ADDING NEW SCAN \\/

CLIENTS

Adding New Clients

¢ This quick reference guide will show you how to add new clients to your client list in

series 6 and also look at editing existing clients and the removal of them.

¢ NB: The following can only be done by a System Administrator.

Adding a new client

¢ Log into Invu Series 6

¢ Click on the Administration option

r";l Explore

@

<~ Adminigtration

¢ Click on the File and Save option

IFiIe and Save .ﬂ.|

¢ From the expand options click on Show fixed list

File and Save Fiy

‘E?} Show information types

ﬁb Create aninformation tvpe
‘E?} Show Standard Documents
ﬁb Create a Standard Document
‘E?} Show Document References
ﬁb Create a Document Reference
€8 Show fixed lists

ﬁb Create afixed list

Security L 4
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¢ This will bring up all the fixed list in the system

Adrministration Adrministration

Filing Cabinetsz & || *Document Reference Yalue Lists (2 iterns) -
48 Show Filing Cabinets Title

ﬁ:}' Create a Filing Cabinet Client Mame

g8 Editthe adrmin group Document Author

File and Save Fiy Tear

'ﬁ'} Show informationtvpes

'-'E} Create aninformation tvpe

'ﬁ'} Show Standard Documents
'-'E} Create a Standard Document
'ﬁ'} Show Document References
'-'E} Create a Docurment Reference
g8b Show fixed lists

'-'E} Create afied lizt

Security 7

® Find the Client Name fixed list and double on the list

4Document Reference Walue Lists (3 iterns)
Title

&

Client Marme « Document erence Value List - Chent Hame

Document Author (| separal | "Jalues]

Year
Title
|b|ientName | ’ R
Tvpe IUnda
String
Diezcription

Fixed list Client Marme

ok [LCancel ]
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From the above screen click on the Values tab

i
| "% Document Reference Value List - Client Mame

|_| General| Yalues l

4 Document Reference Values (19 iterms)
Walue
4101 - Abbey Motors
8702 - Alan Peck
B101 - Bondings R US
107 - Charlie Murphy
C102 - Checkers & Sons
D101 - Darren Hinds
E101 - Earl Simmans
F101 - Fard Mators
1107 = Irrvu
J107 - Jane Smith
J102 - John Smith
1107 - hdike Jordan
k4102 - Pike Owen

Selection value

Add... Change...

Remove...

ok |

[ Cancel ]

¢ This will bring up all the existing clients. To add the new client into the Selection

value box at the bottom of the screen.

¢ Document Reference Value List - Client Name

| General| Values l

40ocument Reference Yalues (19 iterns)

Yalue

A101 - Abbey bMotars
A102 - Alan Peck
B1071 - Bondings R LIS
C107 - Charlie hMurphy
C102 - Checkers & Sons
0101 - Darren Hinds
E101 -Earl Sirmmons
F1071 - Ford Motars
1107 - Ireu

J1071 -Jane Smith
J102 - John Smith
k107 - hdike Jordan

rAT102 - Mike Dwwen M
Selection walue
4103 - &4 Papers| |
Add... Change. . Remove...
I Ok ] ’ Cancel ]

Page 3 | 6

Scan Worx | Document Templates



¢ Then click on Add and this add new client to the list. After adding all the new clients
to the list click on the OK button on the bottom right and this will save all changes
made to the Client List.

General | Yalues |

4 Dpcument Reference Yalues (20 items)

Walue
A107 - Abbey Motors
A102 - Alan Peck
A103 - A4 Papers
B101 - Bandings B LIS
107 - Charlie hMurphy

Updating exisiting clients

¢ From the above screen, select the client you wish to change so they are highlighted.

» Document Reference Value List - Client Hame g@
Gieneral | Yalues |
4 Document Reference Values (20 iterns) "~
Yalue .

5102 - SleepWalkers
31071 - Scan Worx Ltd
R103 - Ruszel Simmons
R102 - Rockersear
R101 - Rahul Khetia
F1071 - Paul Mye

PA102 - Mike Owen

b1 01 - Mike Jordan
J102 - John Smith

J101 - Jane Smith

1107 - lhvu

F107 - Fard kMaotars
E101 - Earl Simmons [v]

Selection value

1107 - lreeu

Add... ] [ Change... ] [ Remove... ]

I ]S ] [ Cancel ]

¢ The Client details will appear in the Selection value box and here you can change
the client details.
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[ =]

+ Document Reference Value List - C lient Mame [._HE]W

| Generall Yalues |

4 Document Reference Values (20 iterns) [1]
WYalue
5102 - SleepWalkers
5107 - Scan Wor« Ltd
R103 - Ruzzel Simmaons
R102 - Rockerwear
R107 - Rahul Khetia
F107 - Paul Mye
PAT0Z - Mike Duven
kAT01 - bike Jordan
J102 - John Srnith
J101 - Jane Smith

1107 - Ireeu
F101 - Ford bdotors
.
Selection value
107 - Irrew Ltd
Add... ] I Change... l [ Remaove... ]
I Ok, l [ Cancel ]

¢ After making the necessary changes to the client details click on Change and this will
save the amended entry back into the list.

[ I S LT PO T e

k4107 - kdike Jordan
J102 - dahn Smith
J101 -Jane Smith

F101 - Ford kotors
E101 - Earl Simmaons

Selection value

Add... Change...

¢ After making the necessary changes click on OK button and this will update the
Client list.
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Deleti isiting.cli

¢ From the above screen, select the client you wish to delete so they are highlighted
and click on the Remove button

-

+ Document Reference Value List - C lient Mame E]@

General | Yalues |

4 Document Reference Values (20 iterns)

>

Walue

A1071 - Abbey hdotors

A102 - Alan Peck

A103 - A4 Papers

B101 - Bondings B LIS

C107 - Charlie bAurphy

C102 - Checkers & Sons

D107 - Darren Hinds [v]

Selection value

B101 -Bondingz R LIS

Add.. ] [ Change... ] [ Remaove... ]

[ ok, l [ Cancel ]

® You will be prompted with a message box saying: Are you sure you wish to
remove this value from the List? Clicking on No will cancel the deleting process
but click on Yes will remove the client from the system.

L 1

Femove? »

\;.i/ Are wou sure you wish ko remove this value From the List?

| es { [ Mo ]

¢ After making the necessary changes click on OK button and this will update the
Client list.
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