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Quick Reference Guide�ServicePoint 3.02 – SkanPoint





Creating a Client Card – No Photo


1�
Click the ClientPoint tab.�
�
2�
Locate the client using either of the following two options:�
�
�
Option 1�
Option 2�
�
�
Fill in client's information in the Add as New/Search for Existing


Client text fields.�
Search by client ID number.�
�
�
Click the Add/Find Client button.�
Scan the client's ID card or enter the ID number in the Scan or Enter Client id field.�
�
�
Select the client's name from the list.�
Click the Search this id button.


�
�
3�
The first line on the Client Profile screen allows the user to create a client ID card.�
�
4�
Select the card orientation on the sheet of labels and click Issue ID Card.  A new page appears with a preview of the Client ID Card in Adobe PDF Format.�
�
5�
Review the card for accuracy.�
�
6�
To print, load the labels in the printer and click the Print icon on the Adobe Acrobat Reader tool bar.


Note: Adobe Acrobat Reader uses Windows printer devices to print.�
�












Creating a Client Card – With Photo


1�
Click the ClientPoint tab.�
�
2�
Locate the client using either of the two options presented in the steps for Creating a Client Card – No Photo.�
�
3�
In the File Attachments section, click the Add New File Attachment button.�
�
4�
Click the Browse button in the popup window.�
�
5�
Select the file to use on the Client ID card (must be a JPEG or in .jpg format).�
�
6�
Open the selected picture file. �
�
7�
In the Description field, enter a file name. The name must contain the words CLIENT and PHOTO in order for SkanPoint to recognize the attachment as the photo for the Client ID Card.�
�
8�
Click the Save & Exit button.  The file displays in the File Attachment sub-assessment.�
�
9�
Return to the top of the Client Profile screen.�
�
10�
Select the card orientation.�
�
11�
Click Issue ID Card.  �
�
12�
If the Client ID Card is satisfactory, load the labels in the printer.�
�
13�
Click the Adobe Acrobat Reader Print icon.�
�









Creating Bulk Client ID Cards


1�
Click the SkanPoint tab.�
�
2�
Scroll to the Generate Bulk ID Card section. �
�
3�
To print all cards in the entire database at one time:�
To print cards from a specific client list:�
�
�
Click Generate Bulk ID Cards. Click OK.


The first page of Client ID Cards appears in Adobe PDF format for review. Page through the entire document to review each card.�
Click Generate ID Cards from Client List. Select the appropriate list. Check the box to the left of the client for ID card generation. Select the card orientation. Click Print ID Cards for Clients. The first page of Client ID Cards appears in Adobe PDF format for review.�
�
4�
To print, load the labels in the printer.�
�
5�
Click the Adobe Acrobat Reader Print icon.�
�
�
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