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1. Setting up on Salesforce

*You need to have an administrator account.

1-1. Installation

Step 1: Install Scan to Salesforce from Salesforce AppExchange.

0

@ appexchange Q. Search AppExchange

Home  Recommended forYou  Solutions by Type  Product Collections  Industry Collections ~ Consultants ~ Learn  Latest Collections ~ COVID-19

ALL APPS > SALES > PRODUCTIVITY
Scan to Salesforce/Pardot - Business card scanner for iOS & Android

By Sansan Inc.

Get It Now

Scan to Salesforce

Business Card Scanner
for Salesforce & Pardot

Free

® WatchDemo

CATEGORIES
Fast, accurate, and free! Kkkk: (66) Productivity
LATEST RELEASE
5/24/2021
Upload Automate 99% accurate OCR scanning, no more manual entry, rich Lead
En , data, and free!
o manual entry A simply powerful app your organization and teams will love. Quick setup for

admin. i0S and Android app for your users. Scan up to 4 business cards at
once. Validate data. Zap new Leads, Contacts, and Accounts to Salesforce.

GetltNow  for quick setup package TriggeraPardot campaign.

Step 2: Choose Install in This Org (production) or Install in a Sandbox Org.

Where do you want to install this package?

Install in a Production Environment

Install this package in the org where you or your users work, including Developer Edition orgs.
* Connected Salesforce Accounts @
e

Don't see your account? More Info.

Installin Production

Install in a Sandbox
Test this package in a copy of a production org,

Installin Sandbox

Cancel

© Sansan, Inc.
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Step 3: Check Install for All Users (assuming you want all users in your organization to be able to use
the app).

Install Scan to Salesforce: Simple & accurate
business card scanning

By Sansan Inc.

Install for Admins Only Install for All Users Install for Specific Profiles...

Cancel

1-2. Custom domain settings
Scan to Salesforce requires that you have a custom domain.

To set this, go to Setup > Settings > Company Settings > My Domain to complete the settings. Setup is
complete when you make the domain available to the org’s users.

See here for more information.

e D@e?2sa®

i Setup Home  Object Manager v

il

My Domain

~ Company Settings

| My Domain | | |
My Domain Settings Haporthis Pago @ |
Didn't find what you're looking for?
Try using Global Search. Ay e URL sic. A
My Domain Details Edit.

My Domain Name
Domain Suffix  Standard (*my.salesforce.com)
URL Stabilization bled,
Stabilze.

Include the instance name in Visualforce URLS when third-party cookies are blocked

Edit

Routing e

Edt

Policies Edit


https://help.salesforce.com/articleView?siteLang=en_us&id=000336819&type=1&mode=1
https://help.salesforce.com/articleView?id=sf.domain_name_overview.htm&type=5
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1-3. Assigning permission sets

To upload scanned business cards to Salesforce, you need to grant users SS card editing permission.
You can do this by assigning permission sets.

+ Scan to Salesforce: Assign to all app users
« Scan to Salesforce Admin: Assign to users who will use Admin settings

Go to Setup > Administration > Users > Permission Sets and find Scan to Salesforce or Scan to
Salesforce Admin. Choose Manage Assignments to assign the permission sets and then select the
relevant users.

. Q. Search Setup [+ 24?244 m
i1 Setup  Home  ObjectManager v

ADMINISTRATION

seTup
v Users Permission Sets
Permission Set Groups
T I . n I
I . Permission Sets nooemarae @
Profiles
Or , view, and 1age
Public Groups
In addition, you can use the SalesforceA il i user. from the App Store or Google Play: iOS | Android
Queues
roles [All Permission Sets | Ecit | Delto | Groato Now View 8
User Management Settings. New | [t} AIB CIDIEIFIGIH 1/J[KILIMINOPQRISTUVWXYZZ ¥ %+ AT T 3 7 oAkl
Users. (] Action Permission Sot Label + Deseription License
O Clone ‘Standard Einstein Activity Capture Access to Standard Einstein Activity Capture Standard Einstein Activity Capture User
> Data
O Clone Service Cloud User Denotes that the user is a Service Cloud user. Senvice User
> Email O Clone ‘Security Center Integration User Access Security Center for Intagration Cloud Integration User
O Clone ‘Scan to Salesforce Admin Grant Scan to Salesforce admin permission
PLATFORM TOOLS &
() Clone. Scan to Salesforce. € 2 Grant permissions to edit SSCard, and show the tab. / SSCard ...
> Apps ([ Clone Salesforce Console User Enable Salesforce Console User Sales Console User

1-4. Finding the Scan to Salesforce tab

Open App Launcher and make sure the app is displayed.

App Launcher Q_ Search apps or items.. Visit AppExchange

v AllItems

Accounts Dashboards Language Model Builder Receipts

App Launcher Data Use Legal Basis Leads Recommendations
Approval Requests Data Use Purpose Lightning Bolt Solutions Recycle Bin
Assets Discover Companies Lightning Usage Reports
Authorization Form Drivers Licenses List Emails Responses
Authorization Form Consent Duplicate Record Sets Macros Scan Item
Authorization Form Data Use Einstein Admin Mobile Scan Builder Scan to Salesforce
Authorization Form Text Email Templates Mobile Scan Builder - Lightning Scanning Queue
CMs Home Enhanced Letterheads Opportunities Scanning Queue (SF1)
Calendar Files Orders Scanning Settings

Campaigns Forecasts Org Metrics Scorecards

*If it'’s not displayed, review 4-1. Scan to Salesforce tab isn’t in Salesforce App Launcher to complete the
settings.

© Sansan, Inc.
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1-5. Sending a mobile app invitation to colleagues

Go to the Scan to Salesforce tab > gear icon > Invite colleagues to Scan to Salesforce.
Select users to invite and edit the message if needed. Then click Share on Chatter.

Al v Q search.. [+

Marketing Home  Chatter ~Campaigns » Leads » Contacts “  Opportunities » Reports \v  Dashboards \  *ScanfoSalesforce “ X [}

edwin_h@33networks.com

# Edit Display settings
= Title Website G 9
Sales Director 33networks.com ~ Display All users' cards*
Address Description  Display Delete all cards button*
Scanned by
7171 Southgate Parkway Bldg. 800 Austin,
| @ Johnson T v Display report button*

*Does not affect Admins

Current Report name

Contacts created from Scan to Salesforce
[Z) wallace Vernon Transfer to Contacts [N

Choose another report

Last name Phone
Wallace +41-1632960195
Vernon Wallace - :
o i First name Mobile Notification Settings
Vernon +447835108621 ¥ Enable notifications
et v Company Fax
SEVEN SEAS INVESTMENTS
SEVEN SEAS INVESTMENTS Invite colleagues to Scan to
Department Email =
) Salesforce
vernonwallace@sevenseasinv.co.uk

# Edit

Title Website
Marketing Director

Invite colleagues to Scan to Salesforce

Share app download URLS on Chatter to invite colleagues

* Select users

Users Selected users.
Chatter Expert (Chatter)
Data.com Clean (autocin)
Johnson (Johnson)
Platform Integration User (platint)

Process Automated (autoproc)

User Integration (integ)

“Message

We've added a free business card scanning app which gets rid of the need to manually enter
in your contacts. You just scan them with your phone. To get started, download the app.

Share on Chatter

© Sansan, Inc.
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2. Using the App

2-1. Installation

Check the mobile app invitation in Salesforce Chatter and install the iOS app from the App Store and the
Android app from Google Play.

# Download on the GETITON

@& App Store ® Google Play

2-2. Connect with Salesforce

You'll need to log into your Salesforce account when you use the app for the first time.
* To test it in the sandbox first, enter test.salesforce.com.
** For a custom domain, use [your domain].my.salesforce.com.

16:31 il = @

Cancel @ login.salesforce.com A C,

salesforce
Log in to Salesforce
If your organization hasn't installed the

Scan to Salesforce setup app, please
download it from AppExchange.

Username

|

Password

Remember me

You can use test.salesforce.com for a
sandbox or designate your custom
‘domain here.

login

From business card to

Cancel

Leads in a few seconds.

Log in to Salesforce

See our tutorial video

Forgot Your Password?

+/z/x|c|v|BNn|M @

© 2020 salesforce.com, inc. All rights reserved.

1233 space | Go

© L

t ®

Use of this app implies you agree to the



https://apps.apple.com/us/app/scan-to-salesforce/id1442743563
https://play.google.com/store/apps/details?id=com.sansan.scantosalesforce
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2-3. Scanning and uploading
Step 1:
Business cards

Standard Scan:

Standard Scan mode lets you digitize up
to 4 cards in one shot. Place the cards

on a flat surface with a solid background.
Then tap the shutter button when you see

Vernon Wallace

a blue circle at the center of each card.

Bulk Scan:

Tap Bulk Scan in the bottom right corner
to scan multiple cards continuously. Tap
Done to start digitizing them.

Saved business card images/photos
Tap Library in the bottom right corner and then select the image of the card you want to scan. Align the
card within the borders. Tap Done to start digitizing.

AL

< Albums Business cards

Vernon Wallace v

*The card language is automatically identified, or you can manually select the scanning/OCR language
in the app settings.
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Step 2: Tap on a card to manually edit any of the digitized data. You can also attach an image file of the
reverse side of a card using Attach Image.

9:41 il T - 9:41 il T - 9:41 ol T -
X Upload < Edit < EO | Done
4 cards scanned. Tap to check/edit details. o Vil '
First name
Vernon Wallace el | v
ernon)|
Seven Seas Investments Vernon Wallace |
Marketing Director
Last name
Company Wallace
Edwin Hernandez . Seven Seas Investments
33 Networks Email
Sales Director o vernonwallace@sevenseasinv.co.uk
Marketing Director Company
Patricia McMillan 1= Seven Seas Investments.
East Coast Manufacturing fmmn— Address
VP Procurement
& 176 Victoria St, Westminster London, Job title
SW10QL, United Kingdom Marketing Director

Kaori Tanaka
Ando Biotech | Phone the the the

International Business Manager —=

+441632960495
QIWJEIR|T]Y]JU]JIL|jO]P
S ewenrivuioe
+447835108621 AlISIDIFIGIH]IJIKIL
Adved 4 ZXCVBNMG®
0 8800000 =
123 space Go.
Add a note Attach image

* On the editing screen, you can pinch and zoom to magnify the card image.

** To validate addresses and split them into applicable fields (street, city, etc.), turn on the address
validation in the Settings screen in the mobile app.

*** To abbreviate state names, turn on that function in the Settings screen in the mobile app.

Step 3: Tap Upload to Salesforce to transfer the card data.

9:41 ol T -
X Upload
4 cards scanned. Tap to check/edit details
Vernon Wallace el |

Seven Seas Investments
Marketing Director

Edwin Hernandez
33 Networks

Sales Director

Patricia McMillan

East Coast Manufacturing
VP Procurement

Uploading to Salesforce All done!

You uploaded 4 cards
into Salesforce.

Scan more cards

Check cards in Salesforce app

y This should be quick.
Kaori Tanaka py—
Ando Biotech
International Business Manager

Upload to Salesforce

Add a note
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2-4. Transfer business cards to Leads/Contacts

Uploaded contacts are shown in the Scan to Salesforce tab. Click Transfer cards to Leads or Transfer all
cards to Leads to confirm the details and transfer your cards.

& Mo Qs i@ e?2se @

Marketing Home Chatter Campaigns »v Leads - Contacts v  Opportunities v, Reports v Dashboards \/  *Scan to Salesforce v X o

. Scanned cards

1cards - Latest card upload 11days ago. & FAQ 7' Display Report 7!

Wallace Vernon Card Management

Transfer to Leads Delete

Transfer destination

Last name Phone
Wallace +41-1632960195 Contacts
Vernon Wallace
o 4 First name Mobile
Vernon +447835108621 ~ Set owner user for Lead/Contact
Company Fax Select...

SEVEN SEAS INVESTMENT

Department Email + Add to Campaign Members
vernonwallace@sevenseasinv.co.uk
7 Edit GC Product Webinar - Jan 7, 2002
Title Website

Marketing Director

Delete all cards

Scanned by Address Description
© Johnson 176 Victoria Street Westminster. London SWI
0aL, Uk

Al v Q Search.. ([~ 2?7244

Marketing Home Chatter Campaigns »v Leads - Contacts v  Opportunities v, Reports v Dashboards \/  *Scan to Salesforce v X o

Scanned cards

Tcards - Latest card upload 11days ago. v Allusers' cards &= % FQQ@ Display Report 7

Delete Admin settings

=
[£] wallace Vernon

Last name Phone Transfer settings
Wallace +41-1632960195

Verl‘lon Wallace Transfer destination

N i First name Mobile Leads Contacts
Vernon +447835108621

Company Fax Field settings

SEVEN SEAS INVESTMENT

v Allow users to overwrite values for fields

Department Email
vernonwallace@sevenseasinv.co.uk
# Edit Display settings
Title Website
Marksting Director Display All users' cards*

* The cards you uploaded are shown by default. Check All users’ cards to see cards uploaded by others
in your Org.
** Select Contacts from Card Management > Transfer destination if youd like to change the destination.



2-5. Check business card data transfered to Leads and Contacts

Go to the Scan to Salesforce tab > gear icon> Admin Settings, and find Display settings. From Choose
another report, select the report template you want to display.

Then, click the Display Report button in the top right of the Scan to Salesforce desktop app.

Al v Search...

Marketing Home  Chatter ~Campaigns v+ Leads \/ Contacts \  Opportunities v Reports \  Dashboards \/  *Scanto Salesforce v X ()

Scanned cards

3cards - Latest card upload 10minutes ago. Allusers' cards &=~

[£] vernon Wallace Delete Admin settings X

First name Phone Transfer settings
Vernon +41-1632960195 ndiacdintimi
sfer destinatior
Vernon Wallace (enaloxeestingtion
Sebaivg et Last name Mobile Leads | Cofitacts
Wallace +447835108621
Company Fax Field settings
SEVEN SEAS INVESTMENTS
[ Allow users to overwrite values for fields
Department Email
vernonwallace@sevenseasinv.co.uk
& Edit Display settings
Title Website
Marketing Director v Display All users' cards*
—— Address Description + Display Delete all cards button*
176 Victoria Street Westminster. London SWI
Johnson .
(=) oL, UK ~ Display report button
“Does not affect Admins
Current Report name
Contacts created from Scan to Salesforce
[Z] Harvey Murphy Transfer to Contacts Delete
Choose another report
First name Phone
oo Harvey +66-6821-0033
Al v Q Search. *[+) &
Marketing ~ Home Chatter ~Campaigns v leads \» Contacts \+ Opportunities v Reports » Dashboards v *ScanToSalesforce v X o

Report: Leads
Leads created from Scan to Salesforce - n Y ej =
Leads created from Scan to Salesforce

Total Records

27
ol
12 Lead Owner
Suzuki Jiro @
10
Taro Yamada @
8 Saburou Honda
€
s
S
2 6
g
&

0 - L -

November 2020 December 2020 January 2021 February 2021 March 2021

Create Date



Scan to Salesforce - Administrator Guide

3. Other Features

@ 2?2xa @

rtunities Reports v D v o v X )

3-1. Transfer Option Settings

~ Allusers'cards &=+ C & FAQ 2 Display Report 7

From Card Management, select transfer options P2 N ]
from among Lead or Contact, Owner, and Delete Card Management

) )
Campaign Members. Phone Transfer destination

Mobile

* The UpIOOdeI" iS the default owner unless a 090-1234-5678 v Set owner user for Lead/Contact
specific owner is assigned by checking Set owner SO Select...
user for Lead/Contact. - + Add to Campaign Members

dummy009@sansan.co.jp
Select...

Website

3-2. Field Settings

*Please note you need an admin account to do this.

Step 1. Assign permission sets

To start Field settings, complete the permission sets settings by assigning the applicable permission set:
» Scan to Salesforce: Assign to all app users

« Scan to Salesforce Admin: Assign to users who will use Admin settings

Go to Setup > Administration > Users > Permission Sets and find Scan to Salesforce or Scan to Salesforce
Admin. Assign the permission sets by clicking Manage Assignments and then choosing the relevant
users.

Step 2. Field Settings

In Field settings, you can set how business card data should be transferred to each field for Leads,
Contacts, and Accounts. Click Field settings and set the transfer options for each field by following one of
the transfer options displayed.

- -Leave Blank- : No value will be
entered.

- -Fixed Value- : Set a fixed value
that will be applied to all business
card data.

Field settings

Field settings

Contact  Account

e Contactsetigs - Card field: Reflect the value of the
Contact field Car field Fixed value Edit value before transfer selected business card data item.

Last Name *

(Lasthiame) LastName

First Name
(FirstName)

FirstName

* -Leave Blank- cannot be chosen if
e etk ’ the field is required.
o -Loave lnkc : ** You cannot select business card
P . data of a type that does not match
with the field.

Informal Name
(inermainame)
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Step 3. Enable users to overwrite values for fields
Go to the Scan to Salesforce tab > gear icon > Admin settings and use Allow users to overwrite values for
fields to let users edit the fields for each business card’s data.

You can check Edit value before transfer in the Field settings to change the display settings for each field.

Field settings

Field settings

Contact  Account

Save Contact settings Clear Contact settings

Contact field Card field Fixed value I Edit value before transfer I

Last Name *

LastName
(LastName)

First Name
(FirstName)

FirstName

Salutation
(salutation)

-Leave blank-

Middle Name

(MiddleName) ~Leave blank-

3-3. App Activity Notification
Settings

*Does not affect Admins

Current Report name

Contacts created from Scan to Salesforce
Transfer to Contacts Delete

With the notification function turned on, Choose another report
the Salesforce app will regularly notify you

about the app’s activities. Notification Settings

v Enable notifications

To disable this function, go to the Scan to
Salesforce tab > gear icon > open Admin
Settings and find Notification Settings. i
Uncheck Enable notifications.

«¢ Invite colleagues to Scan to Salesforce

Give Feedback

3-4. Select card order,

orts v  Dashboards s  *ScanToSalesforce ~ X

AT\ a7 | Y Pdate page

When settings are complete, click the
v Allusers'cards &=+ C & FAQ O page update button from the upper right

L ——— corner of Scan to the Salesforce tab.

how oldest fi ; : .
Show oldestfirst  Admin settings You can also click the sort button to select

card orders from Show newest first / Show
Transfer settings oldest first.

© Sansan, Inc.
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4. Troubleshooting

4-1. Scan to Salesforce tab isn’t in Salesforce App Launcher

To show the ScanToSalesforce tab and start using Scan to Saleaforce, you need to complete custom
domain settings and permission sets settings. See 1-2 and 1-3 for more information.

SETUP
Profiles

Tab Settings.

(1) Overwrite users' personal tab customizations

Standard Tab Settings
Home

Accounts
Analytics

App Launcher

Approval Requests

Assets

Authorization Form
Authorization Form Consent
Authorization Form Data Use
Authorization Form Text

Awards

Board Certifications

Calendar

Campaigns

Card Payment Methods

Care Provider Adverse Actions
Care Provider Facility Specialties
Care Provider Searchable Field
Care Registered Devices

Care Specialties

Care Taxonomies

Cases

Custom Tab Settings
Scan to Salesforce

Default On

[Defaui on v
[Defautton ]
[Defautton )
[DefauttOn ]
[Defautof ]
[Dsfauiton ]
[Defautton )
[Dsfauton )
[Defautton )
[Dsfauiton )
|[Default On v
[Dsfauton )
[Defautton ]
[Defautof ]
[Dsfauiton v)
[Dsfauton )
[Defauton ]
[Defautton ]
[Dsfauiton v)
[Defautton ]
[Defautton ]

IDefauiton v] €=

If the custom tabs are not displayed after assigning the
permission set, you can set the custom tab display settings in
the Salesforce user profile.

Go to Setup > Administration > Users > Profiles > select the
User Profile > find Scan to Salesforce in the Custom Tab Settings
and select Default On.

Hi Setup | Home  ObjectMamager v

@ QuickFind ety
Profiles
setup Home
Lightning Expesisncs Transition
Asitant ol -
System Administrator

New Salesforce Mot Aop T R

jekStart L ThlT iiSeeljmen rrepwges)
Ughtning Usoge e v+ Qb st (v Scan‘o Salestorce[ ¥
Manage Subserpten coaclio B o
ADMINISTRATION Tab Setings

et n
© Users

Permission Set Groups
Permission Sats

|

4-2. Can’t upload to Salesforce

To upload scanned business cards to Salesforce, you need to grant users SS card editing permission.
You can do this by assigning permission sets.

See 1-3 for more info.



14

4-3. Transfer cards to Leads or Contacts doesn’t work

Note that it may not be possible to upload business card data to Leads and Contacts if your organization
has requirements for custom Lead or Contact fields.

Go to Field settings and enter Fixed values for fields or choose a card field to transfer business card data
values to fields.

Field settings

Field settings

Contact  Account

Save Contact settings Clear Contact settings

Contact field Card field Fixed value Edit value before transfer

Last Name *

(LastName) LastName

First Name
(FirstName)

FirstName

Salutation
(salutation)

-Leave blank-

Middle Name

(MiddleName) -Leave blank-

Informal Name
(InformalName)

-Leave blank-

Suffix

(Suffix) -Leave blank-

Other Street
(OtherStreet)

Street

Other City

* An admin can choose Allow users to overwrite values for fields from Transfer settings.
** When you complete Field settings, you need to assign permission sets. See 3-2 for more info.

© Sansan, Inc.
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5. Error codes

Error code

Issue

Solution

Wrong domain; please
designate correct Salesforce
domain

Failed to obtain a token; please
check the user guide

Please check that the
companion app is installed on
Salesforce

Timeout

400: required fields are missing
- [xxx]

401: unauthorized - Session
expired or invalid

404: not found - Invalid cross
reference id

404: not found - Entity is
deleted

Salesforce domain you
designated doesn't exist

Failed to obtain access
token from Salesforce

Salesforce app is not
installed

OCR server didn’t respond

in certain period

Contact data uploaded to

Salesforce is missing a field

Salesforce session ID or
token is expired

Salesforce is rejecting
duplicated contact data

Salesforce is rejecting
duplicated contact data

Disconnect Salesforce account
and re-connect with correct
domain (see 4-1)

Review Salesforce permission
(see 4-2)

Install Salesforce app from
AppExchange (see 1-1)

Please scan business card again
after a while

Check if the contact data has all
required fields

Review Salesforce permission
(see 4-2)

Scan business card again and
upload it

Scan business card again and
upload it
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6. Support

If you wish to receive a support, please contact us at:

Website: www.scantosalesforce.com
Contact form: www.scantosalesforce.zendesk.com/hc/en-us/requests/new



