
PASSPORTSCAN PROCEDURE

PassportScan Ltd. London UK
85 Great Portland Street - London - UK / W1W 7LT
VAT N° GB 922 9418 16 REGISTERED COMPANY NUMBER 06589796

Phone +442075588716  -  Fax +442078550825
info@passportscan.net
www.passportscan.net

1/4

1º. With Passportscan opened ask the client for the document and scan it. In case what we’re checking in it’s a family/group we will need 
to scan the head of the family/group document first. There are 3 different ways of launching the scanning process:

 1.- Press the F10 button on the keyboard**

 **In case your scanner is an SnapShell instead of pressing F10 you will have 
 to press the third button on the scanner.

 2.- Right click on the PassportScan interface and select the “scan” option.

 3.- Scanning button on the PassportScan maximized interface.
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2º. Ask the client to sign the registration card. For groups or family only the head of the family/group will need to sign.
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3º. In case what we’re checking in it’s a family/group we will need to click on the “Select Family Leader” button and then scan all the other 
members of the family/group. The scan of this documents has to be done with the family/group leader profile opened always. Automat-
ically this profile will go into this group.
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4º. Once the previous steps have been done and the client leaves to his/her room. We’ll check all the collected data and we we will start 
sending the data once there are not clients waiting for checking in.
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