > Licensing > Evaluation

Evaluation

To start free trial period you need to select 'Evaluation' option on the Start Wizard page:
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On the next form you will need to provide an email you registered the trial with:



On the next step you will need to specify you connection settings. If you use proxy for
connecting to the Internet, then, please add server and port to the corresponding fields. 'No
proxy' should be selected if you use direct connection to the Internet.



Then you will need to click 'Finish' button to exit the Wizard and complete evaluation
registration.

Each time you start the addon the program will offer you to purchase a license or to
continue using the evaluation:

To proceed with trial just click 'Ok' button. On this window you will see the name of the
addon you are using and how many days of trial are left.

If you would like to purchase a license you will need to click 'Click to buy' button.



If you experience any issues and need our assistance, please click the following button at

the bottom of the Wizard to create a support ticket 

To open our User Manual, please click  button at the bottom of the Wizard. 

See also:

License
Remove computer from license
Send Request
License Info

 

Home > System Tray Menu > Licensing > License

License

By selecting this option you can license the product you are using. To do this you need to
specify the registration key you received from our team. The license is provided per user
computer, i.e. single licence is for 1 machine  where the software is installed. If you
purchase 3 licenses you  will receive one license key which should be used for all machines. 
The system automatically connects to the server and checks your license, e.g. if there are
free licenses for your computers or not.

#_Anchor_Licence_xx_Licence:license
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#_Anchor_Licence_xx_Licence:send_request
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On the next window you will need to specify your license key and email registered in our
system:



On the next step the system will check if your license key is valid or not, this might take

some time, click  analyse button to start analyse:



If your license key is not valid you will get a corresponding notification and will return back
to the start page of the Wizard. 
If the validation is successful the following window will appear:

Now you can click 'Run Registration' to proceed with license registration.



After registration completing you need to click 'Next' to proceed further:



Click 'Finish' button to finish licensing and exit the Wizard.

If you experience any issues and need our assistance, please click the following button at

the bottom of the Wizard to create a support ticket 

To open our User Manual, please click  button at the bottom of the Wizard. 

See also:

Evaluation
Remove computer from license
Send Request
License Info

Add Comment

 

Home > System Tray Menu > Licensing > License > Update license

Update license

To update your license you need to open 'License and support' window in your addon and
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follow License tab there. On this tab you need to click 'Wizard for Registration' button 

. This will start licensing Wizard, where you can
select 'License' option to proceed with updating:

On the next window you will need to select whether you would like to analyse your current
license or update the license with online backup. 



If you select 'Analyse of local license' you will need to click  'Analyse button'  on the
opened window to get details about your current license. To proceed with updating you will
need to select 'Update license with online backup'. The further steps will be the same as
when you register for the first time. Please find detailed instructions on the 'License' page.

If you experience any issues and need our assistance, please click the following button at

the bottom of the Wizard to create a support ticket 

To open our User Manual, please click  button at the bottom of the Wizard. 

See also: 

 

Home > System Tray Menu > Licensing > Remove computer from license

Remove computer from license

This option allows moving the license to another machine. It is possible to change
computers only twice then it will not be possible to reset a license. For example if you have
a single machine license you can change the computer twice. In case you need to do this
more times you will need to create a ticket for our support team.

To remove the computer you need to click 'License and support' button  and

#_Anchor_Licence_xx_welcome
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then select Wizard for Registration on the License tab:

On the opened window you will need to select 'Remove computer from license' option.

Then you will need to provide your license information and proceed by clicking 'Next'.



On this window you need to select connection options you have. If you have direct
connection to the Internet, then select 'No proxy' option:



On the next window, please select an option you would like to proceed with: whether you
would like to deactivate a local computer or select another machine from the list:



If you need to deactivate some other machine, please select 'Other computer' option, the
following window will open:



Here you can select the computer you would like to deactivate, click 'Run deregistration'
button to proceed further.

If you select 'Local Computer' option, the system will ask you to confirm deactivation:

 

Click 'Yes' to proceed with deactivation:



Once the system finishes license key checking, the following text will appear notifying that
the deactivation was completed:

Click 'Next' button to proceed and then 'Finish' to close the Wizard.

If you experience any issues and need our assistance, please click the following button at

the bottom of the Wizard to create a support ticket 

To open our User Manual, please click  button at the bottom of the Wizard. 

See also:

Evaluation
License
Send Request
License Info

 

Home > System Tray Menu > Licensing > Send Request
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Send Request

Use this option if you would like to send us a request concerning upgrading your ACT!
version, ordering license, adding more computers to the license or resetting a computer from
license:

See also:

Evaluation
License
Remove computer from license
License Info

 

Home > System Tray Menu > Licensing > Send Request > Order license

Order License

Select this option if you would like to send us a request for license ordering. The following
window will open:
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On this window you will need to specify the amount of licenses you would like to order, type
your request and provide your contact email.

See also:
Order an Upgrade
Order an Update
Send Reset Request
Send Request
 

Home > System Tray Menu > Licensing > Send Request > Order an Upgrade

Order an Upgrade
Here you can order an upgrade of your ACT! version. 
If you do not change your ACT! version and would like to get a software upgrade within the
same version release, for example upgrade 2.3 version to 2.6. version, this will be done for
free. However, if you would like to upgrade from 2.x.x version to 3.x.x version then you will need to
purchase an upgrade. You will get the upgrade already starting at as low as 10% of the addon license cost.
The support for the latest version is provided for free. In case you have an old version, you will need
to purchase support units or upgrade to the latest version.

The following window will open after you select 'Order Upgrade' option:
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Here you will need to provide your license key and email you are registered with in our system. To proceed
further just click 'Next' button.



Here you will need to specify the amount of licenses, type your request and provide contact
email, where you would like our support team to send you a reply. Then click 'Send
request' button to submit your request. To exit the Wizard just click 'Finish' button on the
next window.

See also

Order license
Order an Update
Send Reset Request
Send Request
 

Home > System Tray Menu > Licensing > Send Request > Order an Update

Order an Update
Select this option if you would like to purchase more licenses of the addon. 
On the following window specify your licence key and registered in our system email:
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Specify here the number of licenses you would like to upgrade  to, type your request and
provide an email you would like to get a reply to.



To proceed click 'Send Request' button and on the next window click 'Finish' to exit the
Wizard.

See also

Order license
Order an Upgrade
Send Reset Request
Send Request
 

Home > System Tray Menu > Licensing > Send Request > Send Reset Request

Send Reset Request
If you have already removed computers from licensing 2 times, then you will need to send
us a reset request to reset your machine from licensing. You can do this by selecting 'Send
reset request ' option.

On the following window you will need to specify your license key and registered in our
system email:
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On the next window you will need to select a computer you would like to release from the
license from the drop down list. type in your request and add contact email.



Press 'Send Request' button to submit your request.

See also

Order license
Order an Upgrade
Order an Update
Send Request
 

Home > System Tray Menu > Licensing > Send Request > Send Request

Send Request
You can use this simple form to send us a request. Just type in your question and provide
the email you would like us to reply to:
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See also

Order license
Order an Upgrade
Order an Update
Send Reset Request
 

Home > System Tray Menu > Licensing > License Info

License Info
Here you can check the license code for your computer and for other machines where the
license is installed. If the machine is in evaluation mode then 'Evaluation' option will be
active, if there is a license specified for this machine, then 'Evaluation' will be inactive as
shown on the screenshot below.

You need to select the following option on the License Wizard to check your license
information:
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On the next step you can select whether you would like to analyse the local license or
update it. You need to select the first option 'Analyse the local license' to get details about
the license:



The following window will open:



On this window you will find information about the license owner, number of used and
available licenses, what addon is the license for. 

To proceed further you will need to click 'Next' button and then 'Finish' to close the License
Wizard.

If you experience any issues and need our assistance, please click the following button at

the bottom of the Wizard to create a support ticket 

To open our User Manual, please click  button at the bottom of the Wizard. 

See also

Evaluation
License
Remove computer from license
Send Request
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Home > System Tray Menu > Wizard

Configuration Wizard

By following steps of the Configuration Wizard you can fast configure your Scan IT and
connection settings. Later if you would like to change some settings you will be able to do
this manually by clicking 'Configuration' button in the main mask window. Configuration
Wizard is slightly different for Scan IT for ACT!,  Scan IT for ACT! for Web, Scan IT for
SalesLogix,  Scan IT for Sage CRM and Scan IT for SugarCRM. However, it has common look
and differs only in connection configuration settings  and some data processing options. The
below example shows Configuration Wizard for Scan IT for ACT! for Web.

To start the Wizard you need to select 'Wizard' option from the list that opens by  right
clicking on the Scan IT system tray icon. It will also start automatically after the License
Wizard if you use the program for the first time:

Once the Wizard opens you will need to follow its steps to set the settings for your Scan IT:

    

Specify here options for your Scan IT tool and for business cards scanning.

                                                         



                                                         

Define here email settings for notifications sending to your contacts:

Select here the CRM you are going to use the Scan IT with:



Select here if you would like to use your own FTP or if you prefer using our FTP server. For
using our FTP server you need to have account key which is provided by our team by request
( this setting is used only for Scan IT for ACT! for Web. Sage CRM, SugarCRM and SalesLogix
do not need FTP server).

If you have your own FTP, please provide here connection details and click 'Connection' to
continue. If the connection is successful you will proceed further.

If you use CRMADDON's FTP server, please specify here the needed details and
click 'Connection' to proceed.



Specify here if you would like to create History and / or Activity when saving or uploading
your business card (This settings is also available only for ACT! for Web. Sage CRM,
SugarCRM and SalesLogix do not have this option, other data management options are
available with those CRMs).



Click 'Download of the lists' button if there are lists needed for History and Activity
creation (Used in Scan IT for ACT! and Scan IT for ACT! for Web).

Set on this screen how many days you would like to store your scanned business cards after
 uploading (this settings is also available only for Scan IT for ACT! for Web).



Select here settings for the Address Analysis tool. This settings is common for all four CRMs
and is very useful in data parsing.

Click 'Close' button to finish your configuration and close the Configuration Wizard.

See also:

Screenshot
Upload
OCR Details menu
Configuration
Licensing
Add/Remove from Autostart
Exit

 

Home > System Tray Menu > Add/Remove from Autostart

Add/Remove from Autostart

http://helpnew.crmaddon.com/HelpConsole2010/Scan_IT_Web_EN/page.aspx?pageid=address_analysis
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By default Scan IT launches when your Windows starts. You can disable this by selecting
"Add / Remove from Autostart" item from the drop down list that appears by clicking Scan IT
icon in system tray menu.

Then click "Yes" if you would like to prevent Scan IT from opening on Start up.

See also

Screenshot
Upload
OCR Details menu
Configuration
Licensing
Wizard
Exit
 

Home > System Tray Menu > Exit

Exit

By clicking on 'Exit' menu item the Scan IT program closes:

See also:

Screenshot
Upload
OCR Details menu
Configuration
Licensing
Wizard
Add/Remove from Autostart
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Home > Scan IT for ACT! for Web Configuration

Scan IT for Web Configuration

In this chapter you will find instructions for configuring Scan IT for ACT! for Web. The
configuration is done in the Configuration menu.

See also:

Welcome
Overview
Installation
Getting Started
Business Card Scanning and Basic Functions
How to send log files
System Tray Menu
Scan IT for SalesLogix configuration
Scan IT for Sage CRM configuration
Scan IT for SugarCRM configuration
Scan IT for ACT! for Windows configuration
About the report designer
Knowledge Base

 

Home > Scan IT for ACT! for Web Configuration > Options

Options

In the options menu you can define settings for your scanning process. These settings are
common for each CRM system.

#_Anchor_Report-Designer:Welcome
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 Name Description

Kill CardScan process
The CardScan process will be killed automatically
before starting Scan IT. Scan IT and CardScan
Software cannot run concurrently

 

 Here a period of data storing on your hard disk can
be defined. Specify here the number of days you
would like to store scanned data locally.

Save the image of the card The business card will be saved as image in an
image field in your CRM-system

Scan in colour The business card will be saved in colour

See also:

ACT! for Web configuration settings
Lead Management
Address Analysis
Card Data
Email
Activity
History
Duplicates checking
Function Server

 

Home > Scan IT for ACT! for Web Configuration > ACT! for Web configuration settings

ACT! for Web configuration settings

 Name Description
Enter the information or your FTP server here or if



FTP Address
User
Password
Startfolder
Server type

you are using a FTP Server of CRMADDON
Specify here your user name
Specify here your password. Please note, the
password may be case sensitive
Specify a folder for the user you would like to
upload data for. This setting is optional.
Select your server type from the drop down list

            

Test if you insert the right ftp information. If you
can connect  then your settings are correct - if not,
please verify them.

 By clicking on this button drop down lists can be
downloaded. 

If you do not have FTP server, you can use our FTP server for uploading data, provided by
our team settings can be specified on the following tab:

 Name Description
Check this box if you would like to use CRMAddon's FTP server. Leave
it unchecked if you use your own FTP

Email Accountkey Port Specify here email you registered with
Account key provided by our team should be inserted here
Port should be specified (provided by our team as well)

On this tab you can enable activity and history records for scanned data.

See also:

Options
Lead Management
Address Analysis



Card Data
Email
Activity
History
Duplicates checking
Function Server
 

Home > Scan IT for ACT! for Web Configuration > Lead Management

Lead Management
Lead Management option allows creating leads from contacts, this option can be enabled on
the Lead Management tab of options for Scan IT for Act! for Web:

Here you can check the fields that will appear in Lead Management dialog, the dialog will
appear when saving or uploading a business card:

See also



Options
ACT! for Web configuration settings
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Card Data
Email
Activity
History
Duplicates checking
Function Server
 

Home > Scan IT for ACT! for Web Configuration > Address Analysis

Address Analysis 

 



Online checking - check the address online. Online checking will check website address
and email address and if the country or country code are not available will use the
website IP or domain name to identify the country. Email addresses with free email
services like Gmail or Yahoo will not be checked. 
Postcode on the right/left check - check the if the postcode is left or right. Postcode is
parsed for country data. The country is identified by post code or zip code. 
Convert the Postal Code according to ISO standards - letter code will be removed from
the Postal Code according to the latest ISO standards, only digital code will be
displayed in your database if this option is checked.
Select Phone zone for your contacts, this way the system will update phone numbers
automatically with area code if necessary.

See also:

Options
ACT! for Web configuration settings
Lead Management
Card Data
Email
Activity
History
Duplicates checking
Function Server

 

Home > Scan IT for ACT! for Web Configuration > Card Data

Card Data

The following tab opens if you follow 'Card Data':



Function Explanation 
 Load data Use this button to load your business cards data 
 Delete  Remove the card
 Delete All  Remove all cards
 Save  Click this button if you made changes and would like to save them
 

 Switch between your scanned cards

 Other Fields  Additional fields that were scanned but were not displayed on the main
 'Contact data' tab

 Picture
Fields Images of the scanned card

 Additional  Additional scanned data will be displayed in this field

See also:

Options
ACT! for Web configuration settings
Lead Management
Address Analysis
Email
Activity
History
Duplicates checking
Function Server
 



Home > Scan IT for ACT! for Web Configuration > Email

Email

In this section you can configure settings  for emails sending. 

 Name Description
Check this box to enable email sending for new records. If this
option is enabled an email will be sent to your new contact
whose business card  you scanned

Subject Specify subject for the outgoing email

CC Set here an address if you would like a carbon copy to be
emailed

BCC Set an address if you would like a blind carbon copy to be
emailed here

Attachment Select attachment here
Email body format Here you can select email body format: HTML, RTF or Text
Template Upload your template here
Outlook profile Specify your Outlook profile here
User Specify your Outlook user name here
Password Specify your Outlook password here



The following pop up window appears when saving a contact if 'Send email when creating
a contact' option is enabled:

In this window appear all settings specified in 'Email' section of Configuration for ACT! for
Web. You can additionally add more details for email and preview it before sending. Email
address is taken from the email field after the business card scanning.

With Report Designer you can create a template that can be uploaded and sent to your
contacts.

See also:

Options
ACT! for Web configuration settings
Lead Management
Address Analysis
Card Data
Activity
History
Duplicates checking
Function Server
 

Home > Scan IT for ACT! for Web Configuration > Activity

Activity
You can create an Activity record right after saving or uploading your card data. The
following window appears when you click 'Save' or 'Upload' button:
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Function Explanation
Type Select Activity type from the drop down list
Contact Name of the Contact from the Business Card

Date and time of the Activity

Duration Duration of the Activity
Records Managers Select a record manager from the drop down list
 Priority Specify here priority for your Activity:

 Set Reminder
Specify here the reminder time: how many minutes
before the Activity start time you would like to get
a reminder

 Subject  Specify here your Activity subject
 Details  Provide here your Activity details

 Private    
Check this box if you would like this Activity to be
private

 Click 'Save' button to save your Activity

 
Click 'Close' button to close your Activity without
saving it

To enable Activity record you will need to follow Configuration for Act for Web --> Settings



tab and check Activity checkbox there:

See also:

Options
ACT! for Web configuration settings
Lead Management
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Card Data
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History
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Home > Scan IT for ACT! for Web Configuration > History

History

You can create a History record right after saving or uploading your card data. The following
window appears when you click 'Save' or 'Upload' button:

Function Explanation



Type

Select History type from the
drop down list

Contact Name of the Contact from the
Business Card
Date and time of the History 

Duration Duration of the History

Records Managers Select a record manager from
the drop down list

Results

Select Result for your History
type here. Each type has its
own drop down selection of
results:

Subject Specify here your History
subject

Details Provide here your History
details

Private    
Check this box if you would
like this History to be private
Click 'Save' button to save
your History
Click 'Close' button to close
your History without saving it

To enable History record you will need to follow Configuration for Act for Web --> Settings
tab and check History checkbox there:

See also:

Options
ACT! for Web configuration settings
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Home > Scan IT for ACT! for Web Configuration > Duplicates checking

Duplicates checking 



When scanning a business card you can enable duplicates checking on the main mask, by

clicking  next to the field you would like to check for duplicates. This way the system will
check for duplicates and if a duplicate is detected the following window will appear, where
you can update existing record, create a new one or cancel:

If the checkmark is grey  this means that duplicates checking for this field is disabled. To

enable it click on this checkmark to turn it green  .

See also:

Options
ACT! for Web configuration settings
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Home > Scan IT for ACT! for Web Configuration > Function Server

Function Server

Function Server is an online storage of scanned business cards, you need to access it,
download your card data and insert data to your ACT! for Web. This interface has options for
card data editing, duplicates checking and creating History or Activity. Here you can make
needed modifications and add additional details before inserting Contact data to your CRM
system.

See also:

Options
ACT! for Web configuration settings
Lead Management
Address Analysis
Card Data
Email
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Home > Scan IT for ACT! for Web Configuration > Function Server > Start ACT! for Web and Scan IT

Start ACT! for Web and Scan IT
Start your Scan IT in ACT! for Web by clicking on the Scan IT menu item.

See also:

Transfer of the Cards
Create an Activity
Create a History
Scan IT top menu
Configuration Server
 

Home > Scan IT for ACT! for Web Configuration > Function Server > Transfer of the Cards

Transfer of the Cards



In this section you can download scanned cards uploaded to your FTP server. Click
'Download Scanned Cards' button to see your recently scanned cards appearing on the
above screen.

Click '+' button to see the scanned card details displayed.

In the following list you can edit scanned data by putting mouse cursor on the field you
would like to edit.

Click 'Update' if you would like to save data or 'Cancel' if you would like to cancel changes.

Refer to the below table for description of the functional buttons.

Name Description
Insert into ACT! Insert scanned Business Card data into ACT! 
Select all on Page Select all elements on the page
Delete Selected Delete all scanned items
Check for Duplicates Check for duplicates in the scanned data
Deselect all on Page Deselect all elements on the page (checkmarks will be removed)
Download scanned
Cards

Click this button if you would like to download scanned business
cards

Save Data Click this button to save data



See also:

Start ACT! for Web and Scan IT
Create an Activity
Create a History
Scan IT top menu
Configuration Server
 

Home > Scan IT for ACT! for Web Configuration > Function Server > Create an Activity

Create an Activity 

Here you can create an activity. Only fill out the fields and click on 'Update'. This will be
shown in your ACT! database under the tab Activity.
You can for example enter information when you want to call this person, if you want to
send him more product information and so on.

1. Click '+' button to open Contact details
2. Click 'New' link to open Activity window
3. Click 'Update' link to save your Activity or 'Cancel' to cancel it and not to save any

changes.

See also:

Start ACT! for Web and Scan IT
Transfer of the Cards
Create a History
Scan IT top menu
Configuration Server
 

Home > Scan IT for ACT! for Web Configuration > Function Server > Create a History

Create a history 

Contact History can be any additional information about this contact, e.g. where you met
this person, date, time, etc.



1. Open Contact Details by clicking '+' button
2. Click 'New' link to create a new History
3. Save changes by clicking 'Update' link or close without saving anything by clicking

'Cancel' link.

See also:

Start ACT! for Web and Scan IT
Transfer of the Cards
Create an Activity
Scan IT top menu
Configuration Server
 

Home > Scan IT for ACT! for Web Configuration > Function Server > Scan IT top menu

Scan IT top menu

The following menu appears on the top of Scan IT page:

It contains the following items:

1. Filter
2. Grouping
3. Expand
4. Sorting
5. Resize Mode
6. Edit Mode

See also:

Start ACT! for Web and Scan IT
Transfer of the Cards



Create an Activity
Create a History
Configuration Server
 

Home > Scan IT for ACT! for Web Configuration > Function Server > Scan IT top menu > Filter

Filter

 
This menu item allows creating filter rules for the scanned data:

In the filter dialog box you can create rules by clicking on '+' button and selecting actions
and items from the drop down lists available.

See also:

Expand
Sorting
Resize Mode
 

Home > Scan IT for ACT! for Web Configuration > Function Server > Scan IT top menu > Expand

Expand
 

The following menu item allows expanding scanned data, i.e. showing details of the
contacts.

 1. If you select 'Expand All', then all data will be shown in details.
 2. If you select 'Collapse All', then all open details will close.

See also:

Filter
Sorting
Resize Mode
 

Home > Scan IT for ACT! for Web Configuration > Function Server > Scan IT top menu > Sorting

Sorting
The following menu item allows sorting data in ascending and descending orders:

E.g. If you select 'Sorting Ascending' all columns will have the following arrows, which you
can click to sort your data:



See also:

Filter
Expand
Resize Mode
 

Home > Scan IT for ACT! for Web Configuration > Function Server > Scan IT top menu > Resize Mode

Resize Mode
The following resizing options are available in the Resize Mode menu:

1. 'Resize Control' - allows resizing all columns. E.g. if you select this menu item the double
fork arrow for resizing will appear on the border of the column after putting the mouse cursor
there.
2. 'Resize Disabled' - if you select this menu item resizing will not be available
3. 'Resize Next Column' -  if you select this menu item, then resizing will be available for
the next column after the separation line you put your mouse cursor on.

See also:

Filter
Expand
Sorting
 

Home > Scan IT for ACT! for Web Configuration > Function Server > Configuration Server

Configuration Server



 Name   Description 

FTP settings Enter the details of your FTP Server or if you use our hosting service for
ACT! for Web enter the password which was given you by us.

Create your own
FTP account

If you do not have your own FTP, you can create a test account in our
system. 

Upload Lists for
Windows Client
Fields for
Cardimages
Test FTP
connection Test the connection of specified details

Save Settings Your settings will be saved.

See also:

Start ACT! for Web and Scan IT
Transfer of the Cards
Create an Activity
Create a History
Scan IT top menu
 

Home > Scan IT for ACT! for Web Configuration > Function Server > Configuration Server > Create FTP account



Create FTP Account
By clicking on 'Create FTP Account' button  the following
window allowing you to create an account will open:

Here you will need to specify your email and type in provided code, the data will be sent to
you by email after account creation.

See also:



Options Address Analysis Email More Fields Duplicates
checking

 

Home > Scan IT for SalesLogix configuration

Scan IT for Sales Logix Configuration
This chapter contains detailed description of Scan IT for SalesLogix configuration

See also:

Welcome
Overview
Installation
Getting Started
Business Card Scanning and Basic Functions
How to send log files
System Tray Menu
Scan IT for ACT! for Web Configuration
Scan IT for Sage CRM configuration
Scan IT for SugarCRM configuration
Scan IT for ACT! for Windows configuration
About the report designer
Knowledge Base
 

Home > Scan IT for SalesLogix configuration > Options

Options 
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 Name Description
Kill CardScan process, if it

is running while starting Scan
IT

The CardScan process will be killed automatically before
starting Scan IT. Scan IT and CardScan Software cannot run
concurrently

Save the image of the card The business card will be saved as image in an image field in
your CRM-system

Scan in colour The business card will be saved in colour
Save to ACT for Web 
Sage CRM SalesLogix

Choose for which CRM-system you want to use Scan IT
Enter the information of your server

Create history
Create activity
Use SalesLogix History

lists
Use SalesLogix Activity

lists

Check here if you would like to create a history or an activity
after saving the cards

Check if you would like to use SalesLogix History or Activity
lists

Test Connection Test if you insert the right connection information. If you can
connect your settings are correct - if not prove them please.

            
Your settings will be saved

            Click this button to purchase a license or get support



            

            
Close the configuration

 
 

See also:

Address Analysis
Email
More Fields
Duplicates checking
 

Home > Scan IT for SalesLogix configuration > Address Analysis

Address Analysis

 



Online checking - check the address online. Online checking will check website address
and email address and if the country or country code are not available will use the
website IP or domain name to identify the country. Email addresses with free email
services like Gmail or Yahoo will not be checked. 
Postcode on the right/left check - check the if the postcode is left or right. Postcode is
parsed for country data. The country is identified by post code or zip code. 
Convert the Postal Code according to ISO standards - letter code will be removed from
the Postal Code according to the latest ISO standards, only digital code will be
displayed in your database if this option is checked.
Select Phone zone for your contacts, this way the system will update phone numbers
automatically with area code if necessary.

See also:

Options
Email
More Fields
Duplicates checking
 

Home > Scan IT for SalesLogix configuration > Email

Email 
In this section you can configure settings  for emails sending. 

 Name Description
Check this box to enable email sending for new records. If this
option is enabled an email will be sent to your new contact
whose business card  you scanned



Subject Specify subject for the outgoing email

CC Set an address if you would like a carbon copy to be emailed
here

BCC Set an address if you would like a blind carbon copy to be
emailed here

Attachment Select attachment here
Email body format Here you can select email body format: HTML, RTF or Text
Template Upload your template here
Outlook profile Specify your Outlook profile here
User Specify your Outlook user name here
Password Specify your Outlook password here

The following pop up window appears when saving a contact if 'Send email when creating
a contact' option is enabled:

In this window appear all settings specified in 'Email' section of Configuration for SalesLogix
CRM. You can additionally add more details for email and preview it before sending. Email
address is taken from the email field after the business card scanning.

With the Report Designer you can create a template and send it to your contacts.

See also:

Options
Address Analysis
More Fields
Duplicates checking
 

Home > Scan IT for SalesLogix configuration > More Fields

More Fields
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Here you can specify more fields that will be created during the Scanned Data import:

Lead - Check the checkbox for the lead field you would like to transfer
Contact - Check the checkbox for the contact field you would like to transfer
Account - Check the checkbox for the account field you would like to transfer

See also:

Options
Address Analysis
Email
Duplicates checking
 

Home > Scan IT for SalesLogix configuration > Duplicates checking

Duplicates checking

When scanning a business card you can enable duplicates checking on the main mask , by

clicking  next to the field you would like to check for duplicates. This way the system will
check for duplicates and if a duplicate is detected the following window will appear, where
you can update existing record, create a new one or cancel:

If the checkmark is grey  this means that duplicates checking for this field is disabled. To

enable it click on this checkmark to turn it green  .

See also:

Options
Address Analysis
Email
More Fields



Options Address Analysis Email Card Data Duplicates checking Communication dialog Note dialog

 

Home > Scan IT for Sage CRM configuration

Scan IT for Sage CRM configuration

In this chapter you will find detailed description of Scan IT for Sage CRM configuration.
 
Before you start using Scan IT for Sage CRM you need to configure security settings in Sage
CRM allowing Web service access:

and specify Web services settings of Sage CRM:

See also:

Welcome
Overview
Installation



Getting Started
Business Card Scanning and Basic Functions
How to send log files
System Tray Menu
Scan IT for ACT! for Web Configuration
Scan IT for SalesLogix configuration
Scan IT for SugarCRM configuration
Scan IT for ACT! for Windows configuration
About the report designer
Knowledge Base
 

Home > Scan IT for Sage CRM configuration > Options

Options

In this section you can specify connection configuration and Scan IT configuration settings.
You can set everything with the Configuration Wizard and use this section only to update
settings.

 Name Description

Kill CardScan process, if it is
running while starting Scan IT

The CardScan process will be killed automatically before
starting Scan IT. Scan IT and CardScan Software cannot
run concurrently

Save the picture The business card will be saved as an image in an image
field in your CRM-system

Scan in colour The business card will be saved in colour

Save to ACT for Web Sage
CRM SalesLogix

Choose which CRM-system you would like to use Scan IT
for
Enter the information or your URL
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 This options allows saving business cards locally so that
they could be uploaded to the CRM later

            

Test if you insert the right connection information. If you
can connect your settings are correct - if not please,
verify them

            Your settings will be saved

Click this button if you would like to purchase a license or
get support
Close the configuration

See also:

Address Analysis
Email
Card Data
Duplicates checking
Communication dialog
Note dialog
 

Home > Scan IT for Sage CRM configuration > Options > Settings

Settings
The Settings tab allows configuring additional settings for scanned data processing.

 Name Description
If this option is enabled a special window for creating
a lead will appear when saving business card record
If this option is enabled a special window for creating
a note will appear when saving business card record

By clicking on this button a window with instructions
for Sage CRM configuration will open

Click this button to download lists from your Sage CRM
 Field mapping for Leads By clicking on this button you will be able to to define

fields mapping for your leads.



Field mapping for Persons

                     

By clicking on this button you will be able to to define
fields mapping for your CRM persons

See also

Lead management
 

Home > Scan IT for Sage CRM configuration > Options > Lead management

Lead Management
On the following tab you can set the configuration for managing lead fields:

 Name Description
Check this box if you would like the dialog window for lead to
appear. You will also need to define lead fields for this dialog on
the Settings tab
By clicking on this button Sage CRM fields will be loaded and
appear in above window

By clicking on this button a window with instructions for Sage CRM
configuration will open

See also

Settings
 

Home > Scan IT for Sage CRM configuration > Address Analysis

Address Analysis



 



Online checking - check the address online. Online checking will check website address
and email address and if the country or country code are not available will use the
website IP or domain name to identify the country. Email addresses with free email
services like Gmail or Yahoo will not be checked. 
Postcode on the right/left check - check the if the postcode is left or right. Postcode is
parsed for country data. The country is identified by post code or zip code. 
Convert the Postal Code according to ISO standards - letter code will be removed from
the Postal Code according to the latest ISO standards, only digital code will be
displayed in your database if this option is checked.
Select Phone zone for your contacts, this way the system will update phone numbers
automatically with area code if necessary.

See also:

Options
Email
Card Data
Duplicates checking
Communication dialog
Note dialog
 

Home > Scan IT for Sage CRM configuration > Email

Email

In this section you can configure settings  for emails sending. 

 Name Description



Check this box to enable email sending for new records. If this
option is enabled an email will be sent to your new contact
whose business card  you scanned

Subject Specify subject for the outgoing email

CC Set an address if you would like a carbon copy to be emailed
here

BCC Set an address if you would like a blind carbon copy to be
emailed here

Attachment Select attachment here
Email body format Here you can select email body format: HTML, RTF or Text
Template Upload your template here
Outlook profile Specify your Outlook profile here
User Specify your Outlook user name here
Password Specify your Outlook password here

The following pop up window appears when saving a contact if 'Send email when creating
a contact' option is enabled:

In this window appear all settings specified in 'Email' section of Configuration for Sage CRM.
You can additionally add more details for email and preview it before sending. Email address
is taken from the email field after the business card scanning.

With the Report Designer you can create a template and send it to your contacts.

See also:

Options
Address Analysis
Card Data
Duplicates checking
Communication dialog

http://localhost/HelpConsole2010/ScanITEN/page.aspx?pageid=Report-Designer:Welcome


Note dialog
 

Home > Scan IT for Sage CRM configuration > Card Data

Card Data
On the Card Data tab all scanned business cards can be reviewed and edited:

Use  button to load scanned business cards and switch between them by using right and

left arrows. If you have updated details, then click  button to save changes. Use 

 button to remove your current business card and  to remove all scanned
business cards. If you would like to upload your current business card to the Sage CRM,

click  button, for uploading all business cards that were scanned click 
 button. After uploading business cards will be moved to your Sage CRM and will not be
available in the Card Data tab.

See also

Options
Address Analysis
Email
Duplicates checking
Communication dialog
Note dialog
 

Home > Scan IT for Sage CRM configuration > Duplicates checking

Duplicates checking



When scanning a business card you can enable duplicates checking on the main mask, by

clicking  next to the field you would like to check for duplicates. This way the system will
check for duplicates and if a duplicate is detected the following window will appear, where
you can update existing record, create a new one or cancel:

If the checkmark is grey  this means that duplicates checking for this field is disabled. To

enable it click on this checkmark to turn it green  .

See also:

Options
Address Analysis
Email
Card Data
Communication dialog
Note dialog
 

Home > Scan IT for Sage CRM configuration > Communication dialog

Communication dialog.

When saving a business card you can create a communication for your contact if this option
is enabled in your Configuration for Sage CRM:

The following dialog window will appear when saving a business card:



On the "Create Communication" dialog you can specify main settings for your communication
on the "Main Information" tab and add some description to the "Details" tab.

On the "Main Information" tab you will need to define time settings for your lead
communication and select from the drop down list needed type of action, status, priority and
user.

See also

Options
Address Analysis
Email
Card Data
Duplicates checking
Note dialog
 

Home > Scan IT for Sage CRM configuration > Note dialog

Note Dialog
Note Dialog window allows creating a note when saving your contact business card details.
It appears if it is enabled in the Configuration for Sage CRM:

Note dialog appears when saving a business card and has the following look:



Click "Create" button to save your note after you add there some text.

See also

Options
Address Analysis
Email
Card Data
Duplicates checking
Communication dialog



Options Address Analysis Create a lead Note record Task record Email Duplicates checking

 

Home > Scan IT for SugarCRM configuration

Scan IT for SugarCRM configuration

This chapter contains configuration information for Sugar CRM. Please find detailed options
description in the following sections:

See also:

Welcome
Overview
Installation
Getting Started
Business Card Scanning and Basic Functions
How to send log files
System Tray Menu
Scan IT for ACT! for Web Configuration
Scan IT for SalesLogix configuration
Scan IT for Sage CRM configuration
Scan IT for ACT! for Windows configuration
About the report designer
Knowledge Base
 

Home > Scan IT for SugarCRM configuration > Options

Options

On the options tab you can set connection settings and scanning settings:
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 Function Description

Kill CardScan process, if it is
running while starting Scan IT

The CardScan process will be killed automatically before
starting Scan IT. Scan IT and CardScan Software cannot
run concurrently

Save the picture The business card will be saved as an image in an image
field in your CRM-system

Scan in colour The business card will be saved in colour
Save to ACT for Web Sage
CRM SalesLogix

Choose which CRM-system you would like to use for Scan
IT. Enter the information or your URL

Name of server Specify your server name here
User Specify your username to connect to the CRM here
Password Specify your password to connect to the CRM here

  Check this box if you have secure connection

 

 If you use proxy for connection, please specify here your
proxy settings.

            

Test if you inserted the right connection details. If you
can connect your settings are correct - if not please, verify
them
This option enables a pop up window for a new note
creating

 
This option enables a pop up window for a new record
creating

Lead management section allows configuring settings for lead creation dialog, which appears
after saving scanned data:



Name Description
A pop up window for lead creation will appear when saving a
contact if this option is enabled
Click this button to download lead files from your CRM

 

See also:

Address Analysis
Create a lead
Note record
Task record
Email
Duplicates checking
 

Home > Scan IT for SugarCRM configuration > Address Analysis

Address Analysis



 



Online checking - check the address online. Online checking will check website address
and email address and if the country or country code are not available will use the
website IP or domain name to identify the country. Email addresses with free email
services like Gmail or Yahoo will not be checked. 
Postcode on the right/left check - check the if the postcode is left or right. Postcode is
parsed for country data. The country is identified by post code or zip code. 
Convert the Postal Code according to ISO standards - letter code will be removed from
the Postal Code according to the latest ISO standards, only digital code will be
displayed in your database if this option is checked.
Select Phone zone for your contacts, this way the system will update phone numbers
automatically with area code if necessary.

See also:

Options
Create a lead
Note record
Task record
Email
Duplicates checking
 

Home > Scan IT for SugarCRM configuration > Create a lead

Create a lead

Before saving your scanned business card you can select one of the following options for it:

'Create lead' - a lead will be created
'Create Contact and Company' - a Contact and a Company will be created
'Create Contact' - only a Contact will be created

Lead generator allows you to create leads from contacts in fast and convenient way. All
fields downloaded from your CRM and enabled for displaying in Configuration section will
appear in a Lead Info dialog where you can add  values for each field of interest for this
contact. The information will be saved to your CRM and you will use it when following up.

If you have an option 'Show extra dialogs for the following fields'enabled in your
Configuration for SugarCRM then when saving your contact the following window will appear
with the fields selected in Configuration section:



The above dialog appears only if you selected an option to create a lead before saving your
contact. You can save lead information by clicking 'Save' button.

See also:

Options
Address Analysis
Note record
Task record
Email
Duplicates checking
 

Home > Scan IT for SugarCRM configuration > Note record

Note record

You can create a note for your record when saving scanned data if an option 'Create note
for new record in Sugar' is enabled in Configuration. The following window will pop up for
the note creation:



Here you can specify a subject for your note and add the note text itself. The data will be
added to your CRM contact record when saving a scanned business card for your contact.

See also:

Options
Address Analysis
Create a lead
Task record
Email
Duplicates checking
 

Home > Scan IT for SugarCRM configuration > Task record

Task record
You can create a task for your record when saving scanned data if an option 'Create task
for new record in Sugar' is enabled in Configuration. The following window will pop up for
an activity creation:



Here you can create an activity for task, meeting or call. You  will also need to specify a
subject, select start date, duration, reminder time, status and assign created activity. If
necessary additional details can be specified in 'Details' field.

Click 'Create' button to save an activity or 'Cancel' to skip an activity creation.

See also:

Options
Address Analysis
Create a lead
Note record
Email
Duplicates checking
 

Home > Scan IT for SugarCRM configuration > Email

Email 

In this section you can configure settings  for emails sending. 



 Name Description
Check this box to enable email sending for new records. If this
option is enabled an email will be sent to your new contact
whose business card  you scanned

Subject Specify subject for the outgoing email

CC Set an address if you would like a carbon copy to be emailed
here

BCC Set an address if you would like a blind carbon copy to be
emailed here

Attachment Select attachment here
Email body format Here you can select email body format: HTML, RTF or Text
Template Upload your template here
Outlook profile Specify your Outlook profile here
User Specify your Outlook user name here
Password Specify your Outlook password here

The following pop up window appears when saving a contact if 'Send email when creating
a contact' option is enabled:



In this window appear all settings specified in 'Email' section of Configuration for SugarCRM.
You can additionally add more details for email and preview it before sending. Email address
is taken from the email field after the business card scanning.

With the Report Designer you can create a template and send it to your contacts.

See also:

Options
Address Analysis
Create a lead
Note record
Task record
Duplicates checking
 

Home > Scan IT for SugarCRM configuration > Duplicates checking

Duplicates checking

When scanning a business card you can enable duplicates checking on the main mask , by

clicking  next to the field you would like to check for duplicates. This way the system will
check for duplicates and if a duplicate is detected the following window will appear, where
you can update existing record, create a new one or cancel:
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If the checkmark is grey  this means that duplicates checking for this field is disabled. To

enable it click on this checkmark to turn it green  .

See also:

Options
Address Analysis
Create a lead
Note record
Task record
Email



Options ACT! for Windows
configuration settings

Address Analysis Email Activity History Duplicates checking

 

Home > Scan IT for ACT! for Windows configuration

Scan IT for ACT! for Windows configuration

This section contains detailed information on Scan IT for ACT! for Windows configuration and
settings and features descriptions.

See also:

Welcome
Overview
Installation
Getting Started
Business Card Scanning and Basic Functions
How to send log files
System Tray Menu
Scan IT for ACT! for Web Configuration
Scan IT for SalesLogix configuration
Scan IT for Sage CRM configuration
Scan IT for SugarCRM configuration
About the report designer
Knowledge Base
 

Home > Scan IT for ACT! for Windows configuration > Options

Options

 

 

 

In the options menu you can define settings for your scanning process. These settings are
common for each CRM system.
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 Name Description

Kill CardScan process
The CardScan process will be killed automatically
before starting Scan IT. Scan IT and CardScan
Software cannot run concurrently

 

Here a period of data storing on your hard disk can
be defined. Specify here the number of days you
would like to store scanned data locally.

Save the image of the card The business card will be saved as image in an
image field in your CRM-system

Scan in colour The business card will be saved in colour

 

 

See also:

ACT! for Windows configuration settings
Address Analysis
Email
Activity
History
Duplicates checking
 

Home > Scan IT for ACT! for Windows configuration > ACT! for Windows configuration settings

ACT! for Windows configuration settings

The following settings will allow you to configure connection between the Scan IT addon and
your ACT! database:

 Name Description



ACT! Database Select here the database you would like to save the
scanned data to

ACT! User

            
Specify here your database user name

Password Specify here your database password if any
Click this button to check if you specified correct login
details

History Check this box if you would like a History to be
created when saving your card data

Activity Check this box if you would like an activity to be
created when saving your card data

 Click this button to export lists from the ACT!
database needed for History and Activity creation

The following section will allow you to add additional fields while scanning your business
card:

Name Description
Click this button to load your fields from the ACT!
database, they will appear in the 'Field for
Additional' drop down list

Field for 'Additional'  Select from the drop down list ACT! field where you
would like to write information from 'Additional' field
of your main Scan IT mask

Field: Front page  Select ACT! field for Front page image
Field: Rear page   Select ACT! field for Rear page image
 Definition OCR and CRM-Fieldrelation  Click this button to open the list of fields where

scanned data is written to and ACT! fields. On the
opened form you will be able to map fields where you
would like to write scanned data to.

See also:

Options
Address Analysis
Email
Activity
History



Duplicates checking
 

Home > Scan IT for ACT! for Windows configuration > Address Analysis

Address Analysis

 



Online checking - check the address online. Online checking will check website address
and email address and if the country or country code are not available will use the
website IP or domain name to identify the country. Email addresses with free email
services like Gmail or Yahoo will not be checked. 
Postcode on the right/left check - check the if the postcode is left or right. Postcode is
parsed for country data. The country is identified by post code or zip code. 
Convert the Postal Code according to ISO standards - letter code will be removed from
the Postal Code according to the latest ISO standards, only digital code will be
displayed in your database if this option is checked.
Select Phone zone for your contacts, this way the system will update phone numbers
automatically with area code if necessary.

See also:

Options
ACT! for Windows configuration settings
Email
Activity
History
Duplicates checking
 

Home > Scan IT for ACT! for Windows configuration > Email

See Email
 

In this section you can configure settings  for emails sending. 

 Name Description



Check this box to enable email sending for new records. If this
option is enabled an email will be sent to your new contact
whose business card you scanned

Subject Specify subject for the outgoing email

CC Set an address if you would like a carbon copy to be emailed
here

BCC Set an address if you would like a blind carbon copy to be
emailed

Attachment Select attachment here
Email body format Here you can select email body format: HTML, RTF or Text
Template Upload your template here
Outlook profile Specify your Outlook profile here
User Specify your Outlook user name here
Password Specify your Outlook password here

The following pop up window appears when saving a contact if 'Send email when creating
a contact' option is enabled:

In this window appear all settings specified in 'Email' section of Configuration for SugarCRM.
You can additionally add more details for email and preview it before sending. Email address
is taken from the email field after the business card scanning.

With the Report Designer you can create a template and send it to your contacts.

See also:

Options
ACT! for Windows configuration settings
Address Analysis
Activity
History
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Duplicates checking
 

Home > Scan IT for ACT! for Windows configuration > Activity

Activity

You can create an Activity record right after saving or uploading your card data. The
following window appears when you click 'Save' button:

Function Explanation
Type Select an Activity type from the drop down list
Contact Name of the Contact from the Business Card

Date and time of the Activity

Duration Duration of the Activity
Plan Start Date Select here the predefined period for  your Activity
Records Managers Select a record manager from the drop down list
Priority Specify here priority for your Activity:

Set Reminder
Specify here the reminder time: how many minutes
before the Activity start time you would like to get



a reminder
Subject Specify here your Activity subject
Details Provide here your Activity details

Private    
Check this box if you would like this Activity to be
private
Click 'Save' button to save your Activity

 
Click 'Close' button to close your Activity without
saving it

You can enable Activity record creation in the Configuration Wizard or in
the Configuration tab in ACT! for Windows --> Connection:

See also:

Options
ACT! for Windows configuration settings
Address Analysis
Email
History
Duplicates checking

 

Home > Scan IT for ACT! for Windows configuration > History

History

You can create a History record right after saving or uploading your card data. The following
window appears when you click 'Save' button:



Function Explanation

Type

Select History type from the
drop down list

Contact Name of the Contact from the
Business Card
Date and time of the History 

Duration Duration of the History

Records Managers Select a record manager from
the drop down list

Results

Select Result for your History
type here. Each type has its
own drop down selection of
results:

Subject Specify here your History
subject



Details Provide here your History
details

Private    
Check this box if you would
like this History to be private
Click 'Save' button to save
your History
Click 'Close' button to close
your History without saving it

You can enable History record creation in the Configuration Wizard or in
the Configuration tab in ACT! for Windows --> Connection:

See also:

Options
ACT! for Windows configuration settings
Address Analysis
Email
Activity
Duplicates checking
 

Home > Scan IT for ACT! for Windows configuration > Duplicates checking

Duplicates checking

When scanning a business card you can enable duplicates checking on the main mask , by

clicking  next to the field you would like to check for duplicates. This way the system will
check for duplicates and if a duplicate is detected the following window will appear, where
you can update existing record, create a new one or cancel:



If the checkmark is grey  this means that duplicates checking for this field is disabled. To

enable it click on this checkmark to turn it green  .

See also:

Options
ACT! for Windows configuration settings
Address Analysis
Email
Activity
History



 
Home > About the report designer

CRMADDON's Online Help 

Report Designer is a similar to ACT! report designer tool. It allows you to generate reports
and create your own report templates. It is built in Table IT, Dial IT, Service IT and Scan IT
addons. With Report Wizard you can create templates and send them by email to your
contacts. 

Report Wizard gives you an opportunity to create a report template, select which variables
will be added to it. Report Designer will help you to add content to this template about your
service making the report more user friendly.

Later those reports can be sent by email to your contacts and leads improving your sales
and saving your time for creating follow ups for each particular case. 

Welcome
Overview
Business Card Scanning and Basic Functions
Installation
Getting Started
Scanning a Business Card
System Tray Menu
Scan IT for SalesLogix configuration
System Requirements
Start Scan IT

 

Home > About the report designer > Report Wizard

Report Wizard

Standard Report

With Report Wizard you can create a report template, please click  button to open
your report wizard. This wizard will help you  to select the information you would like to
display in your report and set needed layout.

 

Select whether you want to
create a Standard Report or a
Label Report.
Then click on .

 

Define the columns which
shall be shown in your report.
By clicking on   the defined
columns will be selected for
your report, if you click on  all
columns will be selected for
the report.
Afterwards click on  to get to
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the next step.

 

If you want to group by
specific columns you can
define these columns here. 
Afterwards please click on .

 

Define the layout of your
report and click on .

 Define a style for the font and
click on .

 Give your report a name and
click on  to end the wizard.

Then Report Designer will open:

http://helpnew.crmaddon.com/HelpConsole2010/Dial_IT_US/page.aspx?pageid=report_generator


See also:

Report Designer
 

Home > About the report designer > Report Designer

Report Designer

Report designer allows you to make needed design for your report template, add
images, text, links, etc. After making a report template with Report Wizard you will
need to use Report Designer to make it more user friendly. Simple template made with
Report Wizard will contain only fields' details that were selected for the report. The
Report Designer will help you to add there other content describing your services or the
purpose of this report.

 The following example shows how to create a report template with Report Designer tool.
 

1. Using Report Wizard choose Standard Report.
2.Columns to display in our report will be: Contact, Department, Title and Company.
3. Let's make Contact column to be as a group level.
4.In the next window we will choose Outline 1 as a layout and Landscape as orientation.
5.Style for our report will be Bold.
6.The title for our report will be "Dial IT professional".
If you change your mind about names of fields, slyles e.t.c., you can change them in Report
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Designer easily.As a result you will see this window of report designer. Callouts point to
important areas.

You can preview you report by clicking HTML View or Preview icons.

Let's come back to our report designer by clicking on the Designer button.We will add
our template body to the field right after the area with Company, Department and Title
data. In our template the name of this fied is "DetailBand1".



Every template consists of different blocks with text, images, diagrams. All blocks in Report
Designer may be easilymoved within template from one place to another. With the help of
your mouse you can change the size of the blocks. You can write text to the block and
change font name, font size, font style, font color and alignment with the help of these
icons in the top menu:  
As a sample let's click on two Contact fields in DroupHeaderBand1 at the top of our
template and move it down to DetailBand1. In the first field let's change the text from
"Contact" to "Dear". Let's also make second field wider and change font style.

  ==> 
 

 

If you click on any block in Report Designer to activate it, you will see this small icon
 at the top right corner. By clicking on this icon you will open menu of the block. The
content of the menu depends on icon type. The main functions are:

1.Establish linkage between block and ACT! data. For example when you send one
template to different ACT! contacts, Report Designer will put correct name of current
contact, his contact details or history data.
2.You can download data to the block (e.g. picture or text in .rtf or .txt format).



As a sample let's change contact name "Chris Huffman" to Salutation, so the text will be
"Dear Chris". For this you should press  icon and choose Salutation in Data Binding field.

You can create blocks by selecting icons on Standard Controls panel (on the left) and
moving them to the template body.
As a sample let's create a text for Dial IT Professional presentation. You can do it with the
help of Lable icon or Rich Text icon.
You can write the text or paste it. You can take text from ACT! database or download a file.
Lable icon allows you to apply text formatting for the text. However you cannot edit the
part of the text block because font style will be the same withing one block.
Rich Text icon allows you to put it's own font name, font size, font style, font color and
alignment for every sentense or for every word. Here you can also download text in rtf or txt
formats.
In our sample we need Rich Text icon. So we move it to the template with mouse and paste
the text. For the first sentence we will choose different text style.

Then we may move our text block to the right side of the template and download picture to
the left side.

IMPORTANT: To be sure that the images are visible on the customer's side please
download all images to FTP server and use Image URL Links, e.g.: www.addons-for-
act.de/Images/boxes/dialit.png
 

Usually you need to write the names of the pictures in small letters and without spaces: 

Below the picture let's put URL link to Dial IT manual.

http://www.addons-for-act.de/Images/boxes/dialit.png


Finally our report is ready.

See also:

Report Wizard
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