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QUICK REFERENCE

SE Version for Windows and Macintosh

Welcome

CardScan SE is an electronic address book which
you can use with a scanner to read, store, and
organize information from business cards. You
can use CardScan to:

= Scan cards one right after another.

= View, edit, and enter notes for each card.

= Print contact lists and mailing labels.

= Export and import contact information.

« Copy information like names and addresses
to word processing documents or other files.
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Scanning cards

You must scan and process your business cards
before you can work with them in CardScan. See
your Scanner Setup and Operation card or the
CardScan on-line Help file for information on
scanning and processing cards.

Editing cards

When CardScan has finished processing cards,
you see the Edit view for the first card.

Use the Edit view to make any necessary
changes to the card information, then click
Verified to indicate that the card has been
checked for accuracy.

Smart Zoom

Click any text to zoom
in on that text on the
card image.

Click the heading to
select the whole entry.

Name Richard .J. Palmer
Title ¥ice President, Maiketing
Company USA Phone One. Inc.

One Massachusetts Avenue
Addess  Boston, MA 02111
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Ore Mazsachusells A ue
Bosten, MA O2:11
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Faw: 161735551070

Click here to see all hidden
text for the card.

Verifying Card Information
Click the Verified box when Click here to see
you are satisfied that the hidden text in a
information is correct. field.

Editing commands

CardScan uses standard Windows and Macintosh
editing commands. Below are some ways to
change information:

To Do this

Insert text Place the cursor where you want to
inserttext, and type the textyouwant

to add.

Select the information you want to
replace, and type the new text over it.

Replace text

Copy/cut or  Select text, and use the standard

paste text Cut, Copy and Paste commands.

Delete text Use the Delete or Backspace key, or
the Clear command.

Undo an edit  Use the Undo command to reverse

the last editing task you performed.




Viewing all cards

Click All to view a list of all cards in your
CardScan address file.

List view
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Sorting Searching

To search for information,
click in the QuickSearch
box then start typing. As
you type, CardScan starts
locating cards that match
the search text.

To sort the list by
name or company,
click the heading you
want to sort by.

The List view is the master list of all the cards in
a CardScan address file. When you start
CardScan manually, the List view is displayed.

Viewing card details

To view or edit a card from the List view, double-

click the card you want to view.

— | Edit view

Use this view to
edit information on

Mame Richard J. Palmer
Title Vice President. Marketing
Company USA Phone One. Inc_

One Massachusetts Avenue
A5 Boston, MA 02111

Fhore  [617) 555-1000 3| the card.
Fax [617) 5551010
Other  USA
Ml Evedied [ [3]
] 8 | image view
i Click the left

ithard ). Palmer
Wi Presithent, Me ketivg

USA PHONE ONE

UsA Thoie One, Irz.

O Massaclusells A e
Bston, MA 02i11

Phone: 1617 555 1060

Faw: 161735551070

mouse button to
zoom in on part of
the card.

Click the right
mouse button to
return to the
normal Image view.

Summary view

Select Summary from the
View menu to see card
details in a compact format.

Adding notes to a card
1. Click the Notes button from the Image view.

woor B [wee B Click

Requested product infarmation here to

Trade show 2/16/54] return
to the
Image
view.

Searching Notes
You can use CardScan’s QuickSearch feature
to find all cards with a specific note.

2. Type the note.
3. Click Image to return to the Image view.

Adding cards without scanning

Use this option to add data for a new card
manually, rather than by scanning a card.

1. Choose New from the Card menu,

or click the New Card icon.
2. Type the information for the

E4

new card.

1. From the List view, select the card or cards
you want to delete.
menu, or click the Delete icon.
3. Click OK.
as the image for the selected card(s).
You can also choose Delete while viewing a

Deleting cards
2. Choose Delete from the Card

CardScan deletes all card information as well
specific card to delete that card.

Saving your address file

If you are working with a new address file, you
will need to give it a name when you exit
CardScan.

1. Windows: After you have finished working
with a file, choose Exit from the File menu.

Macintosh: After you have finished working
with a file, choose Quit from the File menu.

2. If you are working on a new CardScan file,
click Save, and type a name for the file.

3. Click OK.



Formatting and printing

You can print all the cards or a selection of cards
in a number of formats, including address books,
telephone books, and address labels.

Address book

Printing card information

Before printing, choose the format and page

layout you want to use.

1. If you are using Windows, choose Page Setup
from the File menu.

If you are using a Mac, choose Print Layout
from the File menu.

Choose &
format.
-~
Page layout:
DayRunner Entrepreneur m.
DayRunner Running Mate - Choose a
w10 page layout.

Franklin Day Planner 5% x 8% in
Full Page [Landscape])
Full Page pe. 2-up

2. Choose one of the formats and one of the
page layouts, then click OK.

3. Choose Preview from the File menu to check
the appearance of the page before you print.

Exporting card information
Use these steps to export card information to an
application for which an export template exists.

1. Open the CardScan address file you want to
export from. If you want to export only a few
cards, select them in the List view.

2. Choose Export from the File menu.

Export:
‘ All cards

Export to:

‘ c:\cardscan\cards.ba

Format output as:

Export:

Shal| [A11 cards

Format output as:

ACT!

All Infor mation
CardScan

Claris Organizer
Common Information
Day-Timer
FastPace

MacWrite Pro
Microsoft Word 6.0

Windows export Macintosh
templates are listed templates are
here. listed here.

3. Choose:
All cards to export the entire address file.
All cards in list to export just the cards
currently showing in the List view.
Selected cards to export just cards currently
highlighted in the List view.

4. If you are using Windows type a name for the
text file.

5. Choose the template you want to use, and
click Export.

6. If you are using a Macintosh, enter a name
for the text file and click Save.
CardScan writes the data to the text file.

7. Open the other application and follow the
instructions in its documentation to import
the text file.



Transferring cards to a
contact manager

(available with the full version of CardScan)

You can copy information from CardScan to any
supported contact manager. (See the CardScan
User’s Guide, on-line Help, or your ReadMe file for
a list of supported contact managers.)

1. Start the contact manager, and open the file
to which you want to transfer the cards.

2. If you want to transfer specific cards,
highlight the cards in CardScan’s List view.

3. Choose Transfer from the File menu. You see
the Transfer dialog box.

— Choose
Tmfd | [ o )| which
cards A
cards to
Transfer to: transfer
AT =
Mow Contact 3.5 ]
TouchBase™ Pro
=| Transfer
Transfer:
| All cards |£|
C. |
Transfer to:
1st ACTI 1.1 +
e
ACT! 2.0
Commence 2.0
Crossties 2.0
Ecco 2.0
GoldMine 2.5
Maximizer 1.2 hd

Windows contact
managers are listed
here.

Mac contact managers
are listed here.

4. Choose:
All cards to transfer the entire address file.

All cards in list to transfer just the cards
currently showing in the List view.

Selected cards to transfer just the cards
currently highlighted in the List view.

5. Select the contact manager application you
want to transfer cards to.

6. Click OK.

Dialing
(available with the full version of CardScan)

If you have a Hayes-compatible modem, you can
use CardScan to dial telephone
numbers.

1. Click the Dial icon, or choose
Dial from the Card menu.

Ty

If you need to dial a

=| CardScan Autodialer

o Famr prefix (for example, 9)
it A to get an outside line,
wabe— | click the Outside line
[i617) 555-1000 box, and type the
Fox (817) 5501010 - prefix.
+

Enter the local area
code so that CardScan
skips the area code for

Local area code:
Housidetine: [ ]

Oeesngeed | |#]
local calls.
Dial I Close I Help I

2. Choose the number from the list, or type the
number you want to dial.

3. Click Dial to make the call. The Dial button
changes to Hangup.

4. When the other party answers the phone, lift
your handset, then click Hangup to
disconnect the modem.

For more information

Refer to these other sources for more information
on using CardScan:
The CardScan User’s Guide

This book contains a complete description of
CardScan and how to use it.

Scanner Setup and Operation card

This fold-out card provides instructions on how to
set up and use your scanner.

On-line Help

CardScan includes complete on-line Help with
instructions for using the software and your
scanner.

Click the Help icon or choose Contents from the
Help menu to see a list of Help topics.

ReadMe File

The most up-to-date information about CardScan,
including lists of supported contact managers
and known bugs, is contained in this file.



CardScan Tools and Shortcuts
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* Available with the full version of CardScan.

To

Do This

Scan a card.

Create a new card by typing
rather than scanning.

Delete a selected card.

Dial a phone number.*

Copy a card to the clipboard for
use in another application.*

Use CardScan’s Help.

Click the Scan icon.

Click the New Card icon.

Click the Delete icon.

Click the Dial icon.

Click the QuickCopy icon.

Click the Help icon.

To

Do This

Display the entire list.

Switch to the List view from the
current card view.

Sort the list by name, company,
or whether verified.

View cards starting with a
certain letter.

Find cards with specific text.

Page through the cards one
at a time.

See all hidden text (text that does
not fit on a single line) in the Edit
view.

See hidden text for an entry in
the Edit view.

Switch to Notes view for a card
from image view.

Switch to image view of a card
from the Notes view.

Click All.

Press Esc or click in the QuickSearch
box.

Click the column heading you want to
sort by.

Click a letter on the alphabet bar.

Type the text in the QuickSearch box.

Click the up or down arrows or press the
Page Up or Page Down keys.

Click the All Hidden Text indicator.

Click the Hidden Text indicator.

Click the Notes button.

Click the Image button.

Copyright [0, 1993-1996 by Corex Technologies Corp. All rights

reserved worldwide. CardScan is a registered trademark of Corex
Technologies Corp. Apple and Macintosh are registered trademarks of
Apple Computer, Inc. Windows is a trademark of Microsoft Corp.
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Introducing CardScan

Note: CardScan is
continually adding to its
list of supported
applications. Appendix B
lists the programs

supported in this version.

CardScan is an electronic address book which you can use
with a scanner to read, store, and organize information from
business cards. Y ou can use CardScan to:

* View, search, sort, and edit card information, and enter
notes for each card.

» Transfer cards directly to contact managers like ACT!,
ECCO, and Maximizer.

» Copy card information like names and addresses to word
processing documents or other files.

» Export your address list for use with other software.
» Dial telephone numbers.
» Print address books and mailing labels.

How does CardScan work?

To process business cards, CardScan savesthe scanned image
of the card and usesits built-in Optical Character Recognition
(OCR) software to translate the image to text. It then
organizesthetext into fields such asname, title, company, and
phone number and saves this information as an address list
that you can view, sort, and search using the QuickSearch
feature. Y ou can aso edit individual cards, and print address
lists and labels.

CardScan makesit easy for you to use the card information
with other applications. It uses Dynamic Data Exchange
(DDE — aWindows protocol for exchanging information) to
allow you to use CardScan directly with many contact
managers. CardScan also provides import/export facilities,
and extended clipboard support to alow you to transfer card
information to almost any application.

Working with other applications

CardScan provides the following capabilities for working
with other applications.

* TheCardScan Toolbox
L ets you scan and view cards directly from within many
contact managers.

e CardScan’s predefined import/export templates
Make it easy to exchange address list information with
other supported applications.



Note: To find out how to
get technical support, see
your Quick Reference
card.

Note: If you received
CardScan with a scanner,
you also received a Quick
Reference card for that
scanner. Otherwise, you
received a Scanner Setup
booklet.

CardScan’sImport and Export commands

L et you create your own templates for exchanging address
list information with any application that can work with
an ASCI| text file.

CardScan’s extended clipboard support

Letsyou copy card information to the clipboard, and paste
it into word processing documents or other files.

Learning more about CardScan

After following the steps on page 3 to install CardScan, you
can learn more about using it in the following ways.

To get started right away:

Try the Quick Sart Tutorial beginning on page 6 for a
brief lesson on how to scan cards and how to work with
the address list.

To see mor e about CardScan beforeyou start:

Read the Overview that starts on page 8, then follow the
steps on page 11 to start scanning cards.

To find out how to use CardScan with your scanner:
Read the Quick Reference card or your Scanner Setup
booklet, then follow the steps on page 11.

To seean on-linedescription of CardScan’sfeatures:
Double-click the CardScan Tour icon in the CardScan
program group.

Touseon-lineHelp:

PressF1, or choose Contentsfromthe Help menuto seea
list of Help topics.



Installing CardScan

Note: To use CardScan’s
Autodial feature, you need
a Hayes-compatible
modem.

Note: If you are using the
B drive, type b:setup.

Follow the stepson thispageto install CardScan, then read the
Overview that starts on page 8, or go through the Quick Sart
Tutorial beginning on page 6 for an introduction to
CardScan’ s features.

Before you begin

Before you install CardScan, check to see that you have the
required hardware and software, and that your scanner is
properly installed.

Check system requirements
* An 80386 PC or higher

*  Windows 3.1 or higher

» 8 megabytes of RAM

» 5 megabytes of free hard disk space
* A Hayes-compatible modem, if you want to use
CardScan’s Autodial feature

Set up your scanner

Beforeyou install CardScan, your scanner must be connected
to your computer. Read the CardScan Read Me file and the
CardScan Scanner Setup booklet or your Quick Reference
card for information about setting up and using your scanner
with CardScan.

To install CardScan
Follow these steps to install CardScan.
1. Start Windows and insert CardScan Disk 1.

2. From the Program Manager, choose Run from the
File menu.

3. Typea:setup and click OK.

The setup program displays a welcome screen, then a
registration screen.

4. Fill in the registration screen with your name and your
company name, then click Continue.



Select the options that
apply to your scanner.

Y ou see the Installation Options dialog box.

If you have a PaperPort

[ cardScan Help

2| LCardScan Program

= Custom Installation
[ Install to:
C:ACARDSCANA
rl Options:

2935KB
1250KB

& Dedicated Busi

scanner and this option
is not on, exit Setup and
check that the
PaperPort software is
properly installed and
configured.

Note: If you want to install
additional files later, you can
re-run Setup.

& visi

[ caere OmniScan Scanner

PaperPort Scanner

Card 5 181KB
57KB

142KB

Installation Drive:

Space Required:
Space Available:

C:  Windows Drive: C:

4508KB 245KB
24474KB 24474KB

Space Required:
Space Available:

I Install I

| Exit | | Help ]

5. Select the options that apply to your configuration, then

click Install.

Installation Options
Thistable lists the files that are installed with each option.

Option

Installs these files

CardScan Program

CardScan Help

Dedicated Business
Card Scanner

Caere Omniscan
Scanner

Visioneer PaperPort
Scanner

CardScan program, libraries and
supporting files. Includes everything
needed to use CardScan with a TWAIN-
compliant scanner.

CardScan Help file. Turn off this option if
you are an experienced CardScan user and
wish to conserve disk space.

Files needed to use CardScan with a
dedicated business card scanner. If you
don’t have a card scanner, turn off this
option.

Files needed to use CardScan with the
OmniScan hand-held scanner from Caere
Corporation.

You must install the OmniScan hardware
and software before you install CardScan.

Files needed to use CardScan with the
PaperPort scanner and software from
Visioneer Communications Inc.

You must install and configure the

PaperPort software before you install
CardScan.




The CardScan
program icon

The CardScan

\

The CardScan program group

A program group called CardScan is created with the
CardScan application inside.

The Read Me file has
the most up-to-date
information about
CardScan.

| CardScan

% & L0

CardScan CardScan Card5Scan

Toolbox icon

@
Card5
The CardScan / Heln o

Help file

CardScan E
Toolbox =

=

CardScan Tools

Scan
Start scanning cards.

New Card

Create a card by typing
rather than by scanning.

Delete

Delete a card.

Dial

Dial a number on the
card.

Copy to Clipboard

Copy card information to
the clipboard for use in

other software.

Help
Use CardScan’s Help.

Look here for helpful

information while you are

using CardScan.

Toolbox Read Me

2

The CardScan Tour
gives you a quick
overview of
CardScan’s features.

CardScan

The CardScan Toolbox

The CardScan Toolbox is a mini-program that provides an
easy way to use CardScan from within other programs, such
asACT!, PackRat, and Commence. Y ou can use the Toolbox
to scan cards directly into supported contact managers, and to
display cards from within another program.

Starting CardScan
To start CardScan, double-click the CardScan icon.

The first time you start CardScan, you see this CardScan
window.
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Quick Start Tutorial

These two pages provide a brief introduction to the basics of
scanning cards and creating a CardScan addresslist. Y ou can
start learning about CardScan here, then use the rest of the
book to answer any questions you may have.

1. Get ready.
Collect the cards you 2 CardScan - Untitled M=

-
want to scan. For this Fie Edit Sot Cad Wiew Help
tUtOrial, Start Wlth All & 8 £ 8 ¥ F &4 ®H b of E LB OB DR GBS Y OB Y OWEY 2

5to 10 CardS. @ I%]J Quick 5 h: |
I

Make sure your scanner
is connected to your

computer, and that it is
Start CardScan.

Yersion 2.11

2. Scan the cards.
Refer to the Scanner
Setup booklet or Quick
Reference card for
detailed instructions on
how to scan cards with COREX
your scanner. Follow
these steps if you have a TECHNOLOGIES
business card scanner.

Position the card in the
scanner. If you've
configured CardScan to |
detect cards
automatically, CardScan
begins scanning
immediately. Otherwise,
click the Scan icon.

After the card has been
scanned, you see a
message prompting you

Mon, May 27, 3:58 am

Processing the cards

Depending on how many cards you scanned, it takes from
a few seconds to a few minutes to process the cards.

to scan another card. To process cards, CardScan reads information from the
Place the next card in the  card images and organizes it into fields such as name,
scanner. title, company, and phone number. In addition, CardScan

Repeat for each card. saves an image of the card.

3. Process the cards. When CardScan has finished processing cards, you see
When you have finished the edit view of the first card you scanned.

scanning cards, click OK
or No to process the
cards immediately.



4. Edit and verify a card.
Check the information on the
card, and edit any text you
want to change.

Click the Verified box when
you are satisfied that the
information is correct.

You can defer verifying until
you need to use the
information, for example, to
print.

5. Add notes to a card.
Click the Notes button to add

optional information to a card.

6. Repeat for each card.
Click the up and down
arrows, or use the Page Up
and Page Down keys to move
to the next card.

7. View all the cards in the
address list.

Click All.

8. View or Edit the CardScan
List.
The question marks to the left
of the names indicate that
these cards have not been
verified.

From the list view, double-
click an entry to view or edit
card information.

9. Exit CardScan.
Choose Exit from the File
menu. If CardScan prompts
you to save your changes,
type a name for the new
address list file and click
Save.

The next time you use

CardScan, it will open this list.

Name Richard J. Palmer

Title: ¥ice President, Marketing

Compary USA Phone One. Inc.

One Massachusetts Avenue

AAHES  Boston, MA 02111

Phone  [617) 555-1000 é

Fax [617] 5551010

Other UsA

[#][¢] 0l Evedfed [ =]
Richard J. Palmer
Vide Presitlenl, Merketirg

USA@PHONE ONE

wza rhone One, I,

One Massachusells, Avas oe
Boston, MA D211

Phone: 1617} 555 10L0

Fax: 161753510700

(3]

Richard J. Palmer

Wice President, Marketing
USA Phone One. Inc.
One Massachusetts Avenue
Boston, MA 02111

To change any of the
information for a card, just
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Alaskan Rubber, Inc.
TuzcanWines
Hunting Alazka
Mepal Trust

Bend Climbing 'Walls
Ruriners Unite

Bark Rubber Stamps
Holloywood Praductions
MEM Paitners

Bromley Enterprises
Mates Consulting, Inc.
Crazy Kayaks

US4 Phone One, Inc.
United 'way
Schlumberger, Ltd
Atlantic Insurance
Fiepair-lt

Norwich Films

American Alpine Club
Production Associates
Wwestern Diug

# Tom Douglas
Ricardo de Filippi
Fred Harbizon
Edmund Hillany
Todd Hoffrar
b ary Jones
Stephanie Lee
Frig Lindquist

Martha b akin
F.en Manthame
Hape Milzson
Richard J. Palmer
Joan Pendergast
2 Giabe Schiumber...
Eleanor Strong
Chris Ulm
Jennifer wiliams
Jedwiliarson
Febecca Wwiight
James Ziobro

m E ¢ Name Company
L— Lucy Amington Charlemont Associates  413-553-5634
é‘:jl (o] Brad Boggie ‘wWay Out'wood Designs  213-567-2446
> Laura Chery Atlantic Monthly E17-445-6766

05-632-3546

407-343-2343
213-443-4567
213-956-6321
207-245-2345
413-863-2333
E17-434-6354
E17-235-6532
£17-555-1000
212-343-5345
212-423-5345
517-434-3453
207-343-6756
802-345-3454
212-343-6787
804-334-3677
213-534-3354

Mo, Map 27, 9:55 am

What next?

Now that you’ve started your address list, feel free to
experiment with CardScan’s other powerful features
like exporting and auto-dialing.



Overview

Click a letter to narrow the
list to card entries starting
with that letter. Click All to
view all the cards in the
address list.

Searching

To search for any
information from any card,
click in the QuickSearch
box, then start typing the
text you want to search
for. As you type, CardScan
starts locating cards that
match the search text.

Sorting

To sort the list by name or
company, click the heading
you want to sort by. Click
the ? column heading to
sort the cards by date, with
any unverified cards listed
first.

To get familiar with CardScan’ sfeatures, spend afew minutes
looking through the next few pages. Then, when you start
scanning cards to create your own address list, you will have
agood idea of how to get the most out of CardScan.

CardScan has two views:

* Thelist view shows the name, company, and telephone
number for all your cards.

» Thecard viewisadetailed view of all theinformation on
each card.

The list view

Thelist view isthe master list of cardsin aCardScan database.
Asyou scan cards, CardScan adds them to the master list.
When you start CardScan, the list view is displayed.
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Chriz Ulm Repair-|t 207-343-6786
Jennifer Williams — Monwich Films 802-345-3454
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Jamesz Ziobro ‘western Drug 213-534-3354

| Mon, May 27, 3:55 am

Viewing card details

To switch to the card view, in which you can view or edit a
card, double-click the card you want to view.



Edit view

Click the right mouse
button anywhere on the
card summary to see the
edit view. Use this view to
edit the information on the
card.

To page through the /

cards, click the up and
down arrows.

Smart zoom

When you click any text in
the edit view, CardScan
zooms in on that text on
the card image.

Summary view

This view displays the
information from the card
in a summary format. It
also includes the date the
card was created or last
modified.

The card view
The card view provides several waysto view card details.

M ame Richard J. Palmer
Title Y¥ice President. Marketing
Company USA Phone One, Inc.

One Massachusetts Avenue
Addess  Boston, MA 02111

FPhane [617] 555-1000 3
Fax [617] 555-101D
Other USA
L[] [#] & Verified [3]4 To view all hidden
_ text, click here.

Richard . Palrer
Wick Presiilenl, Maikelirg

(£ )PHONEONE

UsA Phone One, Ire.

O Massachuzells Aveoue
Beston, MA D211

Phone: 1617 555 1000

Fax: 161725551010

#g

Image view
When you scan a card, CardScan saves an image of the card.

Click the left mouse button to zoom in for a closer view of any
part of the card.

Click the right mouse button to return to the normal image view.

USA

Richard J. Palmer

— Yice President, Marketing
USA Phone One. Inc.
One Massachuzetts Avenue
Boston, Ma 02111

Tel (617) 5551000
Fax (617) 5551010

Created: Jun 23,133 +—— CardScan records
0| X Vesified I the date the card was
e created or last
e modified.

Requested product information|

Notes view

To add information for a card, click the Notes button and type
any additional information.

Notes provide an easy way for you to add information for
categorizing cards that you may want to search for as a group.

Click the Image button to return to the image view of the card.
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CardScan tools and shortcuts
The table below shows CardScan’ s tools and shortcuts.

To

Do This

Tools Scan a card.

Delete a selected card.

Dial a phone number.

Create a new card by typing
rather than scanning.

Use CardScan’s Help.

Copy a card to the clipboard
for use in another

i3 =2 | B & @

Click the Scan icon
(or press CTRL-S).

Click the Delete icon
(or press CTRL-Delete).

Click the Dial icon
(or press CTRL-D).

Click the New Card icon
(or press CTRL-Insert).

Click the Help icon
(or press F1).

Click the QuickCopy icon.

application.
To Do This
Shortcuts Display the entire list. Click All.

Sort the list by name,
Name company, or whether verified.

View cards starting with a

A B < % Cortain letter.

Quick Search:  Find cards with specific text.

IE Ii‘ Page through the cards one
at a time.

See all hidden text (text that
El does not fit on a single line)
in the edit view.

See hidden text for an entry
3 in the edit view.

Switch to notes view for a
S card from image view.
m Switch to image view of a

- card from notes view.

Click the column heading you
want to sort by.

Click a letter on the alphabet bar.

Type the text in the QuickSearch
box.

Click the up or down arrows or
press the Page Up or Page Down
keys.

Click the All Hidden Text
indicator.

Click the Hidden Text indicator.

Click the Notes button
(or press CTRL-N).

Click the Image button
(or press CTRL-I).




Scanning Cards

Note: With CardScan you If you have spent a few minutes getting familiar with how
can scan cards one right CardScan works, you are now ready to start scanning in
after another. With many business cards to create your own address list.

scanners, you can scan . .
up to eight cards at a time CardScan operates with many different types of scanners.

using CardScan’s Follow the instructions for the type of scanner you are using.
scanning template.

To scan cards with a business card scanner

Follow these instructions if you are using a business card
scanner connected to the parallel port, and the Detect Cards
Automatically option in Scan Preferencesis clicked on.

1. Make sure your scanner isinstalled and turned on.

2. Start CardScan.

3. Position the business card properly for your scanner.

If you're not sure how to use your scanner or how to
position a card, read your Quick Reference card.

4. CardScan automatically detects the card and starts
scanning.

Y ou can scan cards continuously, feeding them one after
another into the scanner. As CardScan finishes scanning a
card, you see amessage similar to the following:

Click Close to stop scanning CardScan

t_::ards and save the scanned There are three saved images.

|mage(S). You can process Insert another card, or choose OK to
. hem now.

the cards later by choosing process ¢

Process Cards from the Card

menu.

5. To scan another card, place the card in the scanner.
6. Repeat for all the cards you want to scan.

7. When you have finished scanning cards, click OK to
begin processing the cards you scanned immediately.

Click Close to delay processing the cards until alater
time.

11



Note: Each business card
must be scanned as a
separate document.

CardScan

&

Note: For instructions
specific to your scanner,
refer to the Quick
Reference card or the
Scanner Setup booklet.
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To scan cards with a Visioneer PaperPort scanner

Follow theseinstructions only if you are using CardScan with
a PaperPort scanner.

1.
2.

Make sure your scanner isinstalled and plugged in.
Insert the business card face up into the scanner.

If you' re not sure how to use your scanner or how to
position a card, read your Quick Reference card.

The scanner will detect the card automatically, scan it,
and display an image of the card in the PaperPort window.

To scan another card, place the card in the scanner.
Repeat for all the cards you want to scan.

Drag the card image(s) to the CardScan icon at the bottom
of the PaperPort window or choose Send from the File
menu. In the Send dialog box, choose the CardScan link
and click OK. PaperPort sends the image(s) to CardScan
and CardScan begins processing the cards immediately.

To scan cards with any other scanner

Follow these instructions to scan business cards with any
scanner other than a business card scanner or a Visioneer
PaperPort, or if the Detect Cards Automatically optionin Scan
Preferencesis turned off.

1.
2.
3.

Make sure your scanner isinstalled and turned on.
Start CardScan.
Position the business card properly for your scanner.

If you' re not sure how to use your scanner or how to
position a card, read the CardScan Read Me file and the
Quick Reference card or the section about your scanner in
the Scanner Setup booklet.

Click the Scan icon or choose Scan from the Card menu
(Ctrl-S). CardScan starts scanning the card.

Depending on the scanner you are using, you can scan one
or more cards at atime.

As CardScan finishes scanning a card, you see a message
similar to the following:

=-| CardScan
There iz one saved image.
Scan another card?

No I Eancell

To scan another card, place the card in the scanner and
click Yes.



As CardScan processes

the cards, it shows:
Which card is being
processed

How many cards
remain to be processed

An image of the card
being processed

Which step CardScan is
currently executing

6. Repeat for all the cards you want to scan.

7. When you have finished scanning cards, click No to begin
processing the cards you scanned immediately.

Processing cards

Depending on how many cards you scanned, it takes from a
few seconds to afew minutesto process the cards. When
processing cards, CardScan reads information from the card
images and organizes it into fields such as name, title,
company, and phone number. In addition, CardScan saves an
image of each card.

= Process Cards

Processing card 1 of 3

Richard ), Paimer
Vice Preskdent, Marketing

usA (") PHONE ONE

sA Phone Dne, Inc

Cne Magsachusetts Avenue
Beston, MA 02111

Phone: ﬁ'l 535 1000

Fax: 17) 555 1010

Reading image ...

Y ou can stop processing at any time. Click Cancel to stop
processing cards and save the scanned image(s) of cards that
are not yet processed. Y ou can process the cards later by
choosing Process Car ds from the Card menu.

After processing the cards, CardScan displaysthe edit view of
thefirst card you scanned. Y ou can edit and verify the cards
right away, or you can do it later.

About optical character recognition

To process cards, CardScan uses Optical Character
Recognition (OCR) software to read information from the
cardsand organizeit into fields, such asname, title, company,
and phone number.

Because OCR technology is not perfect, it is not unusual to
find several small errorson acard. Usually the errors occur in
reading non-text information like logos and other graphics.

If you seealot of errorsfor acard, try scanning it again. You
may have positioned the card incorrectly in the scanner, or
there may have been mechanical difficulties with the scanner
on thefirst try.

13



Editing Cards

After processing cards, CardScan displaysthe edit view. You
can use the edit view to change any information on the card.

Click the heading to Marme Richard J. Palmer
select the whole Tile  Vice President, Marketing This symbol indicates
entry. — | Compary USA Phone One. Inc. hidden information.
Address One Massachusetts Avenue ; .
) Boston, MA 02111 Click it to see the
Click here to change [Phone  (617) 555-1000 : hidden information in
the phone number Fat  [617) 5551010 that field
label. O USA '
[¥][t] [ Eveified [ [2}+— Click here to see all
hidden text for the card.
Smart Zoom Changing text in the edit view
Click any text in the edit CardScan uses standard Windows editing commands. Below
view to zoom in on that are some way's to change information:

text on the card image.
To Do this
Place the cursor where you want to insert text,

Insert text and type the text you want to add.
Note: As you work, Replace text Select the information you want to replace,
CardScan automatically and type the new text over it.
savkes any changes you Copy/cut or Select text, and use the Windows Cut, Copy
make. paste text and Paste commands (Ctrl-X, Ctrl-C, or Ctrl-V).
Delete text Use the Delete or Backspace key, or the Clear
command.
Undo an edit Use Undo to reverse the last editing task you

performed (Ctrl-Z).

Drag and drop editing
Y ou can use drag and drop editing to move text.

1. Usethe mouse to highlight the text you want to move.

2. Hold the mouse button down while you drag the
highlighted text to the new location, then release the
mouse button.

14



CardScan saves phone
labels you type so that you
can select them from this
list.

Phone % 617-345-2365

When you move from one
field to the next, CardScan
automatically zooms in on
the part of the image that
text came from.

Note: Click the Verified
box when you have
checked the information
from the card.

Changing a phone label
1. Click the labdl to the left of the phone number.

2. Typethe new label or click on the drop-down arrow and
choose alabel from thelist that appears.

3. If youtypeinanew label, CardScan automatically adds it
to the list for you to use again.

Changing text to mixed upper and lower case

Often, text on business cards appearsin all uppercase |etters.
Y ou can change the text so that thefirst letter of eachword is
uppercase.

1. Select the text you want to change.

2. Choose Change Case from the Edit menu, or press
Ctrl-A.

Getting a closer view of the card image

Y ou can zoom in on part of the image to see the information
more clearly. There are several ways to zoom in:

b e @

To move the image,
click the left mouse
button until you can see
the part of the card you
want to view.

Richard J. Palmer
Vice President, Mark

Ml 1A I'™

» Click the left mouse button when the magnifying glass
cursor isover the card image.

» Double-click aword in the edit view to zoom in on that
areain theimage view.

 |f your computer monitor islarge enough, you can choose
Big Picture from the View menu to see the whole card
image in alarger window.

Verifying card information

When you have checked the card to make suretheinformation
iscorrect, click the Verified checkbox to indicate that the card
has been checked for accuracy. Cards that have not been
verified are shown with aquestion mark in thelist view.

When a card is unverified, CardScan does the following to
make it easy for you to check and correct card information:

15



Click the Image button
to return to the image
view.

Searching Notes

You can use CardScan’s
QuickSearch feature to
find all cards with a
specific note.

Hint: To quickly add the
same note to several
cards, type the note on
the first card. Select the
text and copy it to the
clipboard with the Copy
command. Paste the text
into the notes view of the
remaining cards.

16

» Automatically displays the edit view with all fields open
and all text not hidden.

e Automatically zooms the image when you move from one
field to the next.

» Warnsyou when you try to dial, print, or export
unverified card information.

Using Notes

CardScan provides the notes view as afree-form areafor you
to keep any additional information you want to includewith a
card. Thisisespecially useful for categorizing your cards.

Y ou can use the notes view to add aunique identifier toacard
so that you can easily locate the card. For example, if your
friend David iscalled Didi, you could find his card simply by
typing didi in the QuickSearch box.

To add notes to a card
1. Click the Notes button from the image view.

Y ou see the notes view.

Image l
4'—-,4.,.38:

Fequested product infarmation

Trade show 2/16/95

2. Typethenote.
3. Click the Image button to return to the image view.

Using notes to categorize card information

Notes provide an easy way to categorize cards. If you add the
same note to agroup of cards, you can use CardScan’'s
QuickSearch feature to create alist of just those cards.

For example, you could add the note, Trade show

1/11/93 to indicate all cards you collected at atrade show, or
Requested product information to indicate all cards for a
mailing. To find al cards with that note, start typing the note
text in the QuickSearch box. CardScan will narrow the list to
just those cards with text that matches the search text.



Adding and Deleting Cards

Note: You can also choose

B4

Delete while viewing a
specific card to delete

that card.

In addition to the Scan command, CardScan provides the
following options for working with cardsin an address list.

* New Card

» Delete Card

» Delete Image

» Delete All Images

Adding cards without scanning

Use this option to add data for a new card manually, rather
than by scanning a card.

To type a card entry

1. Choose New from the Card menu, or click the New Card
icon, or type Ctrl-Insert.

Y ou see anew, blank card.
2. Typetheinformation for the new card.

Deleting cards

Y ou can delete al information, including the card image, for
any card in the CardScan database.

To delete cards

1. Fromthelist view, select the card or cards you want to
delete.

2. Choose Delete from the Card menu, or click the Delete
icon, or type Ctrl-Delete.

3. Click OK.

CardScan deletes all card information aswell astheimage
for the selected card(s).

17



Note: There is no way to
recover a deleted card
image except by scanning
the card again.

18

Deleting card images

The card images are saved in CardScan along with textual
information. These images can be relatively large, and may
take up more disk space than you want to use. Once you have
scanned and verified a card, there is usually no need to keep
the card image. By deleting the card images, you can save a
substantial amount of disk space.

Y ou can delete selected images, or you can delete all images
in your address list.

To delete the image for a card

1. Double-click the card in the list view to display the card
image.

2. Choose Delete I mage from the Card menu.

3. Click Yesto delete the card.

To delete all the images in an address list
1. Choose Delete All I mages from the Card menu.

2. Click Yesto delete all the images in the current address
list.



Searching

Shortcut: Press the Esc
key to move the cursor to
the QuickSearch box.

CardScan narrows the

list view to cards that

contain a match to the
search text.

Hint: If you have unverified
cards, some entries might
contain errors. If you can’t
locate a card by
searching for text that
should be on the card, try
typing a slightly different
set of characters, or
sorting by unverified
cards.

Y ou can use CardScan’ s QuickSearch feature to find any
information on any card with just afew keystrokes.

To search for information

Click in the Quick Sear ch text box or press the Esc key, and
start typing the text you want to locate.

Asyou type, CardScan locates cards that include the search
text and updates the list view.

For example, if you type la, CardScan finds all cards with
words that contain those characters (Alan, Larsen, Larry,
Land, Kalan, and Kaplan).

Buick 5 h: H
2 Name Company fologhons

| AlanMichaels  Advanced Imaging De... 716-565-6655
Dexter D. Larson CompuSoft Spstems 408-445-6793

Larmy Copley Howard Publishing Co... B17-738-4459
lan Johnzon Land, Smith & Moses  212-344-8700
Karen M. Peters  Land, Smith & Moses  212-344-5634
Jean Kalan Oriad Pictures 305-254-6784
George Kaplan  Perception, Inc. i |
Quick 5 h: i
As you continue to ? Hame Company

| Dester 0. Larson CompuSoft Spstems 408-445-6793

type, CardScan [ LamwCopley  Howard Publishing Co... 517-738-4459

narrows the
selections further.

CardScan finds any cards with the search text, even if the text
isnot visiblein thelist view. For example, if a noteincludes
the search text, CardScan will find the card with that note.

h: |trade

Buick 5

l Image l
Notes:

Fequested product infarmation

Trade show 2/16/95
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Sorting

The heading for the
currently sorted column
is underlined.

This list is sorted by name. —|* Fer Fossa

Notice that, although
names are sorted by last
name, the first name
always appears first.

Click the ? column
heading to put all
unverified cards at the top
of the list, sorted by date.

20

Y ou can sort the entries displayed in the list view by last
name, company, or whether the card is verified.

To sort the list by name or company

Click the heading you want to sort by or select By Name or
By Company from the Sort menu. CardScan sortsthelist in
alphabetical order by the heading you chose.

The current sort option is shown with a check in the Sort
menul.

This list is sorted

t? Name Company folophone
2 Fevin Brown Denall Azzociates A05-R56E-7823 14 by company.
2 Amnold Buck 0. B08-852-1200
Pat Cale Paris Software, Ine. 3313-45-56 |
Larmy Copley Howard Publishing Co...
David G. Fain Falcon Instruments Corp. | 2 Name: Company {piophoneg

Academy Designs
[~ Daniel 5. Green  Academy Designs
Jerome Jackobi  JSC International

i v Designs 207-223-233
. Green  Academy Designs 201-223-2346
Alan Michael:  Advanced Imaging De... 716-B65-6655

[H

lan Johnzan Land. Smith & Mozes | # Brian .. Malcolm  Braintree Software, Inc.  716-665-66558
? Gilbert Juliana  Mew Vark Builders Az5.. | ¢ Amnold Buck Buck Magazines, Inc.  508-882-1200
Jean Kalan Oriad Pictures Dexter D. Larson CompuSoft Spstems 408-445-6793
George Kaplan  Perceptran, Ine. Jonathan Stern Corex Technologies B17-277-5344
John F. Kenmare Kenmare Azsociates 2 Kevin Brown Denali Associates 305-556-7823

Dexter D. Larson CompuSoft Systems David G. Fain  Faloon Instruments Carp. 517-432-9667
2 Brian J. Malcolm  Braintree Software, Inc. Julia Richards  Founders Industries E17-754-9523
Alan Michaels  AdvancedImaging De... | Lamy Copley Howard Publishing Co... 517-738-4459

Richard J. Palmer USA Phone One, Inc. Richard &, Shion Intemational Vision Corp 415-521-0990

Karen M. Peters - Land, Smith & Moses Jerome Jackobi J5C International 41 3-BRE-B7E5
Julia Richards  Founders Industries John F. Kenmore Kenmore Associates 202-554-6300
lsrael & Shalom  Middle East Observer lan Johnzan Land, Smith & Moses 212-344-8700
Richard & Shion Intemational Vision Corp | Karen M. Peters Land, Smith & Mozes  212-344-5634
Jonathan Stem - Corex Technologies Israel &, Shalom  Middle East Observer  202-230-5467

?Wendy Tetrault  Personal Liferafts, Inc. | 2 Gilbert Juliano  Mew ‘vork Builders Ass... 212-765-8938

Daphne Waldo The Fantasy Group Jean Kalan Oriad Pictures 305-254-6764
Pat Cole Paris Software, Inc. 33-13-45-56
George Kaplan  Perception, Inc. FO8-574-2235

2 wendy Tetrault  Personal Liferafts, Inc.  B02-222-3467
Daphne Waldo  The Fantazy Group B17-254-7732

Jamesz D. Warmer The ‘Warner Group 408-345-2233 _é

To sort by unverified cards

To seedll unverified cards, click the question mark, or choose
By Verified from the Sort menu. CardScan moves the
unverified cardsto thetop of thelist and sortsall cardsby date
with the most recently edited cards first.

Company folophone

2 Pemy Fossah Academy Desgns 20-223-2332 i+
? y ault  Personal Liferafts, lnc.  B02-222-3467
2 Fevin Brown Denali Azsociates 305-556-7823
2 Amnold Buck Buck Magazines, Inc.  508-882-1200
? Gilbert Juliano  Mew York Builders Ass... 212-765-8998

lan Johnzon Land, Smith & Moses  212-344-8700

Julia Richards  Founders Industries B17-754-9523




Managing Address Lists

Note: When you exit after
creating a new list,
CardScan prompts you for
a file name. Afterwards,
CardScan saves your work
automatically.

CardScan saves the
address list as a card
database with the suffix
.cdb.

Y ou can use CardScan’ sfilemanagement commandsto create
and work with several different address lists. For example,
you may want one list for personal use and another for
business use, or you may want to have different lists for
different products or services. Y ou can aso use the clipboard
to perform many tasks like duplicating cards, and merging or
splitting CardScan files.

Saving your address list

If you are working with anew CardScan address|ist, you will
need to give it aname when you exit CardScan.

1.

3.

After you have finished working with alist, choose Exit
from the File menu.

If you are working on anew CardScan list, you see this
message when you exit CardScan.

® Save changes to "Untitled" before quitting?

I |Qon'l Save I | Cancel I

Click Save, and type aname for thelist file. Include the
suffix .cdb.

Click OK.

Creating a new address list

Y ou may want to have several CardScan address lists. For
example, you may want to keep the cards from a specific
mailing separate from other cards.

1.

Choose New from the File menu.

CardScan opens a new empty address list called
“Untitled.”

Scan and process cards for this new address list. When
you quit CardScan, a message asks if you want to save
changes.

. Click Save.

Type aname for thelist, and click OK.
CardScan savesthe list as a database with the suffix .cdb.

21
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Opening a different address list

CardScan always opens with the last address list you used.
However, if you have more than one address list, you can
open adifferent one.

1. Choose Open from the File menu.
2. Choose the address list you want to use
3. Click OK.

CardScan lists the last four address lists you used at the
bottom of the File menu so that you can easily switch among
them as you work.

Saving an address list with a new name

Use the Save As command to save an address list with anew
name, for example, to use an existing list as abasisfor a new
address list.

1. Select Save Asfrom the File menu.
2. Typethe new name for your list. Include the suffix .cdb.

3. Click OK. CardScan saves the address list with the new
file name.

Merging two address lists
1. Inthelist view, select the cards you want to transfer to
another CardScan list.

2. Click the Quick Copy button to copy the selected cardsto
the clipboard.

3. Open the second address list, and select Paste from the
Edit menu to paste cards into the new list.



Duplicating a card

Use these stepsto create a duplicate card within CardScan.
1. Select the card you want to duplicate.

2. Click the QuickCopy button.

3. From either thelist view or summary view, select Paste
from the Edit menu to insert a copy of the card.

Splitting a CardScan address list

1. Inthelist view, select the cards you want to move to
another CardScan file.

Click the QuickCopy button.
Select New from the File menu to start anew file.
Select Paste from the Edit menu to insert the cards.

Use the Save As command to save the file with a new
name.

a r 0D

Finding duplicate cards

Do thisto locate duplicate cards in your CardScan address
list.

» Sdect Find Duplicates from the Card menu.

CardScan searches its database and lists all cards
containing duplicate names.
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Transferring Cards to a Contact
Manager

Note: For the most up-to- If you use one of CardScan’ s supported contact managers, the
date list of supported easiest way to copy information from CardScan is to use the
contact managers, seethe  Transfer command. Supported applications are listed at the
CardScan Read Me file or end of this chapter.

the CardScan on-line Help.

To transfer card information
1. Start the contact manager and open the file or database to
which you want to transfer the cards.

2. If you want to transfer specific cards, highlight the cards
in CardScan’s list view.

Shortcut: CardScan displays the Transfer icon for the
H contact manager in the upper-right corner of the CardScan
window. Click the Transfer icon to transfer the
Transfer highlighted card(s).

3. Choose Transfer from the File menu.
Y ou see the Transfer dialog box.

Choose:

All cards to transfer the = Transfer

entire database. —_ | ﬁ:ﬂsfeg 5
. . [ cards x

All cards in list to S

transfer just the cards TS ACTT T -

currently showing in the ACTI 11

list view. Commence 2.0

Selected cards to Crossties 2.0

transfer just the cards GoldMine 25 .

currently highlighted in e

the list view.

4. Choose what you want to transfer (all cardsin the
database, al cards displayed in the list view, or selected
cards) and the application you want to transfer them to.

5. Click OK.
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Note: For the most up-to-
date list of supported
contact managers, see the
CardScan Read Me file or
CardScan on-line Help.

IEE

Click here to display
the Toolbox menu.

Note: If one of the
supported contact
managers is running,
CardScan displays the
Transfer icon for that
application in the upper-
right corner of the
CardScan window.

Using the CardScan Toolbox

CardScan’s Toolbox makes it easy to use your address lists

and card information in supported contact management

programs such as ACT!, Commence, or PackRat. (See the

following page for alist of supported contact managers.)

With the Toolbox you can:

e Transfer addresslist information quickly and easily
between CardScan and supported contact managers.

e Start scanning cards directly from a contact manager.

* View cards from within those applications.

The CardScan Toolbox menu options

Using the drop-down menu, you can set the CardScan
Toolbox to appear in two different ways:

* Alwayson Top keeps the CardScan Toolbox window on
top of all other Windows programs.

* Run at Startup starts the CardScan Toolbox
automatically each time you start Windows.

To scan cards from within a contact manager
1. Position a card in your scanner.

2. Click the Scan icon in the CardScan Toolbox.

The CardScan Toolbox starts CardScan, and begins the
scan. As CardScan finishes scanning the card, you see a
message similar to the following:

=-| CardScan
There iz one saved image.
Scan another card?
Ho I Cancel I

3. To scan another card, place the card in the scanner and
click Yes. When you are done scanning cards, click No.
CardScan begins processing the cards immediately.

4. Check thefirst card to make sure the information is
correct, then click the Verified checkbox.

5. Click the Transfer icon to send the card information to
the selected application.

6. Repeat for each card you scanned.

7. After the last card istransferred, CardScan displays the
cardsinthelist view.
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To view cards from within a contact manager

1. Inthe other application, select the contact whose card you
want to view.

. Click the View icon in the CardScan Toolbox.

CardScan starts, and searches the address list for the
selected contact name. If CardScan finds one matching
card, it displaysthe card in the card summary view. If it
finds more than one matching card, it displays those cards
inthelist view. If CardScan finds no matching cards, it
beeps once and displays all the cardsin the list view.

Supported contact managers

Note: Check the CardScan
Read Me file or CardScan
on-line Help for the most
up-to-date information
about supported

applications.
PP Product

The contact managers supported by CardScan are listed
below. Y ou can transfer CardScan data directly to these
applications without creating an export file.

To view cards

1st ACT!
ACT!
Advantage
Commence

Crossties
ECCO
GoldMine
Maximizer
METZ Phones
On Schedule
PackRat

Time & Chaos

Display the contact in the contact screen.
Display the contact in the contact screen.
You cannot view a card from Advantage.

Highlight the contact in the Address Book
window.

Display the contact in the contact screen.
Select the contact in the Phonebook view form.
Display the contact in the contact screen.
Highlight the contact in the clients window.
Display the contact in the contact screen.
Display the contact in the contact screen.

You cannot view a card using PackRat.

You cannot view a card using Time & Chaos.
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Copying to Other Applications

)

Note: Choose Copy Setup
from the Edit menu to
change which fields are
copied to the clipboard.

To assign a name to this
setup so that you can use
it in the future, choose
Save Setup As and type a
name for the setup.

CardScan makesiit easy for you to quickly copy card
information to the clipboard and paste it into aletter, fax, or
other document.

To use the clipboard to copy card information
1. Select the card(s) you want to copy, and click the

QuickCopy icon. By default, CardScan copies the Name,
Title, Company and Address fields to the clipboard.

2. Open the application you want to copy the card to.

3. Usethe Paste command in the other application to insert
the information.

Changing the setup for copying to the clipboard

When you copy to the clipboard, by default CardScan copies
the Name, Title, Company and Addressfields. However, you
can change the information that CardScan copies. For
example, you could copy the name, company and fax number
to make afax cover page.

1. Choose Copy Setup from the Edit menu.

r Saved Setups | oK I
| |£I Cancel I

gave Setup As.__ I | Delete Setup I m

Use the listz below to select the information you want CardScan to copy to the
clipboard.

CardScan fields: Fields to copy: +|+
Full Hame Full Hame
First Name Title

Last HName
Title
Company
Address
Street Add
Address Line 1
Address Line 2
Address Line 3

Company
Phone

Clear I Fax

2. Choose the fields you want to copy.
3. Click OK to save the setup.
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Note: If you choose more
than one card, CardScan
does not put the images

on the clipboard.
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To use the clipboard to transfer card images

1.

Select the card whose image you want to transfer.

2. Click the QuickCopy icon.
3.
4. Usethat application’s Paste or Paste Special command to

Open the application you want to copy the image to.

insert the image.



Printing

Note: Only cards currently
showing in the list view
are printed, and they are
printed in the order listed.

Address book

CardScan letsyou print information from cardsin anumber of
formats, including address books, telephone books, and

address labels. Y ou can print al the cards or a selection of

cards. When you print, you need to specify:

e Format —which information (name, address, and phone

number, for example) from the card is printed.
» Page layout — the kind of paper you will be using.

T3 A8 e

T

TG Fhrrr

T e

AT AR e

THTIT 0 e

T A

TITHATH Forr

A2

Fommmmm s mmmmm - m Fommmmm s mmmmm - m '

e os e

Envelope

Rolodex cards

THTIT 0 e

PAE.ERE. 243 £

TITHATH Forr

LA

T E79 Fhrnr

T BRI e

TN e

TG Fhrrr

TSN e

T
A2

FE I
B s

Phone book

29



CardScan formats
are listed here.

Selecting a format and page layout

CardScan comes with several layouts for printing your cards.
It also provides an easy-to-use page layout tool that you can
use to create your own layouts. Before printing, use Page

Setup to choose the format and page layout you want to use.

1. Choose Page Setup from the File menu.

2. Choose one of the formats from the menu in the Page
Setup dialog box. For example, choose Phone book to
print alisting of names and tel ephone numbers.

=-| Page Setup

Format output for:

30

| Addi book

Page layout:

2x4 Photo Album

3x3 Photo Album

3x5 Index Card [Landscape]
3x5 Index Card [Portrait]

Use these buttons
| to create, modify,
or delete your own
page layouts.

Avery 6-hole 3-up #41256
Avery 7-hole 2-up #41357
Avery Address Label #5160
Avery Address Label #5161
Avery Address Label #5162

3. Choose one of the page layouts, or create anew one.

4. Click OK. When you print, CardScan uses the format and
layout you selected.

Previewing a page before you print
Use Preview to see how a page will look before printing it.

1. Choose Print Setup from the File menu to choose the
printer you want to use.

2. Choose Preview from the File menu to check the
appearance of the page.

3. If you are satisfied with the appearance of the page, click
the Print button to print.



Click the Next or Previous
buttons to look through
all the pages.

Click Close to exit
Preview mode.

=) CardScan - PALMER.CDB [-]-]
File Edit Sort Card Yiew Help

Pront_i Previous I Hext I Cloze I Help I Page 1 of 3

2
g B

[ [ ‘wed. Jul 13, 5:00 pm

4. If you are not satisfied with the way the page looks, use
Page Setup to adjust the page design, then preview the
page again.

Printing card information
1. Choose Print from the File menu.

Y ou see a standard Windows print dialog box. Y ou
probably won't need to change anything here.

2. Click OK to start printing. CardScan prints the cards
shown in the list view, using the format and page layout
selected in the Page Setup dialog box.

Printing a single card

CardScan prints all cardsin thelist view; to print asingle
card, you must display just that card in the list view.

1. Enter enough text into the QuickSearch box to uniquely
identify the card. For example, type the person’s name.
Thelist view should consist of asingle card.

2. Choose Print from the File menu.
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Hint: Before you create a
new page layout, browse
through the pre-defined
CardScan layouts. It might
be easier to modify an
existing format than to
create a new one.

As you adjust the layout,
the page is shown in the
preview.

Use Page Layout to
specify page size,
margins, number of
columns, and space
between columns.

You can change the
units of measurement
and the page
orientation here.
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Creating a new page layout

Although CardScan comeswith anumber of layouts, you may
want to create additional layouts or adjust existing ones.

To create a new layout

1. Choose Page Setup from the File menu. You see the
Page Setup dialog box.

=-| Page Setup

Format output for:

| Address book

E|

Page layout:

Cancel

2x4 Photo Album
3x3 Photo Album
3x5 Index Card [Land: ]

3x5 Index Card [Portrait]
4z4 Photo Album

Avery 5.5 x 8.5 #41-307
Avery 6-hole 3-up #41256
Avery 7-hole 2-up #41357
Avery Address Label #5160
Avery Address Label #5161
Avery Address Label #5162

New.

HRemove

R Bl

* Copy...

To remove a layout,
click Remove.

Click here to copy an
existing layout that
you can modify to
suit your needs.

2. Click New to create anew layout, or Copy to start with an

existing layout.

Y ou see the Page Layout dialog box.

Layout name:

|Cuslum Envelope

Preview:

Ori
_’r OEurlrﬂil @ Landscape

Columns: [l ‘Width:
[1] eighe

Rows:

Internal margins
Top:

Left: 1.500 Right:

[a000 | Botom: [2.000

0.500

Page
o, BRI | (o]
width: [9.500 | Height: [4125 |
| Test._. I

Page margins T

Left: 0.000 Right:

‘I].I]l]l] |ﬂuﬂum; ||]_|]|]|] ‘ m

[0.000 ]

Layout

Type aname for the new layout.

Specify the page size, margins, number of columns and
rows, and the space between columns. Y our changes are
previewed in the diagram on the | eft.

Click Font to select afont to use with the new layout.

Click Test to see quickly how information will be printed.

Click OK when you are satisfied with the new layout.



Dialing

Shortcut: In the summary
view, you see a telephone
pointer when the cursor is
over a telephone number.
Click the left mouse
button to dial the number.

If the number you want
to dial is not listed here,

If you have a modem connected to your PC, you can use
CardScan to dial telephone numbers.

Using Autodial

Before you start to use CardScan’ s autodialer, choose
Prefer ences from the Edit menu, and set up your Dial
preferences.

1. Inany view, click the Dial icon, or choose Dial from the
Card menu.

Y ou see the CardScan Autodialer dialog box.

=-| CardScan Autodialer

r Mame
Richard J. Palmer
Wice President, Marketing
US4 Phaone One, Inc.

L

choose the number you
want from the list
below, or type the
number.

If you are using a calling
card to make the call,

Fax (617) 5551010 here so that CardScan
skips it if you are making

Local area code: I:/ a local call.

(617) 5551000
Tel (617) 555-1000 + Type the local area code

+

click here, and choose
the calling card you want
to use.

Note: Type commas
anywhere in the number to
insert pauses.

B Dutside line: In the Outside line box,
| Loty cad _ enter the_number yOU

""" - need to dial to access an
[ Disl ][ cClose || Hew | outside line.

2. Choose the correct number from the list of numbers, or
type the number you want to dial.

3. Enter thelocal area code so that CardScan skips the area
code for loca calls.

4. If you need to dia aprefix (for example, 9) to get an
outside line, click the Outside line box, and type the
prefix.

5. Click Dial to make the call. The Dial button changesto
Hangup.

6. Whenthe other party answersthe phone, lift your handset,
then click Hangup to disconnect the modem.
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Exporting CardScan Data

Note: If you want to use
CardScan data with one of
the supported contact
managers, it is easier and
more accurate to use the
Transfer command.

Note: If there is no export
template listed for your
application, follow the
steps on the following
page to create a template
for that application.

Choose:

All cards to export the
entire database.

All cards in list to export
just the cards currently
showing in the list view.
Selected cards to export
just cards currently
highlighted in the list view.

Export templates are
listed here. CardScan
includes templates for
over thirty applications.
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3. Choose what you want to export (all cardsin the database,

Y ou can export a CardScan address list for use in other
applications that can import text files. CardScan provides
export templates for Lotus Organizer, Sidekick, and many
other contact managers.

Y ou can al so create your own export template for use with any
application that can import acommar or tab-delimited text
file. Most applications, including word processors,
spreadsheets, and database programs, can import text files.

Appendix B provides alist of applications for which
CardScan provides export templates. For the most up-to-date
list, see the Read Mefileinstalled with CardScan.

Exporting to another application

Use these steps to export card information to an application
for which an export template exists.

1. Open the CardScan list you want to export. If you want to
export only afew cards, select themin the list view.

2. Choose Export from the File menu.
Y ou see the Export dialog box.

Export:
| All cards

Export to:

| c:\cardscan\cards.bd

Format output as:
Microsoft Word 2.0

Norton Deskiop Day Flanner 1.0 Use these
On Schedule 1.2 (Expor) buttons to

On Schedule 1.2 {Import)
PackRat 5.0

Sharkware

SideKick 1.0

Time & Chaos 4.0 (Export)

| create, modify,
or delete your
own export
templates.

all cards displayed in thelist view, or selected cards) and
the application you want to export them to.

4. Typeanamefor thetext file.
5. Choose the template you want to use, and click Export.

CardScan writes the data to the text file.



Note: Appendix B lists
applications for which
CardScan includes export
templates.

Type a name for the layout.

Specify whether to
separate fields by tabs or
commas.

Click the fields you want
to include and click Add.

Click here to include a
header record with field
names in the export file.

Note: Read the
documentation for the
application into which you
are planning to import the
file to see whether to use
tabs or commas as the
field delimiter.

6. Open the other application and follow the instructionsin
its documentation to import the text file.

Creating a new export template

If CardScan does not include a template for your application,
you can easily create atext file that formatsthe information to
suit your application’s needs.

CardScan allows you to choose the data to put in each field
and how to order thefieldsin the export file. For example, one
application might require the First Name field to follow the
Last Name field while a different application might require
the reverse. Y ou can aso select whether the text is delimited
by tabs or by commas, whichever your application requires.

1. Choose Export from the File menu.

2. Fromthe Export dialog box, choose New, or choose Copy
to use an existing template as the basis for your new one.

Y ou see the Export Layout dialog box.

= Export Layout
Export layout name: Delimit by Use the
@ Comma O Tab arrows to
CardS fields: E fields: Change the
CardScan fields: xport fields: order of the
i felds.
irst Mame
_Last Hame
— E:::pany Click here
Address [~ to remove
Street Address .
Address Line 1 line breaks
Address Line 2 [ #] in the
— Include header record 2| Remove line breaks middle of
| 0K || Cancel I | Help I the fields.

3. Typeaname for the new template, and indicate how to
delimit the fields (with tabs or commas).

In the CardScan fields list, click the fields you want to
include, and click the Add button to add them to the
Export fields list.

If you want to include a header record that identifies each
column, click the Include header record option.

Some CardScan fields, for example, Title, Address, or
Notes, can contain several lines of text. The lines are
separated in CardScan by line breaks. Some applications
can't handle fields with line breaks. Click Removeline
breaks to replace line breaks with spaces and put all the
information on one line.

4.

5.
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Select the CardScan fields
you want to export, and
click Add.

Note: You can delete any
of the export layouts,
including the ones that
came with CardScan.
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To edit an existing export layout
1. Choose Export from the File menu.

2. From the Export dialog box, choose the layout to edit.
3. Click Edit.
Y ou see the Export Layout dialog box.

= Export Layout
Export layout name: Delimit by
[ ] ® Comma O Tab Use the
] arrows to
LCardScan fields: Change
[empty] - -
Full Name ] | the order of
Last Nome the fields.
Title
: Select the
Street Address EXport
Address Line 1 :
Address Line 2 [ #] fields you
2| Include header record 2| Remove line breaks want to
| T I | = : I | o I remove,
i =£P and click
Remove.

4. Make the changes you want and click OK.
CardScan saves the layout with your changes.

To copy an export layout

With the Copy option you can use an existing layout as the
basis for your new one.

1. Choose Export from the File menu.

2. From the Export dialog box, select the layout you want to
copy.

3. Click Copy.

4. Type anew name for the layout.

5. Make the changesto the layout, and click OK.
CardScan saves the new layout with your changes.

To remove an export layout
1. Choose Export from the File menu.

2. From the Export dialog box, choose the layout to delete.
3. Click Remove.



Mail Merging with CardScan

Note: You can change
which fields are exported
by editing the Microsoft
Word export template.

Mail merging alows you to create a single document (like a
form letter) and combine it with CardScan information (for
example, name, company name, and address) to create many
customized copies of the document. Y ou can use your
CardScan address|ist to perform amail merge with any word
processor that imports ASCI|I text files.

The following sections contain step-by-step instructions for
mail merging to aform letter with Word for Windows and
WordPerfect for Windows.

To mail merge with Word for Windows

1.

Follow the instructions on page 34 for exporting
CardScan data to another application. You can choose to
export al cardsin the database, al cardsin thelist view or
selected cards.

Select the Microsoft Word export templ ate.
Save the export file using the name mailmerg.txt.
Start Microsoft Word.

Open the file you want to use as the main document (the
form letter), or create a new document.

From the Tools menu, select Mail Merge. You see the
Mail Merge Helper dialog box.

= Mail Merge Helper

Use this checklist to set up a mail merge. Begin by | Cancel I
choosing the Create button, m

] Main Document:

| ‘Create ¥ I

2 Data Source:

3 &l Merge the Data with the Document:

4. From the Create drop-down menu, select Form L etters.

Click Active Window.
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Note: You can enter
spaces, commas, and
carriage returns between
merge fields as needed.
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. From the Get Data drop-down menu, select Open Data

Sour ce.

Select Text Files (*.txt) from the Locate Files of Type
drop-down menu.

Locatethefile you exported (mailmerg.txt). Select thefile
and click OK.

. You see amessage explaining that there are no merge

fieldsin your document. Click Edit Main Document.

. Click where you want amergefield (data from CardScan)

to appear in your Word document.

8. Click Insert Merge Field on the Mail Merge toolbar.

Select the field you want to insert.

The field name appears inside double brackets (for
example, <<Full_Name>>) at the insertion point. When
you print your merged document, in each copy the field
name is replaced with CardScan datain that field (in the
above example, the actual full names).

. Repeat steps 7 and 8 for each merge field you want to

insert. A sample form letter appears below.

Denali Associates
14410 Couloir Ave., Snowdon, AK 63457

October 23, 1995

<<Full_Name>>
<<Company>>
<<Address>>

Dear <<First_Name>>,

It has come to our attention that at |east one pair of Denali Extreme
crampons manufactured for the 1995 season has contained aslight defect
in craftsmanship. To insure your safety and maintain the quality of our
products, Denali Associatesisrecalling all Extremes purchased this
year. Please return your crampons to the above address; a replacement
pair will be sent within two weeks.

Sincerely,

Kevin Brown
President




O 10. Click the M ail M er ge button on the toolbar, or select
~+[| Mail Merge from the Tools menu and click Merge.

Y ou can choose to print the merged documents, or save
them asa new file.

To mail merge with WordPerfect for Windows

Note: You can change 1. Follow the instructions on page 34 for exporting

which fields are exported CardScan data to another application. You can choose to
by editing the WordPerfect export al cardsin the database, all cardsin the list view,
export template. or selected cards.

Select the WordPerfect export templ ate.
Save the export file using the name mailmerg.txt.
2. Start WordPerfect.

Y ou will first specify the data file to use, and then create
the main document (the form letter).

3. From the Tools menu, select Merge. Y ou see the Merge
dialog box.

4. Click Form. Y ou see the Create Merge File dialog box.
5. Click New Document Window. Y ou see the following.

=-| Create Form File
O] Asszociate a Data File I oK I
Click here_ to specify [<\mailmerg.ta | [ Cancel |
the data file to use for
your mail merge. O Mone

Specify the data file that goes with the
form file you are creating. or chooze
Mone for no association now.

6. Supply the path to the export file (mailmerg.txt).
Click OK. The Merge toolbar appears at the top of your

screen.
7. On the Merge toolbar, click Go to Data. You see the
following.
=-| Convert File Format

File: C:AMAILMERG.TXT

LConvert File Format From: 'm
|§ANSI Delimited Text (Windows] |£I
Help |
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Note: You can enter
spaces, commas and
carriage returns between
merge fields as needed.
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8.

10.

11.

12.

Select ANSI Delimited Text (Windows).

Click OK. Your datais converted, and you see alist of
fields and their contents for each record you exported.

On the Merge toolbar, click Go to Form.

Compose your document, or cut and paste the contents of
an existing document into the blank form.

Be sure to |eave space for the CardScan information you
want to insert.

Click where you want amerge field (data from CardScan)
to appear in your WordPerfect document.

On the Merge toolbar, click Insert Field. You seethe
Insert Field Name or Number dialog box, listing the fields
you exported from CardScan.

The following table lists the order in which fields are
exported by CardScan’s WordPerfect template.

WordPerfect Field # CardScan Field Name

FIELD(1) Full Name
FIELD(2) Title

FIELD(3) Company
FIELD(4) Address Line 1
FIELD(5) Address Line 2
FIELD(6) Address Line 3
FIELD(7) City

FIELD(8) State
FIELD(9) Zip

FIELD(10) First Name
FIELD(11) Last Name

Select the field to insert, and click Insert.

The field number appears at the insertion point (for
example, FIELD(2) to indicate the Full Name field).
When you print your merged document, in each copy the
field number is replaced with the CardScan data in that
field (in the above example, the actual full names).



13. Repeat steps 10 through 12 for each field you want to
insert. Click Close when you are finished inserting fields.

A sample form letter appears below.

Denali Associates
14410 Couloir Ave., Snowdon, AK 63457

October 23, 1995

FIELD(2)
FIELD(4)
FIELD(5)
FIELD(6)
FIELD(7), FIELD(8), FIELD(9)

Dear FIELD(10),

It has come to our attention that at least one pair of Denali Extreme
crampons manufactured for the 1995 season has contained aslight defect
in craftsmanship. To insure your safety and maintain the quality of our
products, Denali Associatesisrecalling all Extremes purchased this
year. Please return your crampons to the above address; a replacement
pair will be sent within two weeks.

Sincerely,

Kevin Brown
President

14. Click M er ge on the Merge toolbar. Y ou see the Merge
dialog box.

15. Click Merge.

Y ou can choose to print the merged documents, or save
them as new files.

Click OK.
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Importing Address Lists

CardScan Fields

Choose the file you

If you have names and addresses in another application, you
can import them into CardScan. Y ou can import any list that

can be saved as atext file with the fields delimited by tabs or
commeas.

CardScan fields

Each field (category of information, for example, first name,
last name, address, company) can be imported to a

corresponding field in CardScan. Thesefields are listed
below.

Full Name Address Line 2 Phone 1
First Name Address Line 3 Phone 2
Last Name City Phone 3
Title State Phone 4
Company Zip Code Phone 5
Address Phone Phone 6
Street Address Fax Notes

Address Line 1 Other

To give you maximum flexibility, some field information
overlaps. For example, if you includethe Full Namefield you
should not include the First Name and Last Name fields.

To import a file from another application

1. From the other application, save thefile as atext file
delimited by tabs or commas.

2. Start CardScan, and choose I mport from the File menu.
Y ou see the Import File dialog box.

= Import File
File Hame: Directories:

| address. txt

ccardscan

- g

saved in step 1.

42

= cardscan
] exports
£ images
£ layouts

+

List Files of Type: Drives:
|Texl files [=.txt] |£I | = c: drive © |EI

3. Choosethefileyou saved in step 1, and click OK.



Choose the import template
you want to use, if any.

After abrief pause, you see the Import dialog box.

r Saved import: Delimit by

CardScan displays a
column for each field from
the original file.

Use the menus to assign /

names to the fields.

First Name
Last HName

Title

Company

Address

Street Address
Address Line 1 _[#]

Click here to create a
new import template.

| 3 || ® conmo
I_ﬁave Import As. .. || Delete Import I Olah m

26 of 25 [] | 2]

If the columns don’t look right,

try changing the delimiter. Use the scroll bars to

see additional fields.
The Import dialog box has a column for each field in the
origind file.

4. Usethe menus at the top of each column to assign field
names to the columns you want to include.
To omit afield, choose [Ignore].

To include a column that doesn’t have a corresponding
CardScan field name, choose Notes or Other .

5. Initialy all therecordsinthelist are selected. If you don’t
want to import all the records, select just those you want
to import. Use Shift-click or Ctrl-click to select multiple
records.

6. Click Import when you are ready to import the file.

To create a new import template
Y ou can save atemplate for information you import
frequently.

1. Inthe Import dialog box, click the Save Import As
button.

r Saved imp
| 2]

| Save Import As__. I | Delete Import I

2. Type aname for the new template.
3. Click OK to save the template.
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CardScan Preferences

Choose the option for the
default card view.
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Y ou can use preferences to customize CardScan for your
needs. CardScan includes the following preferences:

 Generd
e Scan
 Did

Setting preferences

Y ou can set preferences or change them at any time.

1. Choose Preferences from the Edit menu.

2. Click theicon for the type of preferences you want to set.

General preferences

Use General preferences to determine which card views are
displayed by default.

1. Inthe Preferences dialog box, click the General icon.

Default view
O Edit () Notes
® Summary @ Image
O Last used O Last used

I:‘ Use 3D controls

Edit Displays the edit view by default.
SummaryDisplays the summary view by default.
Last usedDisplays the last view used.

Notes Displays the notes view by default.
Image Displays the image view by default.
Last usedDisplays the last view used.



2. Choose the options for the default view and click OK.

3. Select Use 3D Controlsto display CardScan screens
using the three-dimensional look common to many
Windows applications.

Scan preferences
1. Inthe Preferences dialog box, click the Scan icon.

Y ou see the Scan Preferences dialog box.

If you have more than

one scanner, choose % Sources:

the one you want to use. CardScan Plus (ISA Board
CardScan Plus

CardScan XLP

General

This region displays
options specific to the
selected scanner. See
the Scanner Setup
booklet or your Quick
Reference card for more

rSource info
“endor. Corex Technologies Corp.
Fami.. Corex LPT Scanner
Yersion: WYersion 1.0

I:‘ Show source dialog

information. [ ] Detect cards automatically
| 0K I | Cancel I | Help I

2. Choose the scanner you want to use. Specify scanner
settings if necessary.
3. Click OK.
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Dial preferences
1. Click the Did icon.

Y ou see the Dia Preferences dialog box.

= Preferences

% Dialing options
General @Iﬂne dial
) Pulse dial
Port:
[comi [+]

Calling cards:

Bemove

Edit...

|Z
]
£

2. Specify whether to use Tone dial or Pulse dial, and the
port your modem is attached to.

3. If you want to use a calling card for automatic dialing,
click New to save the calling card name, access code, and
your account number.

4. Click OK.



Appendix A - Menu Options

File Menu

Edit Menu

New

Create a new CardScan address list.

Open

Open an existing CardScan address list.

Save As

Save the current address list with a new name.
Import

Import names and addresses from another application.
Export

Export CardScan data to another application.
Transfer

Send CardScan data directly to a contact manager, such
as ACT! or Commence.

Preview

View the current print selection.

Print

Print the CardScan address list.

Page Setup
Select or define a layout to use for printing.

Print Setup
Specify the printer to use.

Exit
Close CardScan.
1. [CardScan database name]
2. [CardScan database name]
Address lists are shown here for quick selection.

Undo

Cancel the last editing change.

Cut

Delete selected text and place it in the clipboard.
Copy

Copy selected text to the clipboard.

Copy Setup

Select which information to copy to the clipboard.
Paste

Insert the contents of the clipboard.

Clear

Delete selected text.

Change Case

Capitalize the first letter of each word in the selected text.

Preferences
Change CardScan’s setup to suit your needs.
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Sort Menu

Card Menu

View Menu
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By Name

Sort the list alphabetically by last hame.

By Company

Sort the list alphabetically by company name.

By Verified

Sort the list by date with the unverified cards first.

Scan

Start scanning a card.

Process Cards

Read information into CardScan from scanned cards that
have not yet been processed.

New

Insert a blank card.

Delete

Delete the selected card(s).

Dial

Dial the number on the currently selected card.
Delete Image

Discard the image for the selected card(s).
Delete All Images

Discard the images for all cards.

Find Duplicates

Find duplicate cards.

List

Show the list view.

Edit

Show the edit view for the selected card.
Summary

Show the summary view for the selected card.
Image

Show the image view for the selected card.
Notes

Show the notes view for the selected card.
Next

Display the next card in the list.

Previous

Display the previous card in the list.

Big Picture

Display the card image in a separate window that you can
resize.



Help Menu

Contents

Show the Help table of contents.
Search for Help On...

Display Help for a topic you specify.
How to use Help

Display instructions for using CardScan Help.

Register

Register your copy of the CardScan software.

About CardScan
Display information about CardScan.
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Appendix B

Export/Import Templates
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Thistable lists the applications for which CardScan supplies
templates for exporting and importing.

Product Name

Product Name

1st ACT!

ACT!

Address Manager
Advantage

Ami Pro

AnyTime

Ascend

BizCard Reader
CardGrabber
Commence
Crossties
CypherScan
Day-Timer Organizer
Delrina Daily Planner
Desktop Set
Dynodex

ECCO

Expresso

Generic ASCII

GoldMine

Hot Line

Info Select
Instant Recall
IntelliLink

Lotus Organizer
Maximizer
METZ Phones
Microsoft Word
On Schedule
PackRat
Sharkware
SideKick

Time & Chaos
Time Planner Deluxe
TouchBase
WinFax Pro
WordPerfect
YourWay



Index

A
adding
cards without scanning 17
notes 9
additional information 9, 16
All button 8, 10
alphabet bar 10
Always on Top option 25
ANSI delimited text 40
ASCII text 37
Autodial 3, 33, 45
automatic saves 14

B

basics of scanning 6
batch scanning 7

Big Picture 15

business card scanner 11
By Company command 47
By Name command 48

By Verified command 48

C
Caere Omniscan scanner 4
calling card 33, 45
card details 9
card image 9, 18
Card menu 48
card view 8
CardScan
address list 6
export fields 40
Help 2, 4
import fields 42
program 4
program group 5
Scanner Setup booklet 3, 12
Toolbox 2, 5, 25
Tools 5, 10
Tour 2
categorizing cards 9, 16
.cdb extension 22, 23
Change Case command 47
changing case 15
changing text 14
checking cards 15

Clear command 47
clipboard 10, 47
closer view 9
column heading 10
columns, print 32
company, sorting by 8
contact managers 1, 25, 26
Contents, Help 49
Copy command 47
copying 5
card images 27, 28
card information 27
export layouts 36
page layouts 32
text 10, 14
creating
new card by typing 10
new export format 35
new list 21
new print layout 32
Cut command 47
cutting text 14

D
database 47
date created 9
date modified 9
default card view 44
deferring editing cards 7
Delete command 48
Delete Image command 48
deleting 5, 10
all card images 17, 18
cards 17
card image 17, 18
text 14
Dial command 47
Dial preferences 33, 44, 45
Dialing 3, 5, 20
an outside line 33
with a calling card 33, 45
disk space 18
drag and drop editing 14
duplicate cards, finding 23
duplicating a card 22
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E

Edit command 48

Edit menu 47

edit view 9, 14

editing
card information 7, 14
export layout 36
phone label 15

entire list 10

errors, OCR 13, 19

Exit command 47

exiting 21

Export command 47

export fields 35

export/import templates 50
new 35

exporting 34
address list 1
all cards 24, 34

F
features 8
fields 6, 13, 43
file management 21
File menu 47
finding
card information 19
cards 8
duplicate cards 23
free-form searching 1, 19

G
General preferences 44

H
Hayes-compatible modem 3
header record, including 35
Help 2, 5

how to use 49
Help menu 49
hidden information 10, 14

I

image 6, 9, 10, 13, 16
image view 9

Import command 47
import/export templates 2
import format 43
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importing 25, 42, 43
including header record 35
inserting a pause 33
inserting text 14

installing CardScan 3

L

List command 48
local calls, dialing 33
locating cards 8, 16
Lotus Organizer 34

M
magnified view 9
mail merging 37
with Word for Windows 37
with WordPerfect for Windows 39
margins 32
master list 8
menu options 25, 47
merging two address lists 23
modem 3, 33, 45
multiple address lists 22
multiple scanners 45

N
name, sorting by 8
naming a list 21
narrowing the List view 8, 16, 19
New command 47, 48
new
card 5, 10, 17
export template 35
import template 43
page layout 32
Next command 47
notes 7, 9, 10, 16
Notes command 47
notes view 9, 16

0]

on-line Help 2, 5

Open command 47

opening an address list 22

optical character recognition 1, 13
other applications, importing from 42
outside line, dialing 33



P

page layout 32
page layout tool 30
page setup 30
Page Setup command 47
PaperPort scanner 12
Paste command 47
pasting

cards 27

card images 28

text 14
phone label, changing 15
positioning a card 11, 12
Preferences 33, 44
Preview command 47
previewing 30
Previous command 48
Print command 47
print

format 30

layout 30

preview 30
Print Setup command 47
printing 29, 30

a single card 31

card information 31

sample output 29
Process Cards command 48
processing cards 6, 17, 21

Q

question mark 7, 15
Quick Reference card 3
QuickCopy icon 27
QuickSearch box 1, 19

R

release notes 3, 11, 12
removing an export layout 36
replacing text 14

Run at Startup option 25

S

sample mail merge letter 38, 41

saving 7, 21, 22
Save As command 46

Scan command 48
Scan preferences 44, 45
Scanner Setup booklet 3, 12
scanning 5, 6, 11, 18
from a contact manager 25
with a business card scanner 11
with other scanners 12
with Visioneer PaperPort 12
Search box 8, 10, 19
searching 8, 16, 19
for Help 49
for notes 9, 19
for text 19
setting preferences 44
shaded text 2
shortcuts 10
Smart Zoom 9
Sort menu 48
sorting the list 8, 10, 29
by company 20
by name 20
by unverified cards 20
splitting a CardScan address list 22
starting CardScan 5
suffix (.cdb) 23
Summary command 48
summary view 9
switching to card view 8
system requirements 3

T
technical support 2
telephone number 33
templates, Import/Export 50
text file 34

text file, importing 42
Toolbox 2, 5, 25

tools 5, 10

Transfer command 47
transferring cards 24, 25
translating card images 1
Tutorial 6

typing, creating a card by 10

U
Undo command 47
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undoing an edit 14

untitled file 21

unverified cards, sorting by 20
up and down arrows 9

V
verifying card information 7, 15
View menu 48
viewing
all cards 8
cards from a contact manager 25
cards starting with a certain letter 10
views 8
Visioneer PaperPort scanner 4, 12

w

Windows editing commands 14
Word for Windows 37
WordPerfect for Windows 39

Z
zooming in 9, 14
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If you like CardScan SE...
you’ll love the CardScan full version!

The full version of CardScan offers additional features that further enhance your
productivity:

= Transferring cards to a contact manager. You can transfer cards from a CardScan
address book to a supported contact manager, and view the cards from within the
contact manager application. For a list of supported contact managers, see your
on-line Help file.

= Integration with WinFax and FaxWorks (Windows version only). In both of these fax
applications, you can use the CardScan database directly as a fax phonebook.

= Copying. You can copy card text and images to the clipboard for use in other
applications.

= Dialing. You can dial phone numbers using a modem.

= Finding duplicates. You can find duplicate records in the CardScan database.

In addition, these features are expanded in the full version of CardScan:

= Printing. The full version of CardScan includes many more page layouts, for printing
address books, labels, envelopes, phone books, and rotary cards. You can also create
custom layouts using the full version.

= Exporting. The full version of CardScan includes more templates for exporting to other
applications, and allows you to create custom export templates.

As a CardScan SE customer, you’re entitled to a special discount on the full version of
CardScan. Regularly $99, the full version can be yours for only $39.95!

How to Upgrade

It only takes a few minutes to upgrade to the full version of CardScan. You can upgrade
by modem, by faxing or mailing in a pre-printed form, or by dialing a toll-free number.

No matter how you upgrade, the additional features supplied with the full version will be
unlocked immediately from the files already installed on your computer. There’s no
waiting for new diskettes or documentation!

To upgrade to the full version of CardScan, select Upgrade from the Help menu and follow
the instructions on the screen, or simply call 800-942-6739.

Upgrade Today!



	Introduction
	Quick Reference
	Welcome
	Scanning cards
	Editing cards
	Viewing all cards
	Viewing card details
	Adding notes to a card
	Adding cards without scanning
	Deleting cards
	Saving your address file
	Formatting and printing
	Exporting card information
	Transferring cards to a contact manager
	Dialing
	For more information
	Tools and shortcuts

	User's Guide
	Title Page
	Contents
	Introducing CardScan
	How does CardScan work?
	Working with other applications
	Learning more about CardScan

	Installing CardScan
	Before you begin
	Check system requirements
	Set up your scanner

	To install CardScan
	Installation Options
	The CardScan program group
	The CardScan Toolbox
	Starting CardScan


	Quick Start Tutorial
	Overview
	The list view
	Viewing card details

	The card view
	CardScan tools and shortcuts

	Scanning Cards
	To scan cards with a business card scanner
	To scan cards with a Visioneer PaperPort scanner
	To scan cards with any other scanner
	Processing cards
	About optical character recognition


	Editing Cards
	Changing text in the edit view
	Drag and drop editing
	Changing a phone label
	Changing text to mixed upper and lower case
	Getting a closer view of the card image
	Verifying card information

	Using Notes
	To add notes to a card
	Using notes to categorize card information


	Adding and Deleting Cards
	Adding cards without scanning
	To type a card entry

	Deleting cards
	To delete cards

	Deleting card images
	To delete the image for a card
	To delete all the images in an address list


	Searching
	To search for information

	Sorting
	To sort the list by name or company
	To sort by unverified cards

	Managing Address Lists
	Saving your address list
	Creating a new address list
	Opening a different address list
	Saving an address list with a new name
	Merging two address lists
	Duplicating a card
	Splitting a CardScan address list
	Finding duplicate cards

	Transferring Cards to a Contact Manager
	To transfer card information
	Using the CardScan Toolbox
	The CardScan Toolbox menu options
	To scan cards from within a contact manager
	To view cards from within a contact manager
	Supported contact managers


	Copying to Other Applications
	To use the clipboard to copy card information
	Changing the setup for copying to the clipboard
	To use the clipboard to transfer card images

	Printing
	Selecting a format and page layout
	Previewing a page before you print
	Printing card information
	Printing a single card

	Creating a new page layout
	To create a new layout


	Dialing
	Using Autodial

	Exporting CardScan Data
	Exporting to another application
	Creating a new export template
	To edit an existing export layout
	To copy an export layout
	To remove an export layout


	Mail Merging with CardScan
	To mail merge with Word for Windows
	To mail merge with WordPerfect for Windows

	Importing Address Lists
	CardScan fields
	To import a file from another application
	To create a new import template

	CardScan Preferences
	Setting preferences
	General preferences
	Scan preferences
	Dial preferences


	Appendix A - Menu Options
	File Menu
	Edit Menu
	Sort Menu
	Card Menu
	View Menu
	Help Menu

	Appendix B Export/Import Templates
	Index

	Upgrading Information

