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About this guide

This guide covers the full range of functions available in Cardiris. The
functions that are only available in a certain version will be indicated.
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CHAPTER 1
INTRODUCING CARDIRIS

GENERAL INFORMATION ON CARDIRIS

Introduction

Cardiris is a powerful business card scanning solution and
organizer. This productivity tool allows you to scan, recognize and
archive business cards and turn them into an address database.

Cardiris can process business cards of any type or kind from 218
countries. By means of OCR (Optical Character Recognition) the
data on business cards is extracted automatically from the image,
converted into editable text and inserted in the correct database
fields through field analysis. Cardiris extensively uses a knowledge
database, acquiring the necessary intelligence to distinguish
between first and last names, cities and states, telephone and fax
numbers etc. The field analysis process is also based on the card
layout, as each country has a different style of composing business
cards.

The Cardiris Asian Edition additionally recognizes business cards
from 8 Asian countries and territories: China, Hong Kong, Macau,
Japan, North and South Korea, Singapore and Taiwan.

Business cards in English from the Asian countries listed above are
supported by the standard version of Cardiris.



Chapter 1 — Introducing Cardiris

Should you encounter a business card in a language that is not
supported by Cardiris, know that you can always scan the card
image without OCRIng it and insert in the database.

Chris Walson
Chief Financial Officer

Consolidate Inc

1567 Fifth Avenue
CONSOLIDATE i
2126768978 Tel
2126768978 Fax
656.876.8976 Cell

chris.walson@consolidate-inc.com
www.consolidate-inc.com

The Cardiris database

The business cards you scan in Cardiris make up the Cardiris
database. Their data can be sorted, searched, printed, exported to
and synchronized with other contact managers and so on.

Cardiris smoothly complements such applications as contact
managers, personal information managers (PIMs), customer
relations managers (CRMs), databases, spreadsheets or even
word processors whose mail merge function allow to print letters,
envelopes and labels.

COMEC Iz

You can also synchronize your Cardiris database with the contacts
stored on your PDA, your Windows Mobile handheld device, your
Apple iPod etc.
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Cardiris Corporate also allows you to exchange data with
Microsoft Dynamics CRM and Salesforce CRM.

Supported scanners

Cardiris is available in a bundle version with the I.R.1.S. IRISCard
and IRIScan scanners.

Cardiris is Twain compliant and supports a wide range of dedicated
business card scanners, flatbed scanners and all-in-one devices or
MFP's (multifunctional peripherals).
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CHAPTER 2
INSTALLING CARDIRIS

SYSTEM REQUIREMENTS

This is the minimal system configuration required to use Cardiris:
e a Pentium-class CPU

e 256 MB RAM

e 300 MB free disk space

e Windows 7, Windows Vista (32 or 64 bits) or Windows XP

e Internet Explorer 5.01 or higher

e A free USB port to connect the IRISCard Pro or Mini

SOFTWARE INSTALLATION

How to install Cardiris

e Log on to Windows as administrator or make sure you have the
necessary administration rights to install the software.

e |nsert the Cardiris CD-ROM in the CD-ROM drive and follow
the on-screen instructions to install the software.
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e Select the installation language and click OK.
e Accept the terms of the license agreement.
e Click Next each time you are ready to go to the next screen.

e Click Finish to complete the installation.
The submenu I.R.1.S. > Cardiris on the Windows Programs
menu is created automatically by the installation program.
The installation program also creates a shortcut to the Cardiris
application on the Windows desktop.

r
55l

UNINSTALLING THE SOFTWARE

There is only one correct way to uninstall Cardiris: by using the
Windows (un)install wizard. You are strongly recommended not to
uninstall Cardiris by manually erasing the program files.

To uninstall Cardiris:

e Close the application.

e On the Start menu, click Control Panel.

e Under the Programs icon, click Uninstall a program.

e Select Cardiris in the list and click the Uninstall button.

e Follow the on-screen instructions.

10
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SOFTWARE REGISTRATION

Remember to register your Cardiris license.
To register:

Use the Registration wizard in the Register menu. Follow the on-
screen instructions.

SEARCH FOR UPDATES

Use the Search for Updates function in the Help menu once in a
while to search for the most recent updates. This helps to guarantee
the proper functioning of Cardiris.

PRODUCT SUPPORT

To get technical support on Cardiris, please visit our website at
http://www.irislink.com/support.

11
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CHAPTER 3
GETTING STARTED

RUNNING CARDIRIS

To run Cardiris:

e Start Cardiris from the Windows Start menu or double-click the
shortcut on your desktop.

r
5.5l

e You will be prompted to register. Click Register now to access
the registration wizard or click Register later and then Cancel
to register at a later time.

e When you are using Cardiris for the first time a sample
database will open in album view.

Refer to the section Tutorial to get started with Cardiris.

CHANGING THE USER INTERFACE LANGUAGE

The user interface of Cardiris is available in a wide range of
languages.

13
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To change the user interface language:

e On the Settings menu, point to User Interface Language.
e Select the required language from the list.

You will be prompted to restart the software.

TUTORIAL

The best way to familiarize yourself with Cardiris is by using it.
This tutorial helps you get started.

Exploring the Cardiris sample database

When you launch Cardiris for the first time, the sample database
provided with the software will open. It allows you to get started
even if your scanner is not connected to your PC yet.

e The sample database opens in aloum view.

File Edit Settings Card Process View Window Register Help

[T (unitcd Kingdom B2 i Recognize  N@iEiExpor |

EER AR N N EEESESE Y g a
Adventum BV Ganally France s.a.
............
Moo et Henk Van Debeurstelaar - @anally " Frédéric Maternais

m ——1 District Manager Directeur Marketing
B === info@adventum.rl

CONSOLIDATE
CONSOLIDATE
Marc Smithson

)

———— ——= frederic.maternois @ganally.fr
@ S Ganally n.v.
e Bob Corman

Sales Manager

)

Mare Smithsen Sales Director

smitheon @consolidate.com bob. corman @ganally.com

[}

‘CONSOLIDATE ERIOR DESI l INTERIOR DESIGN
E CONSOLIDATE -

Myriam Smithson || CHRISTIANE DOMBTHOLT

. ¢ ¢ ¢ 3. ¢ 9
]

P ‘ -

Sales Director account manager

Niyriam Smithson

b L el e S B R R N B

smithson @consolidate.com -

e The first cards in the database are displayed. You can see their
image and the major data fields.

14
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e The cards that are displayed have different colors. These colors
indicate the card status of each business card:

o new cards are yellow. The information they contain has
not been verified yet.

o indexed cards are green. The only information that has
been verified is the company name.

o verified cards are blue. All the information they contain
has been verified.

e You can navigate through the business cards by clicking the
browse buttons on the main toolbar or the arrow buttons at the
bottom of the interface. The latter will turn the pages of the
album.

e =

e Or click the letter buttons on the right-hand side: they will take
you directly to the cards of the companies that start with a
specific letter.

Al
8
cl

For more information about album view, see the section Album view
under View modes.

e Double-click one of the verified (blue) cards to switch to card
view.

15
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Front | Badk IPir_h.lre

Company

F N\
\ )

Adventum

Adventum BV

Henk Van Debeurstelaar
District Manager

PO, Bax 857

Tal: +81-46 267 56 00
Fax: +31-46 267 56 01

info@advantum.nl
W advenium.nl

First name
Last name
Title

Address

City
State

Phone
Phone 2
Cell phone
Skype

Fax

E-mail

Adventum BV
Henk
Van Debeurstelaar

District Manager

Wetenschapstraat 36

Sittard ZIP code 6310 AK

Netherlands

4

+31-46 267 56 00

QOO

+31-46 267 56 01
info@adventum.nl

e In card view, the card image and all the data fields are
displayed. Card view allows you to verify and edit the database
information and add notes to your business cards via the Notes
field. In card view you can also view and/or scan the back side
of the business card and view and/or add a picture of your

contact.

Front | Back |Ppicture |

Click here to add the back of the business card

| \ 0
NS

e Click the Browse buttons to navigate through the business cards.

di

4 b

i

For more information about card view, see the section Card view
under View modes.

16
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Processing sample business cards

When you double-click one of the new (yellow) cards in the sample
database to view it in card view, you will notice that the data fields
are empty.

To recognize the business card:

e Select the country of the business card in the Card style drop-
down list.

[umted St =

Somalia (English) -~
South Africa

' South Korea (English)

| Spain

Sri Lanka

Sudan (English)
Surinarme

Swaziland

Sweden

Switzerland

Syria (English)
Tadzhikistan

Taiwan (English)
Tanzania

! Thailand {English]
Tego

Tenga
Trinidad-Tobage
Tunisia (English-French]
Turkey

Turkmenistan
Turks-Caicos Islands
Tuvalu

Uganda

Ukraine

United Arab Emirates (English) |=

{United Kingdom
By selecting the business card style, you not only indicate the
language of the text to be recognized, you also indicate the general

layout of the business card. Different countries have different styles of
business cards.

e Click the Recognize button to start the character recognition.

17
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V) ocsniasss

The image is converted into editable text and the recognized text is

assigned to the various fields.

Company Adventum BY
First name Herk

Last name Van Debeurstelaar
Title District Manager
Address Wetenschapstraat 36
City Sittard

State

Phone +31-46 267 56 00
Phone 2

Cell phone

Skype

Fax +31-46 267 56 01
E-mail info@adventum.nl
Website www, adventum.nl

e Check the results so far.

ZIP code

Metherlands

6310 AK

L]

SEESE

If necessary you can edit the recognition results manually. You can
use cut-and-paste and drag-and-drop operations to move data about.
To drag data to another field, draw a frame around the data you want
to move, hold down the left mouse button and drag the text to another

field.

You can also use OCR on the fly: click inside the field you want to
send the data to. Hold down the Ctrl key while drawing a frame
around the data you want to move. When you release the Ctrl key the
data will be moved to the indicated field.

e When you have verified all the recognition results, click the
status button V(erified) in the bottom left corner of the interface
(or press F12) to indicate that the card has been verified.

18



Cardiris™ 5 — User Guide

Card status ‘verified' (F12)

The card can now be stored in the database and may be consulted,
printed, exported etc.

For more information about the card status, refer to the section
Assigning a card status.

e Click the browse buttons in the toolbar to display other cards in
card view.

A 4 > I

Scanning new cards

When you want to scan new business cards, it is recommended to
start a new database.

e Start a new database by clicking the New command on the File
menu. Or hit Ctrl+N.

A new and empty database will open.

e Connect your scanner to your PC and install any required
scanner drivers or software.

e Click Scanner on the Settings menu.

A list of available scanners will be displayed.

Select your scanner lﬁ
IRISCard Mini [EIEecCEEdE  IRISCard 3.x IRIScan 2 IRIScan Pro Qther
l Mext = ] [ Cancel l

19
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20

Select your scanner in the list and click Next.

A configuration screen will appear. Depending on the scanner you
selected you can determine the scanner model and source, the paper
size, resolution and image type, etc. Note that this is not the case
when you select an IR1Scan scanner. These scanners can be
configured after you click the Scan button.

Select the required scanner settings and click OK to confirm.
Depending on your scanner you may be prompted to calibrate it.
Insert the white calibration sheet that was delivered with your scanner

and click Calibrate. Once the scanner has been calibrated you will be
prompted to insert a card.

When you are using a flatbed scanner and you want to scan
multiple cards at a time, click the command Detect Cards in
Image on the Settings menu.

The scanned image will be split up in business cards.

Click the Scan button on the main toolbar to scan your business
cards.

After you have scanned the card, just repeat the recognition
process described above.
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Making direct use of contacts

You can make direct use of the contacts stored inside Cardiris. You
can, for instance, contact them via e-mail, visit their website,
phone them with Skype, get driving instructions to their address
etc.

e Double-click any card that has been recognized in Cardiris to
view it in card view.

e Click the corresponding links and icons to carry out the actions
listed above.

E-mail rgauer@muEtec.cnm Web site v, morakec, com
@ F='3

Searching contacts

The contacts you add to a Cardiris database can be consulted and
searched in several ways:

e In album view you can limit the view to new, indexed and
verified cards by clicking the corresponding status buttons on
the main toolbar.

e Use the Search field to do free-text searches on all data fields
simultaneously.

seil a

If none of the cards meet the search criteria, the application window
remains empty and the status bar confirms that there are no cards to
display.

Search result 00

21
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e Or click the binoculars icon to do access advanced search
options.

¥

These options allow you to do searches on one or more data fields.

Note that in advanced searches Cardiris looks for cards that start with
a certain character string, not for cards that contain the character string
in question.

e To display all cards after a search, click the status button All
Cards.

Exporting contacts

The contacts you add to a Cardiris database can be exported to
numerous applications.

e To start exporting contacts, select the cards you want to export
and click the Export button on the main toolbar.

(5 Exp

e Select the output application of your choice in the list and click
Export.

You can also import contacts from other applications and synchronize
Cardiris contacts with those of other applications. For more
information, see the sections Importing business cards and
Synchronizing databases.

22
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CHAPTER 4
VIEW MODES

ALBUM VIEW

When you open Cardiris the database that was last opened is
displayed in album view. Album view is the default view mode. It
displays your business cards in an album-like presentation.

e
==
(=[]

File Edit Settings Card Process View Window Register Help

[United Kingdom '] 2

Tla « » »|[FEEEEE

Adventum BV O Ganally France s.a.
Adventum B
o et Henk Van Debeurstelaar - anally et Frédéric Maternais
District Manager jreedmery Directeur Marketing
= info@adventum.nl et frederic. maternois @ganally. fr
CONSOLIDATE Ganally n.v.
CONSOLIDATE
Marc Smithsan Bob Corman

Maare Smithson Sales Manager

smithson @consolidate.com bob. corman @ganally.com

CONSOLIDATE DESIGH I INTERIOR DESIGH
@ CONSOLIDATE

Myriam Smithsan I CHRISTIANE DOMBTHOUT

Sales Director account manager

Myriam Smithson

] B0 e 5 ol 0 B e

|
|
]
]
7
]

smithson @consolidate .com

e The major data fields - company name, first name, name, job
title and e-mail address - are listed.

e A color code indicates the card status of each card: new cards
are yellow, indexed cards are green and verified cards are blue.

23
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Sort order

The contacts are sorted alphabetically first by company name, then
by name.

When no name is available, the contacts are sorted chronologically
by scanning date.

Navigation

e Press the arrow keys on your keyboard to move through the
cards. Or use the browse buttons on the main toolbar.

A 4 > P

e Press Home to go to the first card, press End to go the last
card.

e Click the letter buttons on the right-hand side: they will take
you directly to the cards of the companies that start with a
specific letter.

8]
<]

e To turn the pages of the aloum, use the arrow buttons in the
bottom corners of the interface.

Al

e -

Selecting cards

e Simply click a card to select it.

e To select multiple cards, hold down the Ctrl key and click the
cards you want to select.

24
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e To select a continuous range of cards, click the first card and
hold down the Shift key as you select the last card of the range.

e To select all cards, click Select All on the Edit menu. Or press
Ctrl+A.

Recognizing, exporting, printing and deleting cards in aloum
view

e Select one or more cards, right-click it/them to invoke the
context menu and click the command you want to execute.

Floral Culture

culture o
Christiane Melgown

Choirisns Wslgomen

Accour Recognize

Export...

Print J
Delete Card(s) T

CARD VIEW

Cardiris switches to card view when you double-click a business
card or click the card view button.

W= |
To switch back to album view, click the album view button.

IE
=} i
(== ]

25
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Data fields

In card view, the card image and all the data fields are displayed.
The data they contain can be edited in several ways. See the section
Editing the recognition results.

The standard data fields can be complemented by custom fields and
categories. See the sections Customizing database fields and
Assigning categories to contacts respectively.

The card status is indicated in the lower right corner. See the
section Assigning a card status for more information.

Front | Back | Picture Company  Ganallv n.v.
First name  Bob

Last name  Corman
Ganally n.v. Title Sales Manager
anally
Bob Corman Address Kerkenbos 6 -
Sales Manager
Teklink Europe City Niimegen ZIP code 6546 B 1
Kerkenbos 6 State Netherlands

6546 B | Nijmegen

The Netherlands YR
Tek31-24-3731031 Phone 31-24-3731 031
Fax:31-24-3731137 Fhone 2
www.ganally.com Cell phone
e-mail- boh.corman@ganally.com

Skype

Fax 31-24-3731137
@€ = EE & 9 E-mail bob.corman@aanallv.com

Website www.aanallv.com

QPO

Navigation

The browse buttons allow you to navigate comfortably through the
business cards.

A 4 > I

Card image

The card image displays the image of the business card. Right-click
it to acquire or open a new image or to delete it.

Cardiris supports color, grayscale and black-and-white images.

26
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Back tab and Picture tab

Via the Back tab you can add the rear images of a business card to
your contact. See the section Scanning the back side of a card.

Via the Picture tab you can add a picture of your contact. See the
section Scanning a picture of a contact.

The button bar

The button bar contains several convenient commands:

fadle] fala] [m]w]e=]n](@a) > e |

e The magnifying glass allows you to zoom in on the card image.
Just click inside the card image and hover over it with your
mouse.

e The drag-and-drop button allows you to execute drag-and-drop
OCR and OCR on the fly. Click it and draw a frame around the
text you want to recognize. Then drag it to the required data
field. Or click inside the required data field and hold down the
Ctrl key as you draw a frame around the text. The text will be
moved to the data field.

Make sure the correct country is selected first.

|United States '|

Tip: you can also drag text to other applications outside Cardiris.

27
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28

Click the fit to window and fit to width buttons to display the
entire business card and the entire width of the business card
respectively.

Use the rotate buttons to correct the orientation of your business
cards if necessary.

Use Swap front and back images in case you scanned the back
side of a card as front side by mistake, and vice versa.

Y
Click the Adjust image button to modify the image quality.
See the section Adjusting card images for more information.
2l
The crop button allows you to crop the card image. Click it and
move the frames to crop the image.

Click the back side image button to acquire or open the back
side image of the card.

When the back side of a card has been added the back side thumbnail

will change form.
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e Click the picture button to acquire or open a picture of your
contact and add it to the database.

When a picture has been added to the contact it will be displayed in
the picture thumbnail on the button bar.

N

AutoActions

You can make direct use of the contacts stored inside Cardiris by
means of the AutoActions buttons. You can, for instance, contact
them via e-mail and visit their website. You can also phone them
with Skype by clicking the telephone icon, and get driving

instructions to their address via Google Maps by clicking the car
icon.

E-riail rqauer@mu@ec.cnm Weh site  wan, murakec, com
éiﬁ G) F=

29
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CHAPTER 5
SCANNING BUSINESS CARDS

SETTING THE SCANNER SETTINGS

Before you can scan business cards with Cardiris, your scanner
must be connected to your PC and configured correctly.

To configure your scanner:

e Click the Scanner command on the Settings menu.

A list of available business card scanners will be displayed.

Select your scanner l&
IRISCard Mini [ Eddd  IRISCard 3.x IRIScan 2 IRIScan Pro Other
l Mext = I [ Cancel l

e Select your scanner in the list and click Next.

e When you select an IRISCard scanner the configuration screen
will appear:

e Select the required Paper size, Resolution and Image Type
(depending on the scanner you selected)

Note: it is recommended to use a 400 dpi resolution to scan business
cards successfully.

31
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Cardiris scan both landscape and portrait oriented business cards.
Note, however, that scanning landscape oriented cards is faster than
scanning portrait oriented cards.

If you want to scan the front and back sides of cards, select the
option Scan two-sided card. This way the duplex scanning
mode is activated. When scanning business cards you will first
be prompted to insert the front side of your card, then the back
side. (This does not apply to IRISCard Mini)

£¥, Configure your IRIS scanner &J

Paper size: @ Business card

Photo (3.5" x &")
Large photo (4" x 6"}

Custom
= Hesolution: 200 dpi 300 dpi @ 400 dpi 600 dpi
& P P P P
=E== Image Type: Black-and-white (1 bit)

o Grayscale (8 bits)

@ True color (24 bits)

Scan two-sided card (front and back)

[ oK ] | Cancel |

32

When you select an IR1Scan scanner no configuration screen
will be displayed. The IRIScan settings must be set after you
click the Scan button.

When you select another type of scanner a different
configuration screen will appear.
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Configure your TWAIN scanner Iﬁ
Scanner model; [Epsu::n Perfection 2400 T]
SCanner source: [EP'SDN Perfection 2480,/2530 v]
Format: [p,q v] Landscape
Resolution: [4[][1 - ]

Image Type: | True color (24 bits) *| Eltvert
[ ACF
[ Duplex scanning
[ OK ] [ Cancel ]

o Select your scanner model and indicate the scanner
source.

o Select the required Format, Resolution and Image Type.

Note: it is recommended to use a 400 dpi resolution to scan business
cards successfully.

o When your scanner is equipped with a document feeder,
select the ADF (automatic document feeder) function.

o Select Duplex scanning to activate it.

Note that this option will only be available for duplex scanners.

SCANNING CARDS

With Cardiris you can either scan business cards or open already
existing image files.
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Cardiris is Twain compliant and supports a wide range of dedicated
business card scanners, flatbed scanners and all-in-one devices or
MFP's (multifunctional peripherals).

To open existing image files:

e Click Load card images in the File menu and search for the
image files you want to open.

Cardiris is able to open images of various types: JPEG images,
Paintbrush (PCX) images, PNG (”Portable Network Graphics”)
images, (non-compressed, packbits, d2read and Group 4 compressed)
TIFF images and Windows bitmaps (BMP) are supported.

To scan business cards:

e Click the Scan button on the main toolbar.

=) Scan__|

Make sure your scanner is connected and the right scanner settings are

selected. See the section Setting the scanner settings for more
information.

When you are using an IRISCard scanner for the first time you will be
prompted to calibrate it. Insert the white calibration sheet that was
delivered with your scanner and click Calibrate.

When you are using an IRISCard Pro scanner, you can also use the

two scanner buttons to scan cards. For more information, see the
section Scanning cards with the IRISCard Button Manager.

Scan settings

When scanning business cards Cardiris can apply multiple scan
settings. The scan settings are available in the Settings menu.

Note: do not confuse the scan settings with the scanner settings.
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Several scan settings are applied by default:

e Cardiris detect the text orientation.

This option detects the text orientation on the cards and automatically
rotates cards that have been scanned at a 90°, 180° or 270° angle in

the correct direction.

Know that you can always rotate cards manually in card view using
the rotation buttons, should this be necessary.

e Cardiris crops business cards after scanning.

Any borders around the business cards are removed.

Eq CONSOLIDATE

Mare Smithson

IQ CONSOLIDATE

AT il G084 e Besinn

by Bt F| 35445

Phare 501 5710047

bl dopeL e Marc Smithson
Mosde 551 F43.1478 Sales Director
whiasnBasrankdain a0

W ] ilale Com

Tip: leave this option enabled at all times! Business card scanners tend to
create a black border around the card image.

Note: if you are not satisfied with the automatic cropping, know that
you can always crop business cards manually in card view. To do so,
click the crop button on the button bar and move the frames to the
appropriate size. Then click the Crop command.

The ViewGray option ensures optimal legibility for business
cards scanned in black-and-white.
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Besides the default settings Cardiris can also:

e Detect cards in image.

Use this option when you are using a flatbed scanner. You can place
multiple business cards on your scanner's flatbed and Cardiris will
split up the image in different business cards, throwing away the
superfluous black or white borders.

When you are using a card scanner, use the default option Single
card.

e Recognize cards after scanning.

When the option Recognize after Scanning has been selected,
Cardiris starts the recognition process immediately after scanning.
Make sure you select the correct country in the drop-down list before
scanning your cards.

This option is useful when you are scanning many business cards of
the same country. Note that you can only select a single card style at a
time.

e Recognize back side after front side

When this option is enabled, you can also recognize the back side of
cards, after recognizing the front side.

This option is useful in combination with the option Recognize cards
after scanning when scanning double-sided cards. This way, you scan
and recognize the front side and are prompted to do the same for the
back side.
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Note, however, that both sides of the card need to be in the same
language.

SCANNING CARDS WITH THE IRISCARD
SCANNERS

With the IRISCard Mini and IRISCard Pro scanners you can
scan one business card after the other.

Operation

e Insert a business card in the IRISCard and click the Scan button
on the main toolbar.

When you are using an IRISCard Pro scanner, you can also use the

two scanner buttons to scan cards. For more information, see the
section Scanning cards with the IRISCard Button Manager.

e When you are using the IRISCard for the first time you will be
prompted to calibrate it. Insert the white calibration sheet that
was delivered with your scanner and click Calibrate.

Should you need to recalibrate your scanner:

e Click Scanner on the Settings menu.
e Then click Reset calibration in the window that appears.

e The next time you hit the Scan button you will be prompted to
calibrate your IRISCard again.

You are recommended to recalibrate your IRISCard scanner on a
regular basis.

See the section Setting the scanner settings and Scanning cards for
more information about the scanner and the scan settings.
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SCANNING CARDS WITH THE IRISCARD BUTTON
MANAGER

When you are using an IRISCard Pro scanner a small utility is
installed in combination with Cardiris: the IRISCard Button
Manager.

This utility allows you to use your IRISCard scanner without
launching the Cardiris software first.

To access the Button manager:

e Double-click the Button manager icon on the task bar.

Note: when the IRISCard scanner is not connected to your pc, the
button manager icon will crossed out.

e Configure the scanner buttons:

Left button

By clicking the left button on your scanner you can either send your
business card images by e-mail or save them as image files.

When you select e-mail and click the left scanner button, Cardiris will
open a new e-mail message in your default e-mail software and add
the business card image as attachment.

When you select image file and click the left scanner button, a Save
Graphics window will open. Enter the file name, choose the file type
and save it in the required location. As soon as you click Save Cardiris
will scan the business card and store it in the location you selected.
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Right button

By clicking the right button you launch the Cardiris software and
automatically scan your cards.

Click the Settings button to determine the scanner settings. For more
information, see the section Setting the scanner settings.

LLOADING IMAGES FROM THE IRISCAN AND
IRISCARD ANYWHERE SCANNERS

(This section applies to IRIScan Anywhere 2 and IRISCard
Anywhere 4)

When you use Cardiris in combination with an IRIScan Anywhere
2 scanner or an IRISCard Anywhere 4 scanner, you can scan
your business cards anywhere you want without needing a computer
and load them into Cardiris at a later time.

Operation

e |f you decide to use an external storage device (SD memory card
or USB flash drive) to store your scans, insert it into the scanner.

e Scan your business cards with your IRIScan Anywhere 2
scanner or IRISCard Anywhere 4 scanner.

For information on how to use these scanners correctly, refer to the
scanners' Quick User Guides or User Guides:

The paper Quick User Guide can be found in the package box.
The electronic User Guide can be accessed from the Windows Start

menu > All Programs > |.R.1.S. > IRIScan/Card Anywhere >
IRIScan/Card Anywhere-English.pdf.
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e In case you stored your documents on an external storage device
(SD memory card or USB flash drive), insert the storage device
into your computer.

¢ In case you used the scanner’s internal memory to store your
documents, power on the scanner and connect it to your
computer.

e Open the Cardiris interface. A message will appear, prompting
you to load the images from your scanner into the current
database.

e Click Yes to load the images.

To load images at a later time, click No.

I.-"'_"“-.I Cardiris has found business card images in G\IRIS_ICL.

Would you like to load them inte the current database?

Yez l | Mo

Loading images at a later time

e To load images at a later time, click the down-arrow right of the
Scan button.

e Then select Load. The Load button will be displayed on the
main toolbar.

EC:]' Cardiris Corporate 5 for Microsofi

File Edit Settings Card Pr
- #
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File Edit Settings Card Process View Window Register Help

R | (i s B2l d Recosnize [l Expor |
EE®ia « » v |FEEEn) 0 #

e Click the Load button and browse for the images you want to
load.

SCANNING CARDS WITH A FLATBED SCANNER

When using a flatbed scanner you can scan multiple business cards
at a time: you can place multiple business cards on your scanner's
flatbed and Cardiris will split up the image in different business
cards, throwing away superfluous black or white borders.

Operation

e Click the command Detect Cards in Image on the Settings
menu.

If you forgot to enable this function, click Extract card(s) on the
Process menu.

e Put the cards on your scanner's flatbed. In order for Cardiris to
segment the cards correctly, a number of conditions must be met:

o the scan background must be clean and preferably black;

Tip: scan the cards with the scanner lid open to create a black background.

o the distance between the cards must be at least 2 cm;

o the scanned cards must be aligned with one another;
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L]

 +—|
[

——

-8

o cards must either be portrait or landscape oriented. Avoid
scanning a combination of portrait and landscape oriented
cards.

e Click the Scan button on the main toolbar.

The image will be split up in business cards.

- s, - 1 I

SCANNING BATCHES OF CARDS

Cardiris is able to process large batches of cards and supports
scanners equipped with an automatic document feeder. When the
automatic scanning option (ADF) has been enabled in Cardiris, all
you have to do is insert cards in your scanner's document feeder and
hit the Scan button.

To activate the automatic scanning option:

e Click Scanner on the Settings menu.

e Select Other and click Next.
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e Select your scanner from the list and click the ADF option.

e Any cards you enter in your scanner's document feeder will be
processed one after the other as soon as you click the Scan
button.

When you are using the IRISCard Pro or IRISCard Mini
scanners to scan batches of cards, there are no special options to
select. Simply click the Scan button once. After the first card has
been scanned, you will be prompted to insert another card. Cardiris
will process one card after the other.

Tip: the cards you scan in batch can be recognized in batch as well. Click the
command Batch OCR on the Process menu. Any new cards that have been
added to the database will be recognized.

SCANNING CARDS FROM WITHIN MICROSOFT
OUTLOOK

(This section applies to IRISCard Pro and IRISCard Corporate)

When you install Cardiris on your PC and Microsoft Outlook is
already installed, a Cardiris toolbar will be added to the Outlook
interface. Via this Cardiris toolbar you can scan business cards,
recognize them and store them as Outlook contacts. This way, you
can scan your business cards even without the Cardiris interface
being displayed.

To scan cards from within Microsoft Outlook:

e Open Microsoft Outlook from the Windows Programs menu.
Or click the icon on your desktop.

Cardiris supports Microsoft Outlook 2003 and 2007.

e On the View menu point to Toolbars and then click Cardiris.
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The Cardiris toolbar will be displayed.
% Inbox - Microsoft Outlook
Eile Edit View Go Tools Actions Help AdobePDF

SdNew - | g5 23 X | CaReply (=8 Replyto All (2 Forward
United States - @Cardiris -

e Select the correct country in the drop-down list and click the
Cardiris button to scan your business cards.

Make sure your scanner is connected to your PC and configured
properly.

When you are using the IRISCard you will be prompted to insert your
cards in the scanner.

e Cardiris will recognize the business card, open an Outlook
contact form and fill in all recognized fields.

e Click Save to save the contact.
The contact will be saved to the default contacts folder of Outlook.
Note: contacts can be saved to other Outlook contacts folders as well.
Simply open the contacts folder you want to store your contacts in and

go through the scan process. Cardiris will save the contacts to the
contacts folder that is opened.

SCANNING THE BACK SIDE OF A CARD

Sometimes business cards contain additional information on the
back side, such as private telephone numbers, logo's etc. Therefore,
Cardiris allows you to scan the back sides of cards and add the
information to the database.

To scan the back side of a card:
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e First scan the front side by clicking the Scan button.
e Then click Scan back of Card on the Process menu.
You will be prompted to enter a card.
e Or click the Back tab and click inside grayed picture.
o Click Acquire to scan the back side.
o Or click Load image to open an existing image file.

| Front | Back | picture |

Click here to add the back of the business card

a_\\ ?

~
=

[l

When the back side of a card has been added the standard back side
thumbnail on the button bar will change form.

Acquire...

Load Image...

Delete Image

13

If you also want to recognize the back side: while on the Back tab,
click Recognize on the main toolbar . The information will be
extracted from the back side and added to the relevant database
fields. Note that the information extracted from the back sides of
cards will not replace the info from the front side, but it will
complement it.
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' Recognize |

Tips:

In case you want to recognize the back sides of cards automatically, select the
option Recognize back side after front side in the Settings menu. This way,
you only need to click the Recognize button once to recognize both sides of
the cards.

Should the necessary information not be extracted from the back side after
recognition, note that you can still use drag-and-drop OCR and OCR on
the fly on the back side of cards to add additional information to the database
fields.

When you always want to scan both the front and back side of cards, make
sure you activate Duplex scanning.

DUPLEX SCANNING

(This section does not apply to IRISCard Mini)

Cardiris allows you to scan both the front and the back side of all
your business cards by means of the Duplex scanning mode.

To activate duplex scanning:

e Click Scanner on the Settings menu.

e Select your scanner and activate the option Duplex scanning in
the configuration screen.

e Then click the Scan button on the main toolbar.
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SCANNING A PICTURE OF A CONTACT

Next to the card image, you can also add a picture of your contacts
to the Cardiris database.

To scan a picture of your contacts:

e If the card you want to add a picture to is already in the database,
double-click it to open it in card view.

e [f not, click the Scan button to scan the front side of the card.
e Then click Scan Picture on the Process menu.
You will be prompted to insert a picture.
e Or click the Picture tab and click inside the grayed picture.
o Click Acquire to scan the picture.

o Or click Load image to open an existing image file.

Tip: avoid loading heavy pictures. A resolution of 75 dpi is sufficient for on-
screen display.

| Front [ Back | Picture |

Click here to attach an image to the card

Acquire...

Load Image...

Delete Image

\
. £
| &FA

e When a picture has been added to the contact it will be displayed
in the picture thumbnail on the button bar.
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2

ADDING NOTES TO CARDS

When you are scanning a stack of cards you collected during one
particular event, e.g. a trade show, it may be useful to add personal
notes to those cards, reminding you where you met your contacts.

To add automatic notes to cards:

e On the Card menu, click AutoNote.

e Select Insert this AutoNote and type in the text you want to
add.

The text you enter will be added to the Notes field of every card you
scan.

To disable this option click No AutoNote.
You can also add notes manually cards. To do so:

e Double-click a card to open it in card view.

e Click the Notes tab and enter any text you want to add.

MANUALLY ADDING CARDS TO THE DATABASE

Next to scanning business cards, Cardiris also allows you to add
cards manually to the database. This comes in handy when you
don't have your (business card) scanner near you.
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To add a card to the database:
e Click New on the Card menu. Or hit Ctrl+E.
A new card will be added to the database and opens in card view.

e Fill in the database fields manually.

Any cards you manually add to the database have the card status
Verified, as you are supposed to enter the correct information.

To add the front image, back image or picture of the card later
on:

e Click the tabs Front, Back or Picture and click inside the
grayed picture.

e Then click Acquire to scan or click Load Image to open an
existing image file.
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CHAPTER G
RECOGNIZING BUSINESS CARDS

SELECTING THE CARD STYLE

Cardiris uses field analysis to attribute data on business cards to the
correct database fields. The field analysis technology is, amongst
others, based on the card style, or layout, of business cards. Each
country has a different style of composing business. That's why it is
critical that you select the right country before recognizing your
business cards.

To do so:

e Click the card style drop-down list and select the right country.

Some card styles correspond to several languages. Belgium, Canada
and Switzerland for instance all have multiple official languages.
Cardiris detects the selected language automatically.

|United Kingdom v||

| Card style |-

o1
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lUnited Kingdem v]
Afghanistan (English]) -

Albania ‘ ‘

" Algeria (English-French)
" American 5amoa
Andorra

Angola

Anguilla
Antigua-Barbuda
Argentina

[ Armenia

Aruba

Austria

Note that you can only select a single card style at a time.

Tip: organize your business cards per country while scanning them. That
way, you can perform Batch OCR on them afterwards.

RECOGNIZING THE CARDS

As soon as you have scanned your cards and you selected the
correct card style, you can execute the recognition on your business
cards.

To do so:
e Simply click the Recognize button on the main toolbar.

The card data is extracted from the card image and attributed to the
correct data fields.

Tip: if you forgot to select the correct country, select it afterwards and
click the Recognize button again.

e Double-click the recognized card to view the results in card
view.
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Any data Cardiris cannot attribute to a database field is put in the
Extra field.

Unrecognized characters are represented by a tilde (the "~" symbol™).

Front | Back IPir_mre Company Adventum BV

First name Henk

Last name Van Debeurstelaar
Title District Manager

Adventum BV

Address Wetenschapstraat 36 -—

Henk Van Debeurstelaar
District Manager City Sittard ZIP code 6310 AK

State Netherlands

4

; Wetenschapstraat 96
B L5310 AK Sittand Phone +31-45 25756 00

PO Box 857 Phone 2
Tal: +31-46 267 56 00 info@adventum.nl
A d ven i um Fax. +31-46 267 6 01 v acveniurmnl Cel phane
Skype
Fax +31-46 267 56 01

OO

E-mail info@adventum. nl

e The recognition results can edited in several ways. See Editing
the recognition results.

Note: when you re-execute the recognition on cards that have
already been recognized, Cardiris will perform different operations
depending on the card status:

e Cards that have the status New will be recognized again. The
data they already contain will be erased and filled out again.

e Cardiris will try to complete any missing fields of Indexed
cards.

e Cardiris will not execute the recognition again on Verified cards.

RECOGNIZING BATCHES OF CARDS

When scanning batches of cards it may be useful to also recognize
them in batch, instead of performing the recognition on each card
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separately. This way, you can reduce the processing time
considerably.

To recognize batches of cards:

e Sort all the cards you want to process by country and scan them.

Sorting cards by country is essential as you can only select one card
style at a time.

e Then click Batch OCR on the Process menu.

Note that the command Batch OCR is disabled when you are viewing
a card in card view. If necessary, click the aloum view button to
return to album view.

I e

[=1i ]

e Batch OCR takes the card status of cards into account while
executing the recognition:

o Cards that have the status New will be recognized. Any
data that had already been filled in will be erased and filled
in again.

o For indexed cards, the system will try and fill out all
empty data fields - all fields which already contain data are
considered validated by the user.

o Batch OCR will not be executed on verified cards.

For more information about card statuses, see the section Assigning a
card status.

You can also batch OCR a selection of cards:

e Citrl-click a selection of cards in album view and click the Batch
OCR command on the Process menu.
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e Or right-click the selection and click Recognize in the context
menu.

RECOGNIZING THE BACK SIDE OF CARDS
AUTOMATICALLY

Sometimes business cards contain useful information on the back
side, such as additional contact information, private telephone
numbers, logo's, etc. That's why with Cardiris you can recognize the
back side of your business cards automatically, immediately after
you recognize the front side.

Note: the information that is extracted from the back sides of cards
does not replace the info from the front side, but complements it.

Note: back side recognition only works if the back side of the card is
written in the same language as the front side.

To recognize the back side of cards:

e On the Settings menu, select the option Recognize back side
after front side.

File Edit Card Process View Window Regis

Scanner... 3

I+  Single Card |

Detect Cards in Image

Detect text Orientation

Crop business cards

Recognize after Scanning
Recognize back side after front side

e S Y

ViewGray

User Interface Language... 4
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e Then click Recognize on the main toolbar. Cardiris will first
recognize the front side of the card and add its data to the
database fields. Then, it recognizes the back side and adds the
additional information.

Tip: in case you scanned a front side as back side and the other way

around, just click the Swap icon beneath the card image (in Card
view). The front and back images will be swapped.

N

EDITING THE RECOGNITION RESULTS

Once the recognition is completed, the recognition results can be
edited in several ways should this be necessary:

e You can click in any of the database fields to modify the text.

e You can move data about by selecting it and dragging it to
another field.

e You can also use cut-and-paste actions to move data.

Right-click in the database fields to discover handy editing
commands.

Any changes you make to the recognition results are saved
automatically. There is no need to hit a Save button. In card view,
typing is saving. The changes you make to the card that is currently
displayed can be undone, however:

e click the Undo command on the Edit menu to undo the last
change you made;
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e or click the Restore icon to undo all changes you made to the
card and restore it to its original state.

o)
Additional information can be added manually to the fields Notes

and Extra.

Next to these 'regular’ ways of editing, Cardiris allows you to
perform Drag-and-drop OCR and OCR on the fly.

Drag-and-drop OCR

Any data that Cardiris did not extract from a business card can be
added to the database fields by means of drag-and-drop OCR:

e Click the drag-and-drop button on the button bar.

e Drag a frame around the text you want to add and drag that
frame to the required database field.

Cormpary mercutio-inn
First name John

Last name Drive

Title General Director

| %_‘
Address B30U¢ resintree Dr

OCR on the fly

Any data that Cardiris did not extract from a business card can also
be added to the database fields by means of OCR on the fly.

e Click inside the data field you want to add data to.
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e Hold down the Ctrl key and drag a frame around the text you
want to add.

e Release the Ctrl key. The text will be added to the field.

In Cardiris you can not only edit the recognition results, you can
also customize the database fields. See the section Customizing
database fields for more information.

ADJUSTING CARD IMAGES

During recognition Cardiris converts cards scanned in color or
grayscale into binarized (black-and-white) images, on which it
performs the OCR. When opening or scanning extremely light or
extremely dark grayscale and color images, it may be necessary to
adjust the binarized images before executing the recognition, in
order to obtain satisfactory OCR results.

Operation

e Scan the card you want to recognize.

e Click the Adjust image button on the button bar.
i

e The preview window will open displaying the binarized image
and the adjustment options.
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Adjust image (e

Christiane Melgown
Account Manager
Delray Office Plaza

4731 West Atlantic Avenue Suite B1-B2

Celray Beach, Florida 33445
+1-(561)-921 0847

AW TIUE RS R TT IO SRR (i

Brightness : 0 Smoothening Despeckle : 3
0 V| Smoothen 0
Lighten Darken With some scanner models, reducing the sharpness g 2t
is necessary to recognize color and grayscale Removing too large dots may erase useful
Contrast : 200 images. information from the image
_ Smoothening allows to separate text from a colored
l; background
Low High

Reset | | Preview Cancel

Adjustment options:

Smoothening

o Select Smoothen to even out the image.
This option renders grayscale and color images more homogeneous by

smoothening out differences in intensity. As a result, a stronger contrast
Is created between the foreground (text) and background (artwork).

Note: sometimes smoothening is the only way to separate text from a
colored background.

Brightness

o Use the slider to increase or decrease the Brightness.
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The Brightness settings determine the overall brightness of the image.
Use these settings to darken or lighten the image when the text is
illegible.

Contrast

o Use the slider to increase or decrease the Contrast.
The Contrast settings determine the contrast between darker and lighter

zones of an image. Use these settings to make character shapes stand out
against a colored background.

Despeckle

o Use the slider to increase or decrease the Despeckle
options.

Despeckling removes small spots from black-and-white images.
e Click Preview to preview the results.

o If the results are satisfactory, click OK. If not, change the
settings again.

e Then click Recognize to recognize the card.

CUSTOMIZING DATABASE FIELDS

When recognizing business cards, Cardiris extracts the data from
the cards and attributes it to a list of standard data fields. The
standard fields are complemented by a number of custom fields that
allow you to add additional information. You can, for instance, add
the location where you met your contact, the hours when to reach
him/her etc.
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The default custom fields can be extended with an unlimited
number of other custom fields.

To add a custom field to a card:
e Open the card in card view.

e Click the + sign next to Custom Fields. Or click Custom fields
on the Edit menu.

Custom Fields -[|,=l

e Click Add and enter the name of the custom field.

Note: avoid using semi-colons (;) and vertical bars (|) both in the
custom field name and in the content. These characters are forbidden.

Edit custom fields |£|
Prefered wine
Delete

Add a custom field

Custom field name Birthday|

ok | | cancel

Cancel

e Then click OK to confirm.

The custom field will be added to the standard database fields.
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The content of a custom field can be edited and searched like any
other standard field.

Note that custom fields are not displayed in album view. Only the
'major’ database fields are.

e To rename or delete any custom fields, click the + sign again and
click Rename or Delete.

Custom fields are also available for export. They can be exported as
cvs, xml, html and excel files and sent to Microsoft Outlook 2003
and 2007. When exporting to Microsoft Outlook, the custom fields
are exported to the Notes fields of Outlook contacts.

When exporting contacts that contain custom fields to Microsoft
Dynamics CRM, the custom fields are added to Notes field in MS
Dynamics CRM.

When exporting contacts that contain custom fields to Salesforce
CRM, the custom fields are added to the Description field in
Salesforce.

Note: custom fields are an intrinsic part of a Cardiris database.
When you merge two databases, the custom fields from both
databases will be added up. In other words, the merged database
will contain both the custom fields from the first database as well as
those of the second database. Duplicate custom fields will be
merged into a single one.

Besides custom fields, you can also assign an unlimited number of
categories to your contacts.

ASSIGNING CATEGORIES TO CONTACTS

Besides custom fields, you can also assign an unlimited number of
categories to your contacts. Assigning categories to contacts helps
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you find them faster later on, by means of the advanced search
option.

For more information on advanced searching, see the section
Searching business cards.

To add categories to contacts:

e Openacard in card view.

e Click the + sign next to Categories. Or click Categories on the
Edit menu.

e Select the categories you want to assign from the list.

Pick categories Iél

[/ Associate
[]Business

[ Competition
[C]Customer
[]Friend
[¥]International
[Key customer
[]Prospect
[F]vip

[C]waiting

| Edt. || cancel || ok |

e This list of standard categories can be extended by an unlimited
number of categories: click Edit and then Add to add new
categories.

Note: avoid using semi-colons (;) and vertical bars (|) in category
names. These characters are forbidden.
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Categories are also available for export. They can be exported as
cvs, xml, html and excel files and sent to Microsoft Outlook 2003
and 2007. When exporting to Microsoft Outlook, the categories are
created on the fly in Microsoft Outlook as far as they don't already
exist.

Note: categories are an intrinsic part of a Cardiris database. When
you merge two databases, the categories from both databases will
be added up. In other words, the merged database will contain both
the categories from the first databases as well as those of the second
database. Duplicate categories will be merged into a single one.

Note: when exporting contacts that contain categories to Microsoft
Dynamics CRM, the categories will be added to the Notes field in

CRM 3, 4 and 2011 Server and in the Notes and Activities section
in CRM Online.

Note: when exporting contacts that contain categories to Salesforce

CRM, the categories will be added to the Description field in
Salesforce.
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CHAPTER /
ORGANIZING BUSINESS CARDS

ASSIGNING A CARD STATUS

When you open the sample database, which you'll find in the
Cardiris installation folder, you will see that the cards in the
database all have a certain color code. Cards can be yellow, green
or blue.

These colors indicates the card status of a card:
e Yellow cards are New cards.
The data they contain has not been verified yet.

e Green cards are Indexed cards.

Indexed cards are cards of which the company name has been checked
by the user.

e Blue cards are Verified cards.

Cards are Verified when all the information they contain has been
checked by the user.
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I INTERIOR DESIGH

CHRISTIAME DOMETHOLT

account manager

John Drive

General Director

Frank Lama
Ingénieur commerdial
Ol DT

flama @phonevallee.com

To assign a different card status to a card:

e Double-click the card to view it in card view.

e Check the recognition results and edit them if necessary.

e Click the status buttons in the lower right part of the interface:
N(ew), I(ndexed), V(erified).

Or use the function keys F10, F11 and F12 on your keyboard.

[ ]

Based on the card status you can choose to display a selection of

In album view click the card type buttons on the main toolbar to
display new cards, indexed cards and verified cards only,
respectively.

The status bar at the bottom of the windows indicates the card
types that are displayed.
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All cards 21727
Mew cards 1/
Indexed cards 11

Verified cards 1715

e Depending on the card types that are displayed, the Cardiris
database will be displayed in a different color.

In the image below Cardiris only displays verified cards.

consoLIDATE
CONSOLIDATE
Myriam Smithson [ o
T Myriam Smithson Sales Director
Bales Derecian [ =
smithson@consolidate. com ‘
................... e L ™
| [ . " = |
et Hirk Matso
Product Manager - =
kjrk matso@'ﬁaiknsi com
R [ S B
w Frank Lama = =g
; -N:l:;'l.u'l:l l'a.\.":"l'l'f\'uh'.l'l . .
[ ™ Ingénieur commerdal
|"- -3':-10.: % B0 B A ool oy
.kl' -}; s—-"eql“llgdl A:::Lui-l::- ----- ? ﬂama@phnnevallee.mm b P

e \When there are no cards to display:

o the application window remains empty and the status bar
confirms that there are no cards to display. (album view)

o the card image is empty, no data fields are filled out and
the card status is grayed. (card view)

e To redisplay all cards, click the all cards button.
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Notes:

When exporting cards to other applications, make sure you only
export verified cards. This way you are sure to export only
information that has been checked.

When you resolve duplicates in Cardiris, the cards you merge
automatically get the status verified.

When you use the option Clear all fields but Notes (on the Edit
menu) on a card, the card status changes to new.

BROWSING THROUGH THE CARDS

Cardiris functions like an electronic rolodex. The cards you add to
the database can be browsed easily:

e In album view click the arrows in the bottom corners of the
interface to turn the pages of the album.

- -

Or press PageUp and PageDown on your keyboard.

e The browse buttons allow you to navigate through the business
cards.

@A 4 » B

e Inalbum view press Home to go to the first card and press End
to go to the last card.

¢ Inalbum view you can also navigate through the cards by
clicking the letter buttons.
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Example: Click the "G" button and the cursor moves to the first card
whose company name starts with the letter "G". If there are no
companies in the database that start with that letter, Cardiris moves to
the card whose company name is closest to that letter.

Al
=l
<l

Sort order of cards

Cardiris applies a sort order to the cards in a database:

e Cards are first sorted alphabetically by company name.
The company name is the primary sort key.

e Then they are sorted alphabetically by name.

The name is the secondary sort key when there are multiple contacts
of the same company in a database.

e When nor their company name nor their name is available, cards
are sorted chronologically by scanning date.

SEARCHING BUSINESS CARDS

Cardiris offers two search functions to search your business cards
quickly and efficiently:

e You can do free-text searches using the search field.
| 3

e Or do advanced searches with the advanced search command.
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#

Free text search

To do a free text search:

70

Enter a term in the search field and click the search cards button
or press Enter.

LRIS. >
s Search cards |

Cardiris will display all cards that match the search criterion. The
filter button, the status bar and the pink background indicate that
you're displaying a "hitlist". The status bar also indicates the
number of cards that have been found.

}1( .=|r E Search result  1/11

If none of the cards meet the search criteria:

= the application window remains empty and the status bar
confirms that there are no cards to display. (album view)

= the card image is empty, no data fields are filled out and the
card status is grayed. (card view)

Logical operators such as OR and AND, and also quotation
marks can be used to broaden the search.

johin OR, williams john ARD adarms "“jobin williarms"

To redisplay all cards after a search, erase the search term and
press Enter or click the button All cards on the button bar.
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Advanced search

To do an advanced search:

e Click the binoculars icon on the main toolbar.

#h

e Cardiris displays the list of available search criteria.

The search criteria allow you to limit searches to specific data fields,
custom fields and categories. You can also search for contacts by scan

date and modification date.

Note: in advanced searches, Cardiris will look for cards that start with
the text you enter in any of the search fields, not for cards that contain

the text you enter.

Also note that you can use multiple search fields at the same time.

Tip: you can make use of logical operators (AND and OR) and
quotation marks inside the search fields.

e Determine in which sort order you want the search results to be

displayed.

Advanced search

| S

Company, Last name, First name

ampa Last name, First name
Country, ZIP code
Country, State, City
Scan date

-

!

Modification date

II'|_'|_'|.!|_

e Enter the text you want to search in the search fields and click

OK.

e Cardiris will display all cards that match the search criteria. The
filter button, the status bar and the pink background indicate that
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you're displaying a "hitlist". The status bar also indicates the
number of cards that have been found.

| Search result  1/11

If none of the cards meet the search criteria:

= the application window remains empty and the status bar
confirms that there are no cards to display. (album view)

= the card image is empty, no data fields are filled out and the
card status is grayed. (card view)

e To redisplay all cards after a search, erase the search term and
press Enter or click the button All cards on the button bar.

FINDING AND RESOLVING DUPLICATES

Cardiris is a comprehensive card database solution. It allows you to
import business cards from and export them to other databases,
synchronize entire databases, etc. To avoid that your database is
infected with duplicate cards or obsolete information, Cardiris
disposes of a convenient Duplicates management function.

To find and resolve duplicates:

e Click the Find duplicates icon on the main toolbar.
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¢ In the Find duplicates window, select the search parameters you
want to use. Duplicate contacts can be contacts who have
matching:

o company names, first names and last names
o first names and last names

o first names

o last names

o e-mail addresses

_' Find duplicates ﬁ

Company, first name, last name  + Find Duplicates
_¢ pany, first name, last name

First name, last name el - =
Last name Resolved duplicates
First name

E-mail

1| [l | 3 Ll 1n | 3
How do | resolve duplicates? " .
K Cancel Apply

e Then click the Find Duplicates button.

Cardiris lists the duplicate contacts (and indicates between brackets
how many duplicates have been detected per card).
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£5) Find duplicates (X

Company, first name, last name vl [ Find Duplicates

Unresolved duplicates Resolved duplicates

Drive John, mercutio-inn (2)
Sarton Gianrico, TecnHost Sistemi 5.p. A, (2)
Wilmotte Alex, UWAX (3)

4 11 3 < [Tl 3

i H
How do | find duplicates? Cancel

e Double-click any of the duplicates to view their information in
detail.

e The card data is spread out across 4 different tabs. The tabs
marked in red require your attention. The information inside the
tabs that are not marked has been processed automatically by
Cardiris.

Tab Data and Tab Custom fields

Click the Data tab to access the data fields information. The
information below also applies to the Custom fields tab.

When Cardiris finds duplicate contacts, it compares the information
in the data fields of the different contacts and merges the contacts
into a single card.

Color codes are used to indicate the status of the information:

e The merged card fields are marked in black.

e The information that has been selected and moved to the merged
card is marked in blue. This is the information that Cardiris
considers to be correct.
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e The information that has not been used in the merged card is
grayed.

e Fields that Cardiris could not merge are marked in red. Double-
click any of the red fields to move them to the merged card.

¢ Alternative information that can also be moved to the merged
card (instead of the current information) is marked in orange.
When you or Cardiris selected the wrong information, double-
click the orange data fields to move them to the merged card.

You can also use the AutoComplete button to have Cardiris merge
the duplicate contacts for you. Cardiris will then select the most
recent information and move it to the merged card.

5/ Resolve duplicate (e
How do | resolve duplicates? AutoComplete i e
Data |Images | Customfields | Categories |
Duplicates Merged card

22-Sep-2009, 08:31:50 22-5ep-2009, 11:23:38 22-5ep-2009, 11:29:48 22-Sep-2009, 11:29:51
New New New Verified

LAY Company LW AK
Alex First name Alex
Wilmotte Last name Wilmotte
CE.O General Manager Title

LW AX Building Address LW AX Building
42nd Street - 5934 42nd Street - 5934
Mew York City Mew York

ZIP code
UsA Mew York State
United States Country United States

Note: the information in the Notes field never creates a conflict. Any
information in any Notes field will be added to the merged card, in
combination with the data and time when the information was added.

When you are done resolving all the duplicates click Apply to save
them in the database or click OK to save them and close the
window. Resolved duplicates get the card status Verified. The
superfluous contacts will be deleted.
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Tab Images

Cardiris displays all three image types that can be attached to your
contacts: Front images, Back images and Pictures.

It automatically selects the most recent images and moves them to
the merged card.

Images that could not be merged by Cardiris need to be merged
manually. To move an image to the merged card, simply double-
click it. The image you did not select will be hazy.

'_'-‘- Resolve duplicate I&J
ight i AutoComplete oK Cancel
| Data | Images | Custom fields l Categories |
Duplicates Merged card

22-5ep-2009, 08:31:50 22-5ep-2009, 11:28:38 22-5ep-2009, 11:29:48 22-5ep-2009, 11:29:51

New

Should you have selected the wrong image, double-click the hazy
one to move it to the merged card.

Note: the images inside the tab are necessarily kept small. To zoom
in on an image, right-click it. To close the zoom window, again use
right-click.

Tip: you can move all three images of a duplicate contact (front image, back
image and picture) simultaneously to a merged card. To do so, hold down the
Shift key while you double-click any image of the duplicate. The images of
the other duplicates will be discarded.

You can also use the AutoComplete button to have Cardiris merge
the duplicate images for you. Cardiris will then select the most
recent image and move it to the merged card.

When you are done resolving all the duplicates click Apply to save
them in the database or click OK to save them and close the
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window. Resolved duplicates get the card status Verified. The
superfluous contacts will be deleted.

Tab Categories

Any categories you assigned to your contacts will be included in the
merged card. It suffices that one of the duplicates contains a
category for it to be added to the merged card.

The categories that have been moved to the merged card are marked
by a green V sign, the ones that are not by a red X.

AutoComplete oK
Categories
Duplicates Merged card
09-Jun-2009, 15:16:34 09-Jun-2009, 15:16:49 09-Jun-2009, 15:16:57
Indexed Indexed Verified
v X Assodate v
v X Business v
X X Competition X
X X Customer X
X v Friend Vv
v X International v
X X Key customer X
X X Prospect X
X Vv VIP v
X X Waiting X

To add categories to the merged card, double-click their red X sign.
To remove them, double-click their green V sign.

You can also use the AutoComplete button to have Cardiris merge
the duplicate categories for you.

When you are done resolving all the duplicates click Apply to save
them in the database or click OK to save them and close the
window. Resolved duplicates get the card status Verified. The
superfluous contacts will be deleted.

77



Chapter 7 — Organizing business cards

MAINTAINING CARD DATABASES

Cardiris is a comprehensive card database solution. The databases
you create or open in Cardiris can be merged or migrated with other
Cardiris databases, duplicated etc.

Opening and saving databases

Cardiris always opens the database that was last opened. Any
changes you make to a database are saved automatically. There is
no need to hit a Save button.

To open another database, click the Open command on the File
menu.

Creating and saving new databases

To create a new database, click the New command on the File
menu. A new database must be saved once by clicking the Save as
command on the File menu. After that, any changes you make are
saved automatically.

Compacting databases

You can compact your databases to reduce their file size to a
minimum. Compacting a database is useful when you removed
many cards from it.

To compact a database, click the corresponding command in the
File menu.

Tip: use low-resolution images only when you attach a picture to your cards!
(All data, including the images, are stored inside the database file.)
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Duplicating databases
You can duplicate your databases to create backups.
To duplicate a database either:

e Click Save As in the File menu and save the database as a .c5d
file (database file).

e Or copy the database file in Windows Explorer to another
location.

Duplicating contacts

You can also transfer specific contacts, not entire databases, to
another Cardiris database.

Two methods are available.

e Open both databases and drag the contacts from one database
to the other.

| Tip: the current database is mentioned in the title bar.

e Select the cards to be transferred, export them and import them
later on in the other database. (Select the export and import filter
Cardiris 5)

Migrating older databases
To migrate older databases:

e Open a database created in a previous version of Cardiris by
clicking the Open command on the File menu. Select the
Cardiris version in the Files of type list.

or
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e Import the contacts from earlier versions of Cardiris (3.x and
4.X) into an empty database. To do so:

o Click Export on the main toolbar and then click the
Import tab.

o Select from which Cardiris version you want to import
contacts and click Import.

o Select the database file of your choice and click Open.

Merging databases
To merge two recent databases:

e Import the contacts of another database into your current
database. To do so:

o Click Export on the main toolbar and then click the
Import tab.

o Select Cardiris 5 from the list.
o Select the database file of your choice and click Open.

e Open both databases and drag all contacts from one database to
the other. To do this quickly:

o Open the database in album view and click Select All in
the Edit menu.

o Then drag them to the other database.
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DELETING CARDS

Cards can be deleted from a database in several ways.
To delete cards:
e Select one or more cards.

e Right-click them and click Delete card(s).

e Click the command Delete card(s) on the Edit menu.

e Hit the Delete key on your keyboard.
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CHAPTER 8
EXPORTING CONTACTS

EXPORTING BUSINESS CARDS

The contacts in your Cardiris database can be exported to numerous
external applications. They can be exported to contact managers,
personal information managers (PIMs), customer relation
managers (CRMs), databases, spreadsheets and even word
processors whose mail merge function allows to print letters,
envelopes and labels.

v SOMC

fxz fz <

You can also save your contacts in a structured file, for instance in
the vCard format, to import them into any address database, such
as Microsoft Access. vCard files can also be imported into any
vCard compliant application.

Cardiris Corporate also allows you to export contacts to Microsoft
Dynamics CRM and Salesforce CRM.

See the sections Exporting to Microsoft Dynamics CRM and
Exporting to Salesforce CRM for more information.
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To export contacts from Cardiris:

e Select the cards you want to export. This can be done in several
ways:

o Hold down the Ctrl key and click the cards you want to
select.

o To select a continuous range of cards, click the first card
and hold down the Shift key when you select the last card.

o Execute a free text search to single out the cards you want
to export.

o Execute an advanced search (using the binoculars) to
single out the cards you want to export.

When no cards are selected, all cards will be exported to the selected
application.

e Click Export on the main toolbar and select the required export
application from the list.

Note that the option Export all cards at the bottom of the Export list
overrules any selection you may have made.

e Click Configure to configure the export.

Configuring the export implies setting several minor options. These
options are discussed in detail in the Cardiris ReadMe file.

Note: whether or not the Configure button is available depends on the
selected format or application.

e When you are done configuring the export, click OK to confirm.

Your contacts will be stored in the selected export format or
application. Open it to check the results.

Tip: you can also access the Export options by right-clicking a card or a
selection of cards and clicking Export.
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Tip: if you want to export contacts to another Cardiris database, you do not
necessarily have to use the Export function; you can also open both
databases and drag contacts from one database to the other.

Tip: select E-mail from the Export list to distribute contacts and their card
images through your e-mail software. A new e-mail message will open
containing a vCard file that in turn contains your contacts.

EXPORTING TO WINDOWS CONTACTS

When you are using Cardiris on a Windows Vista or Windows 7
based computer, you have the possibility to export your business
cards to Windows Contacts. Windows Contacts replaces Windows
XP's Address Book and allows you to keep track of people and
organizations by creating contacts. It also functions as the address
book for Windows Mail.

Note: if you are using Windows XP, you do not have Windows
Contacts. You can export to Windows Address Book (in Outlook
Express) instead. See Exporting to Windows Address Book for
more information.

To export business cards to Windows Contacts:

e Select the cards you want to export.

e Click Export on the main toolbar, and select Windows
Contacts from the list.
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T —
Ip

nze () o
Business card formats “

Impaort | Export | Synchmnize|

Business card imagas (~.jpg, *.bf) “
Cardiris 5

E-mail

FrontRange ColdMine

Gongle Contacts

HTML (*.html)

IBM Lotus Motec

Inmomatix InfoContacts O - InfoBusiness
' Microzoft Chynamics CRM

Wicrosoft Excel

Wovell Grouphiise

Falm Desktop

Sage ACT!

Salestorce CRM

Text (*.cav) I
Time and Chaos

wCard (™~ .vo
Windows Cortacts

1!

XML (Faenl) m

: Export all cards |

How do | expont to Apple devices? .
Configure... | Export I Clase l

—

Then click Export. Your contacts will be added to the Windows
Contacts folder.

The Contacts folder can be found in
C:\Users\YourAccount\Contacts. Double-click the contacts to
display their information.
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o | B S
@Ov‘ £y CA\Users\jsmith\Contacts v] +4 | ‘ Search Contacts jo '
Organize ~ Include in library = Share with ~ E ia T _[| e
| Favorites o : _ : e
BE Desktop —_— - _!. _
Iy Downloads S S — — =
% Recent Places |= _Alex _Alex Bob CHRISTIAN
Wilmotte(l Wilmotte.c Corman.con E
J.contact ontact tact DOMETHO
. Libraries UT.contact
“. Documents L \
4. Music m | - %
= Pictures R—— E = N )
& Videos Christiane David Frank Fréderic
' Melgown.c Gillard.cont Lama.conta Maternais.c
- ontact act ct ontact -

folder.

Tip: you can also type "wab.exe™ in the Search field to locate the Contacts

~ See more results

‘ wab.exe

EXPORTING TO WINDOWS ADDRESS BOOK

When you are using Cardiris on a Windows XP based computer,
you can export your business cards to Windows Address Book (in

Outlook Express)

Note that this feature is only available in combination with Windows
XP, as Windows Address Book has been replaced by Windows
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Contacts since Windows Vista. See Exporting to Windows
Contacts should you want to export to Windows Contacts.

To export business cards to Windows Address Book:

e Select the cards you want to export.

e Click Export on the main toolbar, and select Microsoft Outlook
Express from the list.

Note: make sure to select Microsoft Outlook Express, not Microsoft
Outlook. The Windows Address Book cannot be used directly from
Outlook.

Business card formats @

Import | Export | Synchronize

Business card images {*.jpg, *.tif) ”
Cardiris &

E-riail

FraontRange GoldMine

Google Contacks

HTML {* . hirnl)

IEM Lotus Mates

Innomatix InfoContacts II - InfoBusiness

Micrasaoft Crynarmics CRM

Microsoft Excel

Micrasoft Cukloak,

Microsoft Quklook Express

Fovell Groupiise

Palm Deskkop

Sage ACT!

Salesfarce CRM

Texk (*,c5v)

Time and Chaos

w_ard (¥, vcf)

ML (% il b

[ ]Expart all cards

Howy do | export o Apple devices?

[ Expork l [ Close ]

e Then click Export. Your contacts will be added to the Windows
Address Book.
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% Address Book - Main Identity

File Edit Wew Tools Help

B | R e

Tew Properties Delete  Find People Print Action

Shared Contacts Type name o select from list:
(3 Main 1dentity's Conta Mame  + E-Mail Address Business Phone Home Phone

E=lalex Demaulin ademoulin@gmail.com +32-(0i010-45 4.,
EZIFrank Dupont Frank, dupont@irislink. com +33 {031 4579 9.,
EZlPaul Lama paul.lama@irislink, com +32-{0110-4513 64

EXPORTING TO APPLE DEVICES

The contacts you create with Cardiris can be exported to your Apple
devices via iTunes. All you need to do, is first export your contacts
to Windows Contacts or Windows Address Book, then configure
iTunes to sync with one of the two aforementioned applications.

The contacts from Cardiris are added to the Contacts app on your
Apple device.

Exporting your contacts to Windows Contacts or Windows
Address Book

See the sections Exporting to Windows Contacts and Exporting
to Windows Address Book to learn how to do so.

Syncing iTunes with Windows Contacts or Windows Address
Book

e From the Windows Start menu, click All Programs > iTunes.

If iTunes is not installed on your computer click here to access the
download page.
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e Connect your Apple device to your computer.

e When your device appears in the list on the left side of the
iITunes window (below Devices), select it.

File Edit View Controls

LIBRARY
ﬁ Music
= Films
L1 Tv Programmes
A Radio

STORE
(] iTunes Store
«2 Ping

DEVICES

e At the top of the Window click Info.

e Check the option Sync Contacts with, and then select Outlook
or Windows Contacts from the list.

e Then click Apply to sync your contacts with the ones on your
Apple device.
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iTunes
w
Summary Apps Music Films TV Programmes Podcasts iTunesU Books
¥ Sync Contacts with [Guilook 3
¥ Outlook
@ All contacts Google Contacts
Selected groups Windows Contacts

Yahoo! Address Book

Add contacts created outside of groups on this iPad to:

e The contacts from Cardiris are added to the Contacts app on
your Apple device.

EXPORTING TO GOOGLE CONTACTS

The contacts you create with Cardiris can be exported to the Google
Contacts section of your gmail account.

Note: a Google account is required to export contacts to Google
Contacts.

To export contacts to Google Contacts:

e Select the cards you want to export.

e Click Export on the main toolbar, and select Google Contacts
from the list.
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92

WU, Export
Business card formats E

Import | Export | Synchronize

Intellect

L
Business card images (*.jpg, *.tif) il
Cardiris 5 ‘

E-mail
FrontRange GoldMine
| Google Contacts

Then click Configure at the bottom of the window.

Enter the credentials of your Google account and click OK.

Google Contacts export settings ﬁ

User name:
JohnSmith@gmail.com

Password:

Remember Password

[ oK ]| Cancel |

Then click Export to export the cards. A Cardiris group

containing your contacts will be added to the Contacts section of
your gmail account.

Note: if your contacts contain categories, a separate group will be

created as well, based on the custom field. E.g. Cardiris - Associate
in the image below.
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P i Search Contacts Search the \Web
G mMail
Mail
Contacts [l v  Addto"My Contacts" v Groups ¥ Ema More v
Tasks
["] Bob Corman bob.corman@ganally.com 31-24-37310... (+1)
New contact [] Frank Lama flama@phonevallee.com [0~ +33(0)14.. (*2)

My Contacts (4) ["] Gianrico Sarton g.sarton@tecnhostsistemi.com EH~- +3901.. (+1)

Cardiris (6) ["] John Drive 1-5322535
Cardiris - Associate (1)

Cardiris - Member (2)

Most Contacted

Other Contacts

o All the database fields from Cardiris - including any Custom
fields you created - are included in each Google contact.

Tip: you can also move the contacts to the standalone application
Google Contacts. To do so, select the contacts and click Groups >
My Contacts > Apply.

v Addto "Cardins" w Email More w

[+ Bob Corman | “. anally.com
¥ My Contacts

|+ Frank Lama s ilee. com
Cardiris

[¥ Gianrico Sarton s Cardiris - Associgle  10stsislemi.com

[+ John Drive Cardiris - Member

| Marc Smithson Apply solidate com

[ Marc Smithson smithson@consolidate.com
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Contacts

+ a2 + &

4+ Select: All, None

& Edit - # Groups
Bob Corman

_| [F] Frank Lama Bob Corman

" | [l Gianrico Sarton
| John Drive Sales Manager, Ganally nv.

bob_corman@@ganally.com - Work

31-24-3731 031 - Work
31-24-3731137 - Work Fax

N U e T e B

- Kerkenbos 6

EXPORTING CONTACTS TO MICROSOFT
DYNAMICS CRM

Cardiris Corporate allows you to export contacts to Microsoft
Dynamics CRM.

Microsoft Dynamics CRM is a Customer Relationship
Management system and allows your organization to manage
customers throughout the entire sales process efficiently.
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LitwareInc Administrator
CRMVPC

4— Microsoft Dynamics CRM _

Mew Activity = New Record~ | GoTo~ Tools= | [} Advanced Find i Help +
Workplace Contacts
[Z] Heports =
= Announcements |Search for records |P| View: |My Active Contacts ;I
Customers = —iad I i | O [ T [ | ;
e w| (e el = | More Actions
3 Accounts E '“'IJ_ l'f: "l;_“l |22 £ x a3 A . —
z ull Mame = -mai
%] Contacks [~] — -
: ol %=| A.Francesca Leonett };
Personalize Workplace ... =
b 83 AaronCon L
" —
5 | Workplace b |5 Aaronlee
Bk b |82 Aaron M. Painter
85 Aaron Nicholls
) H =
Marketing b 85 Abhijit Thakur
|83 Abu Obeida Bakhach
_ | b 8= Adam Barr 1”8
= i 4] | . l §
| 1of 50 selected. 4 4 Page 1 b
ﬁmrﬂﬁcﬁﬂtﬁr Ml#ABCDEFGHIJKLMNDPQRSTUUW}{YZ

Note: In order for Cardiris Corporate to interact successfully with
Microsoft Dynamics CRM, CRM administrators must configure the
Cardiris CRM connector and set up the CRM servers correctly. To
learn how to do so, CRM administrators should refer to the
Administrator Guide on how to configure Cardiris Corporate in
the Cardiris installation folder\Doc\Eng.

Cardiris Corporate supports Microsoft Dynamics CRM 3.0,
Microsoft Dynamics CRM 4.0, Microsoft Dynamics CRM 2011
Server and Microsoft Dynamics CRM Online.

Operation

To export contacts to Microsoft Dynamics CRM:

e Click the Export button on the main toolbar.

L .
' 4 Recognize
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e Select Microsoft Dynamics CRM from the list of available

export applications.

Business card formats

S

Export | Synchronize

Intellect

Apple iPod

Buzinesz card images [*.jpg. =.4f]
Cardiriz 4.%

E -mail

FrontRange Goldine

HTHL [ html]

IEM Lotus Motes

|nnomatix [nfoCantacts || - InfoBusiness
kicrozoft Dynamics CHR
Microzoft Excel

Microzaft Jutlook,

Microzoft Outlook, Express
Movell Grouphsise

Falm Desktop

Sage ACT!

Test [*.oav]

Time and Chaoz

wCard [Fwif]

b v | |

[ Export all cards

Configure... [ E sport

Cloze ]

e Click Export to export your contacts to Microsoft Dynamics

CRM.

Note: to establish a successful connection, the client computer running
the Cardiris application must reside in the same domain as the CRM

Server.

Note that the Configure button is disabled. Only CRM
administrators have the necessary rights to change the CRM

configuration.

e Cardiris will open the Find duplicates window.

Note: should you want to skip this step, click the Skip button.

Duplicate contacts can be contacts that have matching:

= company names, first names and last names
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first names and last names

first names

last names

e-mail addresses

It is up to the user to determine the search parameters in the drop-
down list.

2 | Find duplicates

[Cumpany, first name, last name v] [ Find Duplicates

Company, first name, last name
First name, last name

Last name

First name

E-mail

e Select the search parameters of your choice and click Find
Duplicates.

Cardiris starts looking for duplicates and displays the unresolved
duplicates, if there are any.

Cardiris will display duplicates that exist within the Cardiris
database and duplicates between Cardiris and CRM.

Note that only Active contacts in CRM are taken into account when

finding duplicates.
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_j Find duplicates -

|Con1|:lar1y, first name, last name v| [ Find Duplicates l

Resolved duplicates

Unresolved duplicates
Sarton Gianrico, TecnHost Sistemi 5.p.A. (2)
| Smithson Marc, CONSOLIDATE (2)

PP m | b P i | b

How do | find duplicates? | Skip | | oK | | Cancel | Appl

If duplicate cards are found within the CRM database itself, a
warning message is displayed. These duplicates need to be resolved
manually within CRM before the export procedure can be repeated.
Cardiris will proceed with the export procedure of other cards.

e Double-click any duplicate in the list to compare the contact
information.

Cardiris will automatically merge the matching contact information
into a single card.

To decide whether a CRM card is a duplicate of a Cardiris card and
vice versa, Cardiris follows a two-step procedure:

= First it compares the value of user-specified fields (last name,
company name, etc.) Blank fields are ineligible.

= Secondly, it compares the modification date of both the
Cardiris and CRM cards to the date of the previous export. If
neither the CRM cards nor the Cardiris cards have been
modified since the previous export, these cards will not be
included in the new export procedure.

Information that does not match is marked in red. Decide which

information you want to add to the merged card and double-click in
the required fields to do so. Or click AutoComplete to let Cardiris do
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it for you. Cardiris will then use the most recent data and add it to the
merged card.

Data |Images | Custom fields | Categories |

23-0ct-2009, 12:10:18 23-0ct-2009, 12:10:18 23-0ct-2009, 12:10:13 23-0ct-2009, 12:10:23
Indexed MS Dynamics CRM Indexed verified

Ganally n.v. Ganally n.v.

Bob
Corman
|| Sales Manager

Kerkenbos &

Nijmegen
B546B 1

Nijmegen
||B596 B 1

Netherlands Netherlands

31-24-3731031 31-24-3731 031 ext.24

Note: when you interrupt the duplicates resolving procedure, only
resolved duplicates are committed to the CRM and Cardiris databases
and a warning message will be displayed.

e Click OK and proceed to the next duplicate.

e When you are finished comparing the duplicates, click Apply to
export the resolved duplicates to CRM or click OK to export the
resolved duplicates and close the window.

If there still are unresolved duplicates, a new warning message will be
displayed.

Cards that have already been exported to CRM will not be included in
a new export action, unless they have been modified since the
previous export.

Tip: Click How do I resolve duplicates? to consult the Online help for more
information about resolving the duplicates.
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EXPORTING CONTACTS TO SALESFORCE CRM

Cardiris Corporate allows you to export contacts to Salesforce
CRM.

Note, however, that an Enterprise, Unlimited or Developer
Salesforce account is required. It is not possible to export to other
types of Salesforce accounts.

In order for Cardiris to interact successfully with Salesforce CRM,
CRM administrators must configure the Cardiris CRM connector.
To learn how to do so, CRM administrators should refer to the
Administration Guide in the Cardiris installation folder\Doc\Eng.

To export contacts to Salesforce CRM:
e Click the Export button on the main toolbar.

T[gm (United States B9).2 | 4 Recognize

e Select Salesforce CRM from the list of available export
applications.
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r

e Click Export to export your contacts to Salesforce CRM.

Note that the Configure button is disabled. Only CRM
administrators have the necessary rights to change the CRM

Business card formats

Import | Export S',rnchrcrnize|

Business card images (*.jpg, *.tif)
Cardiris 3

E-mail

FrontRange GoldMine

Google Contacts

HTML (*.html)

IBM Lotus Notes

Innomatix InfoContacts I - InfoBusiness
Microsoft Dynamics CRM

Microsoft Excel

Movell GroupWise

Palm Desktop

Sage ACT!

Text (*.csv)

Time and Chaos

vCard (*.vcf)

Windows Contacts
HML (=.xml)

111

| | Export all cards
How do | export to Apple devices?

Configure... | Export | | Close

configuration.

Also note that you need to have access rights to the Salesforce API in
order to export to Salesforce. Should this not be the case, contact your
Salesforce CRM administrator.
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rce k‘f )I 1 ~s Setup- System Log - Help - Logout ﬁrce.cggl‘ Force.com [=
: B
Home | Start Here »
Contact
Search Ms. Jane Grey

Search Al [E2

I Limit to items | own

Opporiunties [0] | Gases[1] | Open Actwties [0] | Achwiy History [I] | Campaign History [i] | Notes & Attachments [0] |
Advanced Search HTML Email Status [T]
——
Create New.. - Contact Detail [ Edit Woelete [l Clone [l Request update
Contact Owner  cluistophe mertens [Changel Phone B - (520) 7739050 3
Name M5 Jane Grey Home Phone
Recent Items Account Name  University of Arizona Mobile EE . (520)773-4539 03
diis s, Title Dean of Administration QOther Phone
Avi Green Department  Adminisiration Fax  (520) 773-9060
Edna Frank Birthdate  17/09/1933 Email  jane grav@uos edu
Liz D'Cruz Reports To  [Miew Drg Charl] Assistant
Tom Riple Lead Source  Word of mouth Asst. Phone
WMailing Address 888 N Euciid Other Address
—_— Halis Center, Room 501
Josh Davis Tucson. AZ 85721

Warning: the Cardiris contacts must be in line with Salesforce
CRM's policy. Contacts without a last name or with an incorrect e-
mail structure will be rejected.

Should an error occur while exporting cards then check the
*Cardiris_n.log file in your Windows temp folder. To access the
temp folder, type in % TEMP% in Windows Explorer. If necessary,
you can always send the log file to I.R.1.S. support for further
assistance: www.irislink.com/support.

*A new Cardiris log file is created each time you start Cardiris. The
'n" in Cardiris_n.log represents a 3 to 6 digit figure.

PRINTING BUSINESS CARDS

Should you want to print your contacts, click the Print command on
the File menu. Cardiris can either print your contacts in a list or
print their labels only.

To print business cards:

e On the File menu, point to Print.
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e Then select either Labels or List.

When printing Labels, the contacts are printed in small frames to put

a maximum of labels on a page.

2] «|»| o aja|

Henk Van Debeurstelaar '
Dvistrict Manager !
Adventum B !
Wetenschapstraat 36
Sittard 6310 AK

.N gtherlands

P,

# ottt =
b Kirk Matzo T
! Product Manager Business & Homes Offic
Feiko Instruments USA Inc. i
1130 Ringwood Court !
San Joze California 93131 !
United States

rrrrrrrreeedl o]

rEmmmmEE

m

Marc Smithson

Sales Director
CONSOLIDATE

4731 West Atlantic Avenue
Delray Beach FL 33445

.U nited States

Chrstiane Melgown
Account Manager
Floral Culture
Delray Office Plaza 4731 West Atlantic
Delray Beach Florida 33445

United States

1 -
'

When printing Lists the full width of the page is used.

| o &l

Henk Van Debeurstelaar
District Manager
Adventum BV

[T —

+31-46 267 56 00 i

info@adventum.nl
www_adventum.nl

Marc Smithson
Sales Director
CONSOLIDATE

561 921-0847

561 843-1428
smithson@consolidate.com
www_consolidate_.com

Myriam Smithson
Sales Director
CONSOLIDATE

561 921-0847
561 843-1428

4 I

smithson@consolidate.com -
| 3

e A configuration window will open allowing you to set the Label
type, Field order, Font and Print setup.

103



Chapter 8 — Exporting contacts

Label type
All standard label types (Avery and NEBS) are supported.
Field order

Click Field order to choose the data fields you want to include or
exclude and determine their sort order.

Font
Click Font to determine the typeface, type style and point size.
Print setup
The Print setup allows you to select your printer options.
e Click Print preview to preview the results.
e |f the results are satisfactory, click Print.

Should you want to print the card images, export your cards as
business card images in the JPEG or TIFF format. Then use your
imaging software to open and print the image files.

See the section Exporting business cards for more information.
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CHAPTER 9
IMPORTING CONTACTS

Cardiris not only allows you to export your contacts to external
applications, you can also import contacts from other contact
managers into Cardiris.

To import contacts:

e Click Import, Export and Synchronize on the File menu.

e Click the Import tab and select the import format or application
from the list.

Warning: importing contacts from other databases may create
duplicate contacts in your database. See the section Finding and

resolving duplicates for more information about duplicates
management.

e Click Configure to configure the import.

Configuring the import implies setting several minor options. These
options are discussed in detail in the Cardiris ReadMe file.

Note: whether or not the Configure button is available depends on the
selected format or application.

e When you are done configuring the import, click OK to confirm,

The contacts will be added to the Cardiris database.
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CHAPTER 10
SYNCHRONIZING DATABASES

When you use several contact managers besides Cardiris and
import/export contacts regularly from one database to another, it is
useful to synchronize your contact databases on a regular basis.

To synchronize databases with Cardiris:

Click Import, Export and Synchronize on the File menu.

Click the Synchronize tab and select the database you want to
synchronize with Cardiris from the list.

Click Configure to configure the synchronization.

Configuring the synchronization implies setting several minor options.
These options are discussed in detail in the Cardiris ReadMe file.

Note: whether or not the Configure button is available depends on the
application.

Then click OK to confirm.

Any contacts that are missing in one database will be copied from the
other and vice versa.
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|
Importing business cards ......111
Indexed cards........c.cevveriennnn 71
Installation ...........cccooviiinenns 9
IRIScan Anywhere.................. 41
IRISCard Anywhere ............... 41
IRISCard Mini ......cccccoovvrunnne. 39
IRISCard Pro.........cccoevvvrinnnene. 39
L
Labels. ... 108
Landscape oriented cards........ 34
Letter buttons ... 74
Load back image...........ccce.... 48
Load business cards................. 52
Load picture ........ccceeueneee. 48, 50
M
Manual cropping.........ccccevee.e. 30
Manually adding cards............ 52

Microsoft Dynamics CRM 7, 89,
100

Microsoft Outlook................... 46
N

NEeW Cards ......ooovvvevevvvviiieeeeenns 71

NOTES ... 52

Notes field ..........ccooveveiiinnnnn, 52
O

OCR .o, 5, 56

OCRonthe fly.....ccccovvvriinnne 61

Optical Character Recognition..5

OULIOOK......vvveeverineiiiiiiiiiies 46

Page format............cccccevvernnnene 34

Personal information managers6,
89

PICIUIE .o 50

Portrait oriented cards............. 34

PrevIieW.......coocovvvveeiinnienieee 62

Printing business cards.......... 108

Product support .........cccceevveee 11
R

Recognition results.................. 60

Recognize cards after scanning

........................................... 38, 56
Recognizing batches ............... 58
Recognizing cards.................. 56
Redisplay all cards................... 77
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