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Picture ID 
 
Picture ID is an optional software package which allows the credit union to store the member’s picture 
identification in VIEW.  The picture identification for secondary names can also be stored in VIEW.  The 
picture ID can be viewed by tellers and other employees, as needed. 
 
An HP Scanner, scanshell scanner or Digital Camera is required to scan or take a picture of the member’s 
ID.  Contact Datamatic for more information. 
 

Remote Client Option (RDP) 
 
The Picture ID can be uploaded to VIEW from the Name Information window for the primary member or 
secondary names.  Prior to using these options, the member’s ID can be either scanned using the HP 
Scanner (which uses its own software or the Datamatic scanning software on page 11), or scanshell 
scanner, or photographed using a Digital Camera.  The Jpeg Image (.jpg) must be saved in the Datamatic 
folder on C:Drive (C:\Datamatic).   
 
**Note:  First try loading the driver and software that is included with the scanner that is purchased.  

Next, the scanner needs to be selected on the Station Setup window (General tab). 
 
 

See page 9 for instructions for Picture ID scanning directly from VIEW. 
 
 

Teller Security 
 
Proper security must be given to employees that will be allowed to the Import or Scan icons on the Edit 
Name window.  This is used to upload the Picture ID for an existing name record.  The security option 
can be found by selecting: 
 
 System Settings 
 Tellers 
  Select the employee 
  Basic tab 
  Picture ID  (This must be checked which means “permitted”.) 
 
No special security is needed to be able to view the Picture ID’s in VIEW. 
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Name Information 
 
The Name Information Edit window can be used to view a Picture ID, as well as, Import/Scan, Copy, 
Export, Rotate or Delete a Picture ID. 

 

 

 Figure 1  

 

If the Scanner is directly attached to the PC and a scanner is selected under Station Setup, then the Scan 
icon will show on the Name Information window at the top. 
  
If the Scanner is directly attached to the PC and a scanner is not selected under Station Setup, then the 
Import icon will show on the Name Information window at the top.  Credit unions using Terminal Server 
may see the Import icon. 
 
In the same area are the selections for Copy, Export and Rotate. 

  
All Picture ID’s must be stored in the Datamatic folder on C:drive, unless scanning the ID’s directly from 
VIEW.  If importing the Picture ID from C:/Datamatic folder, the available picture ID’s will be displayed so 
that a selection can be made. 
 
The “Copy” icon is used to copy a picture ID “This Account”, “Cross Account” (if applicable) or “Other 
Member”, if necessary.   
 

Click on the Picture ID to enlarge, if desired. 
 

To delete a picture ID, 
right click on the ID and 
select Delete. 

 



  Optional Software 

 

 3 Picture ID 
 
Datamatic Confidential   This documentation is proprietary and confidential information of Datamatic Processing Inc., and can 
ONLY be used for its intended use.  Any other distribution, dissemination, or copying use is strictly prohibited. 

The “Export” icon is used to copy a Picture ID to the PC, if needed.  After making the Export selection, 
the “Save As” window is displayed for selections to be made as to where the file should be saved. 
 
The “Rotate” icon is used to rotate a Picture ID that is not facing in the correct position to be viewed 
normally.  **Note:  Each time the “Rotate” button is selected; VIEW uploads a new rotated image.  This 
will show on the Audit Name and Address window with a description of “Add Picture ID”. 
 
Enter the Expires date in the space below the ID.  Select the Save icon. 
 
After adding the picture ID to VIEW for the primary member, the “Picture ID on File” option under 
Member Information will automatically be changed to “yes”.  The same is true for secondary names 
automatically changing the “Picture ID on File (Secondary)” field to “yes” under Member Information. 
 
TIP:    To print an ID, first display the Picture ID for the member or secondary name from the ribbon then 

select Ctrl + P.  A window will be displayed to make a printer selection.  After pressing enter, the 
ID will be printed. 
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Add Picture ID 
 
The Picture ID can be added to the member/secondary name from the Member Ribbon. 
 
Before adding ID: 
 

 

 Figure 2 

 

Click on    and the Name Information window is displayed to add the Picture ID. 
 
After adding ID: 
 

 

 Figure 3 

 
Enter the Expires date in the space below the ID.  Select the Save icon. 
 
 

Audit Picture ID 
 
The Add, Change and Delete options for Picture ID can be audited under [Main Ribbon or Member 
Ribbon > Other Inquiries > Audit > Name and Address]. 
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Expired ID 
 
After the expiration date for the Picture ID has been reached, the system will display the word Expired 
over the ID.  This also happens for the secondary names when the secondary name is selected in a 
search.  See example below. 

  

 

 Figure 4 

After an expiration date in the future has been entered, the word Expired will no longer display over the 
ID on the ribbon.  The expiration date can be file maintained on the General tab under the Edit Name 
Information window. 
 
 

Options for Picture ID users 
 
An option is available under [Main Ribbon > System Settings > Tellers > Options tab] called 
Automatically show picture id, when bringing up member.  This option is defined for each employee. 
 
If this box is checked, and the member has a Picture ID on the system, the Picture ID will automatically 
pop up for the employee when the member is displayed.   
 
If this box is checked, and the member does not have a Picture ID on the system, nothing will be 
displayed. 
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Picture ID Report/Extract 
 
A Picture ID Report/Extract can be generated, as needed, using the Picture ID selection under [Main 
Ribbon > Reports > On Demand].  This will generate a report/extract for either missing or expired picture 
ID’s.   
 
After making a printer selection, the system displays. 
 
 

 

 Figure 5 

 
Output Selections: R - Report 
   E - Extract 
   B - Report & Extract 
 
Selection: M - Missing ID’s 
  E - Expired ID’s 
 
Accounts Opened After: Fill in a date, if desired. 
 
Press enter to generate the report/extract.   
 
 
 
 
 



  Optional Software 

 

 7 Picture ID 
 
Datamatic Confidential   This documentation is proprietary and confidential information of Datamatic Processing Inc., and can 
ONLY be used for its intended use.  Any other distribution, dissemination, or copying use is strictly prohibited. 

Example of missing Picture ID report.  (PictureID) 
 
 

 

 Figure 6 

 
Example of expired Picture ID report.  (PictureID) 
 

 

 Figure 7 
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Example of missing Picture ID extract.  (picid.txt in Download folder - csv format)  
 
 

  Figure 8 

 

Example of expired Picture ID extract.  (picid.txt in Download folder - csv format) 
 
 

 

 Figure 9 
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Direct VIEW Scanning 
 
For In-House users (non-Terminal Server users), VIEW now supports scanning Pictures ID’s directly from 
the Name Information window.  This eliminates the need for third party scanner software and 
eliminates using the C:\Datamatic folder.  This scans the Picture ID directly into VIEW. 
 
The new scanner capability also offers the option to use a smaller scanner which does not take up much 
desk space.  This might be a good alternative for credit unions that want each workstation to have a 
scanner to use.  The smaller scanners can only be used to scan ID’s only. 
 
Datamatic also supports Scanshell 800N (smaller scanner mentioned above), in addition to HP scanners.  
The scanner must support TWAIN.  The new feature will not work on Terminal Server or Citrix because 
these do not support USB ports.  The scanner must be added locally to the PC.  **Note:  Windows 7 PC’s 
require a Scanshell 800NR because the Scanshell 800N will not work. 
 
**Note:  First try loading the driver and software that is included with the scanner that is purchased.  

Next, the scanner needs to be selected on the Station Setup window (General tab). 
 
Credit Union will add Scanner to the PC.  A message box will display if the driver for the Scanner was not 
signed by the Scanner software company.  The message may be “The software you are installing for this 
hardware: CSSN-SCANSHELL 800N has not passed Windows Logo testing to verify its compatibility with 
Windows XP.”  Credit Union needs to select “Continue Anyway”.   
 
Once Scanner is installed, go to [Main Ribbon > About VIEW > Edit button > General tab > Scanner].  
Select the scanner from the drop down box.  Afterwards, About VIEW will show the scanner next to the 
Scanner field under Station Information.   
 
How to use:  Select Member – Name Information.  One time only – first time:  The user will select the 
Import or Scan icon then this window will appear:  
 

 

 Figure 10 

The credit union should have a Calibration Paper that came with scanner.  Read the directions on the 
screen and then select Calibrate.  If the Calibration was successful, a message will be displayed stating 
this.   
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The Scanner software (Not VIEW) will then prompt the user to insert the item to be scanned. 
    

 

 Figure 11 

Next insert the item and select OK.  The Scanner Software will then display the following: 
 

 

 Figure 12  

 
**Note:  If “cancel” is selected when this window is displayed, the system will display the Name 

Information window.  Select the Import icon and the items in the C:\Datamatic folder will be 
displayed to select the .jpg file.  This is the original method of adding picture ID’s to VIEW. 

 

 

 Figure 13 

Contact Customer Support at 1-800-825-3854 for more information on this feature. 
 
 

Once completed, it will return 
to VIEW.  Finish importing or 
scanning the Picture ID and it 
is added successfully. 
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Scanning Software 
 
A scanning software option has been made available for credit unions using Terminal Server/Citrix, as 
well as, Online credit unions.  **Note:  First try loading the driver and software that is included with the 
scanner that is purchased.     
 
If this doesn’t work, the software can be downloaded from the Datamatic web site (Scan Picture ID 
Utility).  The software has its own installer just like VIEW and creates a shortcut on the desktop called 
“Scan Picture ID”.  This can be used instead of software from the scanner and can be used with both HP 
and scanshell scanners, if desired. 
 
After double clicking the “Scan Picture ID” icon on the desktop, the user will be prompted to insert the 
Picture ID into the scanner.  The system displays. 
 
 

 

   Figure 14 

 
Requirements and other information: 

• Microsoft .NET Framework 2.0 must be installed (optional component from Windows Update). 

• The software uses C:Datamatic (picture_id.jpg) for the output of the scan. 

• Contact Customer Support to use a different destination folder, if desired. 

• All settings are automatic so no need to tweak a third-party software. 

• VIEW uses the first scanner found on the PC, so there is no setup. 
 
After the picture ID has been scanned, the picture ID can be imported into the member record in VIEW 
using the Name Information window.  The options for Picture ID are in the ribbon. 
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