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WorldCard Cloud License Agreement

This is an agreement between you and PENPOWER TECHNOLOGY LTD.(“PenPower”) for
the software product of WorldCard Cloud (the “Software”) accompanying this Software License
Agreement (“Agreement”) .

The Software includes the software for Server / i0S / Android / Windows / Mac / Web. Before
installation or use of the Software, you must read and accept the terms and conditions of this
Agreement as follows. By using or installing the Software you represent that you have carefully
read and expressly accept all terms and conditions contained in this Agreement and will be
legally bound by the terms and conditions hereunder.

If you do not accept the terms and conditions of this Agreement, please do not install or use the
Software.

1. Grand of License.

PenPower grants you a nonexclusive license to use the Software and its functionalities solely for
your internal business purpose and that your use of the Software must comply with the terms and
conditions of this Agreement. The Software is only licensed and not sold to you by PenPower.

2. Installation and Use

You may install and use the Software only for the number of licenses acquired by you. In order
to exercise your rights to the Software under this Agreement, you must activate your copy of the
Software in the manner described during the launch sequence.

3. Ownership

PenPower retains all right and related interest in and to the Software and all copies at all times,
regardless of the form or media in or on which the original or other copies may subsequently
exist. You neither own nor hereby acquire any claim or right of ownership to the Software or to
any related patents, copyrights, trademarks or other intellectual property rights.

4. Copyright

The Software is copyrighted by PenPower and is protected by copyright and patent laws of
Republic of China (ROC) and international treaty provisions. You shall not copy the Software
except to install the Software components licensed by you, as set forth by law, on to computers as
part of executing the Software.

5. Restrictions

Except as expressly permitted by this Agreement or by applicable law you shall not: (a) lease,
loan, resell, assign, sublicense, or otherwise distribute the Software or any of the rights granted
by this Agreement; (b) modify (even for purpose of error correction), or translate the Software

or create derivative works therefrom except as necessary to configure the Software using the
menus, options and tools contained in the Software; (c) in any way reverse engineer, disassemble
or decompile (including reverse compiling to ensure interoperability) the Software or any portion
thereof; (d) use unauthorized keycode(s) or distribute keycode(s); (¢) permit third party access to,



or use of the Software, and (f) distribute or publish keycode(s).

6. Limited Warranty and Remedy

(a) PenPower warrants that the Software will conform to the functional description set forth
in its standard documentation, but does not warrant that the use of the Software will operate
uninterrupted or error free. Any revisions or upgrades to the Software shall not restart or
affect the warranty period.

(b) You agree that your remedy for breach of the above-stated limited warranty shall

be, either: (i) correction or replacement of the Software with products which conform

to the above-stated limited warranty; or (ii) return of the price paid for the Software and
termination of this Agreement. Such remedy shall be provided to you by PenPower only if
you give PenPower written notice of any breach of the above-stated limited warranty, within
thirty (30) days of receipt of the Software.

(C) EXCEPT FOR EXPRESS WARRANTIES STATED IN THIS SECTION 6,
PENPOWER DISCLAIMS ALL OTHER WARRANTIES, INCLUDING WITHOUT
LIMITATION, (I) OF MERCHANTABILITY, (II) OF FITNESS FOR A PARTICULAR
PURPOSE, (I1I) OF NON-INFRINGEMENT OF THIRD PARTY RIGHTS, OR (IV)
AGAINST HIDDEN DEFECTS. YOU ACKNOWLEDGE THAT IN ENTERING INTO
THIS AGREEMENT, YOU HAVE RELIED UPON YOUR OWN EXPERIENCE, SKILL
AND JUDGEMENT TO EVALUATE THE SOFTWARE AND TO ENSURE THAT THE
SOFTWARE MEETS YOUR REQUIREMENTS.

7. Third Party Offerings

The Software may allow you to access the contents, software applications and data services
of a third party, including but not limited to a variety of Internet applications ("Third Party
Offerings") and interoperate with them. Your access to and use of any Third Party Offering
is governed by the agreed terms and conditions in connection with the offering and the
copyright laws of the country the third party belongs to.

Third Party Offerings are not owned or provided by the PenPower. Third Party Offerings
may at any time for any reason be modified or discontinued. PenPower does not control,
endorse, or accept any responsibility associated with Third Party Offerings. Any agreement
between you and any third party in connection with a Third Party Offering, including privacy
policies and use of your personal information, delivery of and payment for goods and
services, and any other terms, conditions, warranties, or representations of the third party
associated with such agreement is solely a dealing between you and the third party. You
should take into consideration and shall assume all risks or responsibilities in connection
with the use of "Third Party Offerings."

8. Privacy Policy
This privacy policy explains what information PenPower may collect about you, how
PenPower and other companies may use it, and tracking technologies that may be used



to collect information. When you use our sites or our mobile applications (our "apps"),
PenPower collect information about you and use it to facilitate and improve our services.
PenPower may change this Privacy Policy at any time by posting a revised Privacy Policy
on this page or apps download screen and such changes will be effective upon posting.

Information PenPower collect

a. Information collected automatically: When you visit our sites and use our apps, PenPower
automatically collect and store information about your computer or mobile device and your
activities. This information may include:

Your computer's or mobile device’s IP address

Technical information about your computer or mobile device (such as type of device, web
browser or operating system)

Your preferences and settings (time zone, language, etc.)

Your computer's or mobile device's unique ID number

Your mobile device's geographic location (specific geographic location if you've enabled
collection of that information, or general geographic location automatically)

How long you visited our sites or used our apps and which services and features you used

b. Information you choose to provide: You may choose to open an account and provide us
with information in order to use certain services or to take advantage of special offers. This
information may include your name, serial number and related information of the services,
email address, phone number. You may choose not to provide us with any personally
identifiable information. But if you don't provide certain information, you won't be able to
use some of the services PenPower offer.

How PenPower use your information

We use your information to provide and improve our services, customize services for you,
make special offers, better understand our users, diagnose and fix problems, and sell and
display ads that may be relevant to you.

Email Address: PenPower use your email address only to allow you to log in to your
account, send you confirmations (of your registration, purchase, etc.), and to send you
messages as part of our services. PenPower will also use your email address to respond to
your customer service inquiries.

Phone Number: PenPower use your mobile phone number only to send you SMS messages
that you've requested.

Adbvertisers : Advertisers and advertising networks use tracking technologies to collect
information about users' computers or mobile devices and their online activities (for
example, web pages visited and searches made) as well as general geographic location and
use that information to display targeted ads to users. PenPower sometimes allow these ad



companies to collect such information when you use our sites and apps to enable them to
display targeted ads to you.

Legal Matters: PenPower may use or disclose user information: in response to a legal
request, such as a subpoena, court order, or government demand; to comply with the law; in
connection with a threat of litigation; to investigate or report illegal activity; to protect the
legal rights of PENPOWER, our customers, our sites and apps or users of our sites and apps;
or to enforce our rights or defend claims. PenPower may also transfer your information to
another company in connection with a corporate restructuring, such as a sale or merger.

Mobile Device IDs: If you're using an app, PenPower use mobile device IDs (the unique
identifier assigned to a device by the manufacturer), instead of cookies, to recognize you.
Apps

If you install one of our apps on your mobile device, your use of the app is subject to our app
license agreement.

9. Limitation of Liability

To the extent permitted by applicable law or this Agreement, in no event PenPower shall be
liable to you or any third party for any direct or indirect damages or costs, including without
limitation, any lost profits or revenues, loss or inaccuracy of data, or cost of substitute goods,
regardless of the theory of liability (including negligence) and even if PenPower has been
advised of the possibility of such damages.

In any event, PenPower’s total aggregate liability to you for actual direct damages for using
the Software shall be limited to the Software license fees paid by you for the Software.

10. Termination

This Agreement is effective until terminated. You may terminate this Agreement at any time
by providing PenPower with written notice. Except as otherwise specified in this Agreement,
you will not receive any refund of fees.

This Agreement may be terminated by PenPower in the event that: (i) you fail to pay the
license fees and other charges set forth at the time of your order; or (ii) you fail to comply
with any of the terms and conditions set forth in this Agreement and do not rectify such
failure within thirty (30) days after receiving notice thereof. Termination shall not relieve
you from your obligation to pay fees that remain unpaid. Upon termination by PenPower of
this Agreement, PenPower shall have no obligation to refund to you any fees paid by you.
Upon any termination of this Agreement, you shall: (i) immediately cease all use of the
Software, including the use and distribution of any custom applications incorporating the
Software; and (ii) return the Software to PenPower or destroy same, and certify to PenPower,
in writing, that all copies and partial copies thereof have been returned or completely
destroyed and are no longer being used.



11. General
If any provision of this Agreement is ruled invalid, such invalidity shall not affect the

validity of the remaining portions of this Agreement. This Agreement constitutes the entire
agreement between you and PenPower, and supersedes any prior agreement, whether written
or oral, relating to the subject matter of this Agreement.

12. Governing Law
This Agreement is governed by the laws of Republic of China (ROC).
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There may be newer versions of the software that was released during or after this product’s manufac-
turing date. If the content in the User Manual differs from the on-screen interface, please follow the
instructions on the on-screen interface instead of the User Manual.
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Chapter 1 Add a New Contact

Chapter 1 Add a New Contact

1.1 Add a New Contact by Using a Scanner

1.1.1 By Scan Wizard

First of all, please plug the WorldCard Cloud scanner cable into a computer’s USB
port. The scanner driver will be automatically recognized and loaded if it’s the first time
being plugged into the computer. After the driver is loaded, you may lift up scanner cover
and launch WorldCard Cloud software.

After WorldCard Cloud is launched, please click on toolbar, select the
recognition language for the front side of the business card. You may check on [Rear
Side] and select the recognition language for the rear side of the business card if
necessary. You may start scanning the front side of the business card and then the rear
side when the light stops flashing from the previous scan. Click [Done] and the Scan
Wizard will be closed. The contact information of the business card just scanned will be
displayed in the contact list of the main screen.

[ T T— -]

— Front Side- [ Rear Side English

Recognized Cards Scanner

Status: Ultra A8 Scanner PP
Contact: 4

Auto Scan

CardImage: 4
Auto recognition after scanning

Tips:

1. Auto Scan: If checked, the scanning will be automatic when a business card is placed into the scan-
ner. The recognition will be performed once the scanning is done. If not, [Scan] button must
be clicked to initiate the scan.

2. Auto recognition after scanning: If checked, the recognition will be automatically performed right
after the scanning is done. If not, you have the chance to scan again if the image quality is
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not good and then click [Done] to perform the recognition.

3. You can scan multiple cards one by one without exiting Scan Wizard if both [Auto Scan | and [Auto
recognition after scanning] are checked.

4. Use ﬁ to delete card image and *= to exchange the images of the front end and rear end.

1.1.2 By Direct Scan

After WorldCard Cloud is launched, you may place the business card into the
scanner with the side to be scanned facing up. The card will be drawn in while the light
is flashing and the scanned image will gradually appear on the lower right-hand corner of
the screen. The recognition results will be shown in the contact list on the main screen.
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[=) Connected Sca

When the light stops flashing, you may scan the other side of the card or just click
[Skip Back] to proceed with the next card.

[=) Connected Sca Skip Back

Tips: You can have a proper setup for recognition languages and others by clicking [Set up]/[Scan Op-
tions].

1.2 By Manual Input

Click [Management] / [Contact] / [Add a Contact — Manually] to open a blank edit
screen of fields for contact details. You can fill out the fields manually then click [Save]
on the upper right-hand corner of the screen to save the information you just entered.
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Chapter 1 Add a New Contact

1.3 Add a Contact from the Same Company

Select a contact from the contact list and then click [Management] / [Contact] / [Add
a Contact — from the Same Company] to open a new edit screen of fields filled automati-
cally with contact info such as Company, Address, Phone, Fax, and Website from the
contact just selected. Other fields such as Name, Job Title, and Department are left blank
for you to enter manually.

1.4 Add a Contact from Email Signature

WorldCard Cloud can add a new contact from the signature of the received email.
Click [Management] / [Contact] / [Add a Contact — Email Signature] to open a dialogue
box for Email Signature. Copy an existing email signature, paste it on Email Signature
dialogue box, and click [Recognize] to add a new contact record with contact info from
the email signature.

(2 emar snere S~ ==
= = li
Wayne Hung
Global Support & Service Dept.

PenPower Technology Ltd.

7F, Nod7, Lane 2, Sec. 2, Guangfu Rd., Hsinchu 300, Taiwan, RO.C
T: +886-3-572-2691

ww.penpower.net

See Different, Connect Intelligent.

Recognize | [ Cancel
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Chapter 2 Edit a Contact

Chapter 2 Edit a Contact

You may add additional information to a contact or revise its recognition result by
double clicking a contact from the contact list to enter the edit screen of a contact.

e

John Dow
anos

2]\ Z..  "“Contacts List .. :
Contacts | Index
Category | 2. Detailed Contact
: John Dow  Saes Seckon arser Information Area

46520 Fremont BV, Sute 610, Fromont, CA 94538
TEL: 5108976600 FAX- 510.897-6606

[ —

Tip: On the main screen, you can click on the index to change the way the contacts are dis-
played. Click EN  to switch the language of the index; click £ to switch the index

by using the person or company name.

2.1 Edit Screen

There are three sections in contact edit screen. [Contact List], [Contact Data], and
[Business Card Image]. Click [Save] on the upper right-hand side of the screen to save
the edited work and exit the screen or click [Cancel] to drop the work.

[ VordCard Tear 101055
Contact it

WorldCard Cloud

John Dow flame (] —n
Full Name Joh Dow = o
FirstName | Jon 2, Carrie(Ouner); User's supen
me

. vactame [
Contact List ren sums = o0 s = & &
e Language of Front Side. ‘English ~| Language

I

Organizati
c

Depa
JobTitle | Sales Manager

Contact Data
Phone
OficTeL 5108976600

Office FAX. (510)897-6606
New

Address
Office Address | 46520 Fremont Biv. Suile 610, Fremont, CA 84538 Uniled Slates.

Business Card Image

Email

Selcted dots quentity 1 Lostyrced - 2017-06-301630:11 (5 Comnected Scanner. Utra A8 canrer PP
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Tips: If you want to add a new contact from the same company, you may click on the
contact edit screen or click [Management] / [Contact] / [Add a Contact — from the
Same Company] to open a new edit screen of fields filled automatically with contact
data such as Company, Address, Phone, Fax, and other relevant info.

2.1.1 Contact List

Categories and search results will be displayed in the section of Contact List so that
you can quickly switch between contacts by clicking contact buttons when editing. All
contacts can be displayed by clicking [Expand All Data] on the bottom of the list. Edited
work will be saved before switching to other contact. You may click [Edit] / [Restore]
on the upper left-hand side of the screen to abandon the edited work before switching to
other contact.

2.1.2 Editing Contact Data

In [Contact Data] section, you may modify the content of any field. You can click
another contact in [Contact List] section to modify its contact data. Besides, you can also:

Add a Portrait Photo: Click on the avatar icon to add a portrait photo. Click on the
existing portrait photo to replace with a new one or delete it.

= USA

:, Carrie(Owner); User's supenvi...

Information Displayed Order: If there are multiple names or companies for a contact
record, you can change the displayed order by moving the cursor above the field and

clicking .

Address Format: You can change the different address format by selecting a format from
the address pull-down menu.

Small Icons: There are small icons associated with different fields with which you can
dial a phone number, send an email, open a web site,etc., just by clicking the icon.

2.1.3 Business Card Image

If there is a business card image, it will be displayed on the lower right-hand side of
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Chapter 2 Edit a Contact

the contact edit screen. Here is what you can do:
Click @' and B to review the images of the front end or rear end of the card.

Click " on upper right corner of image to expand the card, |+ | to zoom in, and
~— | to zoom out.

Click F2s* to rotate the card 90 degree.
Click |'£|‘ to load a card image or to scan.
Click &= to export the card image to save.

Click m on the upper left-hand side of the image to delete it.

©  Partially Re-recognize Contact Data

If the recognition result of a particular field is not correct or incomplete, you can use
[Partially Select and Recognize] function to re-recognize this field. Click ‘= first and
crop this particular field on the card image with a blue dotted rectangle by holding the left
click and dragging the mouse. A pop-up menu will be shown when you release the left
click. Select the name of this field and the new recognition result will be assigned to that

field. If you select Photo, the cropped image will be shown in the area of avatar icon.

Language of Front Side English ~  Language

il i ] ,

) "
B3] [ B |

Fm———————
I

Blvd, Suite 610, Fremont, CA 94
600  FAX: 510-897-6606
jer.net g
net

Name
Organization
Phone
Address

L3
»
»
Email »
Website »

»

Instant Message

Photo

®  Crop the Card Image Manually
You can click [(E] to crop the card image by holding the left click and dragging.
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When releasing the left click, a dialogue box of [Are you sure to modify] appears. Click
[Yes] and the area outside of the dotted rectangle will be removed.

Language of Front Side English « Language

] »

+

John Dow Sales Manager

46520 Fremont Bivd, Suite 610, Fremont, CA 84533
TEL: 510-897-6600 FAX: 510-897-6606
sales@penpower.net =
www.penpower.net

© Re-Recognize the Card

Please confirm the recognition languages for both sides of the card first and click

(==} or [Edit / Re-Recognize] to perform the recognition again. If you want both sides to
be recognized again, please check on [Both Sides] and then click [OK].

8 & = | S

Language of Front Side English = language © Front Side Only

Please select the area you want to recognize

< m ] v O Rear Side Only

O Both Sides

Note: The current information of front/rear side will be replaced by the recognized
result

Lo [comea]

John Dow Sales Manager
46520 Fremont Blvd, Suite 610, Fremont, CA 94538
TEL: 510-807-8600  FAX: 510-897-6606

sales@penpower.
—
Tips: If the busi card is double-sided, you may click EJ to exchange the card images.



Chapter 2 Edit a Contact

2.2 Delete a contact

You can delete a contact by selecting it from the contact list, clicking the right click,
and then choose [Delete] from the pop-up menu. However, the data on [Shared Contacts]
still remains. You may download it from [Shared Contacts] if you need this contact in
your contact list again.

For more details on [Shared Contacts], please refer to Chapter 6.
Tips:

1. Contact data on [Shared Contacts] can only be deleted by its owner and administrator. However,
if other users downloaded the contact information, then it can not be deleted. Please inform the
users who downloaded the contact information to delete first, then you will be able to delete af-
terwards.

2. If you delete a contact record of your own from [Shared Contacts], the same record will also be
deleted from your [My Contact].

2.3 Setting Your Contacts for Other Users to Access
(Sharing Contacts)

The function of [Accessible User] in the edit page is made for you to set up which
users are able to use your contacts, it equals to you share your contacts with the users
you'd like to share.

On the upper right-hand side of contact edit screen, you may click &. to open a win-
dow of a list of users. Select the user to grant his access right to this contact by left click-
ing on the user. You can select multiple users and then click [OK] to complete the setting.
For more details, please refer to Chapter 5.
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Chapter 3 Manage Contacts by Categories

WorldCard Cloud supports the structure of multiple levels and multiple categories,
you can better manage your contacts by placing contacts in different categories. Opera-
tions on contacts such as search, print, and import/export can be performed based on cat-

egory.
3.1 Default Categories

There are four default categories: [All contacts], [Other contacts], [Favorites], and
[Unverified]. They cannot be deleted or renamed.

My Favorites: On the right-hand side of the list mode screen or contact edit screen, you

can click to add this contact into [My Favorites] category. Click again will
remove it.

Other Contacts: All contacts not placed in any other category will be placed in [Other
contacts]. Contacts coming from other software through synchronization are usually
placed here.

Unverified: Unverified contacts are shown in boldface meaning they haven’t been edited
yet. To change the unverified status, you can double click on the contact to edit it or
click [Edit] / [Mark as Edited].

3.2 Add a Category

There are several ways to add a category.

3.2.1 Add Main Category

1. Select [All contacts], then select [Management] / [Category] / [Add Category] in the
upper left software menu and enter the category name to complete.

2. Or right click on the [All contacts] , and select [Add Category] from the pop-up
menu.

Note: The new category name cannot be the same as the existing category name.
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3.2.2 Add Subcategory

1. Select the category you want to add subcategory under it, then select [Management]
/ [Category] / [Add Category] in the upper left software menu and enter the category
name to complete.

2. Orright click on the category you want to add subcategory under it, and select [Add
Category] from the pop-up menu.

Reminder: The upper limit of the category level is three levels.

3.3 Assign a Category to a Contact

If you want to assign a category to a contact, please select a contact and click
[Management] / [Contact] / [Change category] to open a screen where you can check
a category on the left side of the screen and click [OK]. Or you can right click on the
selected contact and click on [Change category] from the pop-up menu to open the same
screen.

Change category -

Change category
4 All contacts
Other Contacts
China

Japan

a
£
QrrROOO00

Co =

In contact detail section, you may also click := to the right of the avatar icon to
assign a category to the contact.



Chapter 3 Manage contacts by Categories

S U

=: Admin{Owner); Alex; User's s..

A contact can belong to multiple categories. For example, a contact can be in
both category “Friend” and category “Supplier”. You can make multiple selections of
categories on category management screen.

In addition, if you want to move the category location, right click on the category
you want to move, select [Move category], and then click the location you want to move
in the window.

Move categary [ <]

Move category to..

4 All contacts.

China

Japan

Korea
Taiwan

“ usa
CA

o e

3.3.1 Pin the Commonly Used Category

There will be a 5 button on the right of the category menu, you can tap it to pin the
category as a commonly used category, in this way, you don’t have to search for the com-

monly used categories in the whole categories, just simply tap ‘=g below the category
menu screen to switch to the pinned list, then you will be able to find the contact informa-

tion much easier. To remove from the pinned list, just click K\“

3.4 Change the Category Name
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There are two ways to change category name:

1. Select the category you want to change the name, and then select [Management] /
[Category] / [Rename Category] in the upper left software menu.

2. Right click on the category you want to change the name, and select [Rename
Category] from the pop-up menu.

3.5 Delete a Category

There are two ways to delete a category.

1. Select the category you want to delete, and then select [Management] / [Category] /
[Delete Category].

2. Right click on the category you want to delete, and select [Delete Category] from
the pop-up menu.

Note: As long as there is any contact information in the category, the category cannot be de-
leted.
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Chapter 4 Functions for Reaching Contacts

WorldCard Cloud provides many functions for reaching contacts. You may send an
email, make a Skype call, send a Skype text, open a website, plan a visiting route to the
contact, and search the contact on the social media.

Tips:

1.  You can merge two contacts into one or split one contact into two by clicking [Manage-
ment] / [Contact]. Please refer to Tip 2 on how to select two contacts for Merge function.

2. By left clicking the mouse while pressing Ctrl or Shift key , you can make multiple selec-

tions from the contact list.

4.1 Send an Email

To send an email, you can right click on the selected contacts or a category and select

[Send Email] from the pop-up menu, or click @ on the toolbar, or click [Run]/[Send

Email] to open Send-Email screen.

Search:

Full Name Company Office TEL Office Email
John Dow PenPower (510)897-6600 sales@penpower.net
HEExek BrEEHST (0240)32-2188 tanaka@tanakasangyosca...
HLE (03)572-2691 tech@penpower.com.tw
EEE (FHEAHISE[R (02)3432-2188 joon@worldcard.co.kr

< n

R ——————————N—SSSNSS—m—————

I
|

Select contacts and press [To], [CC], or [BCC] button depending on the way through
which you want to send the mail to contacts.
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4.2 Transfer Contact Data

If you have permission to export contact data, you can send out card image and
vCard file through Email by clicking [B&ll on the toolbar.

[T Card image
[CvCard
© For Smart Phone

© For MS Outlook

Send email Cancel

4.3 Make a Skype Call

Skype software needs to be installed before a Skype call can be made. If there is a
phone number associated with the contact, you can right click on the contact and select

[Skype] or click [Run] / [Skype] on the selected contact to open a screen where you can

make a call or send a text by clicking %" or -, respectively.

Besides, you may also be able to click on the same icon when you move the cursor
above the Phone field in the contact detail sheet. If the phone number doesn’t come with

the country code, a Skype Call screen will be called up for you to select the country code.

You need to have Skype credit to make a Skype-out call.

info

John Dow
= USA
. PenPower
B company : Sales Manager
3 Office TEL : (510)897-6600
3 Office FAX : (510)897-6606

46520 Fremont Bivd
& Office Address :  Suite 610, Fremont, CA

4-2
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Erro ==
Phone

Country code is needed for a valid call. Please choose the Country/Ares to
complete the call.

Source Phone Number:  (03)572-2691

Phone Numberto Call.  +135722691

4.4 Open Website / Display Map of Address

If a contact information includes URL of company or any website, click [g&2% on the
toolbar, or right click on the contact and choose [Open Website] can open that webpage

In addition, click the drop-down arrow next to the icon and click - or right click on
the contact and choose [Display Map of Address], then choose the address you are willing

to look up to open the Google Map or Baidu map.

4.5 Route Planning

WorldCard Cloud provides Route Planning function allows you to plan routes
between several contacts’ address via Google Map and two contacts’ address via Baidu
Map. Please note if you use Baidu map, you can only plan two contact addresses. You
can change the map you want to use in the Settings.

1. Right click one or several slected contacts, and choose [Route Planning].
2. Choose to display by Google Map or Baidu map.

3. Select the specific contacts’ addresses or click [Select All]. Then click [Next]. You
can also edit [My Address] and add it into your route planning.

Tips: WorldCard will automatically save the address you entered in [My Address]. Next time
you can directly choose it o use.

4. You will see the route planning window afterwards. Please check the area, starting
location and destination again before clicking [OK]. You can use [Move Up] and

4-3
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[Move Down] buttons to change the order of the addresses.

Tips: You can click [Previous] to reselect the address in your route planning.

5. After clicking [OK], WorldCard Cloud will launch the default web browser to open
map to show you the route planning results.

4.6 Search on Social Network

You can right click on the contact and find [Social Network] or click [run] / [Social
Network] then you can choose [Search on Facebook], [Search on Twitter], [Search on
LinkedIn] or [Search on Weibo]. Also, you may choose search by Email or name.

Please select an item to search:

John Dow

or

sales@penpowernet

4.7 Print Preview

If you have permission to print, you can print the contact information on demand.
You can print on envelop, label, card and etc. Also, you can adjust the font size.

Click and @ to zoom out or zoom in.

To select printing area, click ﬂ[selected cards] orﬂ [all cards in preview area].
Click to print contact information.
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Click [switch off] on top right corner to turn off print preview.

Click [ZF 1z 7] to change to other preview page.

GG TR0

WorldCard Cloud

sently used

A4 Address Book-01 (WorkInfo, Portrait

A4 Address Book-03 (Basic Company I

A4 Address Book.04 (basic Offce Info)

‘A4 Address Book.05 (basic Personal nfc
ol

Letter Address Book-02 (Company Info,
Letter Address Book-03 (Company Info, e e I

LI e —
Selected data quantiy:5 Lostsynced: 2017-06-28 164649 (5 Comnected Scanner Ulra A8 Scaner PP
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Chapter 5 Sharing contacts

The user will only see the contact information which created by yourself and subordi-
nates. You cannot see the contacts that created by your supervisor or subordinates from
the same department or other departments.

If you wish to share contacts with other users, you can select the contacts you want

to share and click on the toolbar to share. Or right click the contact and choose [Share
to Colleague] to open the list, then you will be allowed to specified users to see the infor-
mation.

-

Please select colleagues you want to share

Account -
L Chung
X Jack
O A john
O X mary

o) [oma]

Please sync with WorldCard Cloud server after share. The WorldCard Cloud server
will send notification to the users you share to. If you share the contacts under [Shared
Contacts], the users will receive the notification immediately.

The users will receive the notification and find the shared contacts data in the category
of your name under the [Shared Contacts]. For [Shared Contacts], please refer to Chapter
6 for more information and refer to Chapter 9 for more information about [Notification].

Reminder: When share the information to others, his/her supervisor will see that information as well.

Notice: Each contact is individual, once you shared, you can cancel it. For example: If you share one
contact to user A, you can’t cancel A’s permission to see that contact. But it won’t effects
other contacts, user A won’t be able to see other contact information.
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Chapter 6 Shared Contacts

When there is other user share contact with you, you can find the shared contact un-
der [Shared Contacts]. Please refer to the diagram as below to switch between [My Con-
tacts] and [Shared Contacts].

Management Edit Run View Settings Help

WorldCard Cloud

Iy Contacts

My Contacts
Shared Contacts

Scan business card for colleagues

Unverified 18 ?

The contacts under [Shared Contacts] are shared information. You won’t be able to
edit them, but you can click @& on the toolbar to download contacts to [My Contacts] to
edit.

After downloading, please go back to [My Contact] page to sync with [WorldCard
Cloud] server to retrieve the information. For the same reason, after you edit the informa-
tion, please sync with server again to upload the information to the server. then the new
information will be updated in both [Shared Contacts] and [My Contacts].

For more details of Sync function, please refer to Chapter 8.2.

The contact under [Shared Contacts] that never been downloaded, it will show <7
mark at its side, the downloaded one will show *.. mark at its side. Also, you can click
on the toolbar to share the contact again no matter that contact is yours or is shared
from other user. The user’s supervisor who you shared to will see the contact information
as well.

Tips: You can see the owner of the contact information and all the accessible users information at the
information section at the right side.

Reminder: If the contact has been shared before, you will see the original owner under [Shared Con-
tacts], not the user who shared this contact with you. For example, Paul shared the contact
which was shared by John, you will see that contact under John, not Paul.
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Chapter 7 Scan for Colleague

Select [Scan business card for colleagues] in the list at left-top corner of main screen,
then tick the user you want to scan to, for example you want to scan for colleague (Alex).

WorldCard Cloud

My Contacts

My Contacts

Shared Contacts

Scan business card for colleagus

After selecting, it will go to the page of scanning for colleagues, then you can start
to scan the business cards with the card scanner that are delivered by the colleague (Alex),
and the scanned contacts will be categorized as [Other Contacts].

You can directly help the colleague to categorize the contacts, please right click on
[All Contacts] to add categories, then drag the contacts to the categories to be categorized
and then release it to complete the categorization.

WorldCard Cloud

Scan to Alex v |:g

| Add category |

Oth Delete category

Rename I

Mowve category

After correction and categorization, click the [Transfer to Colleague] B on the
quick toolbar to send the scanned data to Alex and complete the task.

The contact data will disappear after sending to Alex, and Alex will receive a mes-
sage notification. When Alex synchronizes with the WorldCard Cloud server, the contact

data you send to him will automatically download it to [My Contacts] for Alex to see the
business card you helped him scan.
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To stop scanning for Alex, please go to the [Scan] page in the Settings, select the

name you want in the [Colleagues] list, then click — to remove the account from the
list. And [Scan to Alex] will disappear from the list. But the contacts that already sent to

Alex won’t have any change.
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Chapter 8 Sync / Import / Export

Users can use Import / Export / Sync to share contacts data via other software. For
example, if you want to use the contacts in Outlook, you just need to export the contacts
from WorldCard Cloud to Outlook. If you want to edit the contacts on Outlook, just
simply sync again after editing to update the latest information on both ends.

Note: All supported applications might have limitation. Please refer to Chapter 8.5 for more informa-
tion. For example, WorldCard Cloud can only support ACT! 2011~2017(v19), and only
support Salesforce Enterprise / Unlimited accounts.

8.1 Related Settings

Before doing Import / Export / Sync, you will need to enter account / password of

certain application first. Please click setting E on the toolbar to set up.

(® WorldCard Cloud Server

Auto Sync: Everytime you launch WorldCard Cloud software, it will sync with
WorldCard Tem server automatically. If you tick this option, the system will check
every 5 minutes and auto sync between device and server.

Re-download: When you find the the contacts data or the number of contacts on the
computer does not match with the WorldCard Cloud server, click the [Re-download]
button. The software will delete all the data on the computer, and then download them
all again from WorldCard Cloud server. This action will take some time, please wait
patiently.

(® Outlook Contact
Sync Folder: Click [Browse] to change the contact folder of Outlook to sync.

Sync Record: If clicking [Delete Sync record] button, all the established synchronization
relationship and records of this application will be deleted, next time you sync with this
application again, it will be treated as a first time sync. But if you delete some contacts
by mistake, or you wish to modify some contacts data on one side without affecting the
other side, you can click it to delete the sync records, then next time you sync with this
application, all the data will be kept. Please note this will cause the duplicate contacts
appear.
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Export Contacts with Card Images: If you want to view card images in Outlook
Contacts, you can check [Export Contacts with Card Images] to export the card images
into Outlook Contacts as well.

©® ACT!

Settings: Please enter your ACT! login information here, and click [Browse] to assign
the database path.

Export Contacts with Card Images: If you want to view card images in ACT!, you
can check [Export Contacts with Card Images] to export the card images into Outlook
Contacts as well.

® Lotus Notes

Settings: Please click [Browse] to assign the Lotus Notes database path.

(® Salesforce
Settings: Please enter your Salesforce login information here.

Salesforce Export / Sync Settings: If the administrator enable the feature to connect
Salesforce, please enter your login information here. You can manually export contacts
to Salesforce, or have WorldCard Cloud synced with it automatically. WorldCard Cloud
will sync with Salesforce every 10 minutes if the sync function is on.

® Dropbox

Convert Category Information while Importing: In the file format data you import,
there may be a situation where the contacts are classified as hierarchical. Since the
category of WorldCard Cloud is not a hierarchical category, you must choose how to
import the file. Select [Merge multi-layer as single] to string up all the class strings,
or select [Keep the first layer only] to import the first layer of the data category as this
contact in the WorldCard Cloud category.

©® wexf File

Filter Duplicates: You can tick [Find Duplicates] to filter all the duplicate contacts and
keep the latest when you import from other places.
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Convert Category Information while Importing: In the file format data you import,
there may be a situation where the contacts are classified as hierarchical. Since the
category of WorldCard Cloud is not a hierarchical category, you must choose how to
import the file. Select [Merge multi-layer as single] to string up all the class strings,
or select [Keep the first layer only] to import the first layer of the data category as this
contact in the WorldCard Cloud category.

©® wecf File

Filter Duplicates: You can tick [Find Duplicates] to filter all the duplicate contacts and
keep the latest when you import from other places.

Convert Category Information while Importing: In the file format data you import,
there may be a situation where the contacts are classified as hierarchical. Since the
category of WorldCard Cloud is not a hierarchical category, you must choose how to
import the file. Select [Merge multi-layer as single] to string up all the class strings,
or select [Keep the first layer only] to import the first layer of the data category as this
contact in the WorldCard Cloud category.

(® Company Address Book

Account Settings: Enter your company address book account and password, complete
account verification and login, and WorldCard Cloud can synchronize contacts with
company address book.

Export / Sync Settings: If the administrator enable the feature to connect company
address book, please enter your login information here. You can manually export
contacts to company address book, or have WorldCard Cloud synced with it
automatically. WorldCard Cloud will sync with company address book every 10
minutes if the sync function is on.

(® Microsoft Excel

Export: Export the information from the available fields, by click the items in the display
field. You can click the [Move up] or [Move down] to adjust the sorting or click
[Remove] to remove the displayed field or click [Default] to restore the WorldCard
Cloud default settings.

In addition, you can also select the address information will be divided into five fields
(country / province / street, etc.).
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© Txtfile

Export: Export the information from the available fields, by click the items in the display
field. You can click the [Move up] or [Move down] to adjust the sorting or click
[Remove] to remove the displayed field or click [Default] to restore the WorldCard
Cloud default settings.

® CSV file

Export: Export the information from the available fields, by click the items in the display
field. You can click the [Move up] or [Move down] to adjust the sorting or click
[Remove] to remove the displayed field or click [Default] to restore the WorldCard
Cloud default settings.

In addition, you can also select the address information will be divided into five fields
(country / province / street, etc.).

8.2 Synchronization

WorldCard Cloud will update the latest information to the WorldCard Cloud
server or other application by sync function. Also, the system will download the lat-
est information to the device via sync function.

Everytime you launch WorldCard Cloud software, it will sync with WorldCard
Tem server automatically. If you turn on the auto sync, the system will check every 5
minutes and auto sync between device and server.

If you want to sync manually, please go to [Run] / [Sync] or click on the toolbar
then choose the target to sync with.

(® WorldCard Cloud Server

Once you’ve added / edited / deleted contacts, downloaded new contacts from [Shared
Contacts], or shared contacts to other users, please sync with WorldCard Cloud server, so
that all your information will update to the server.
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(® Microsoft Outlook

Choose Microsoft Outlook to start checking data. After checking, the system will
inform you how many contacts have been added, edited or deleted. If you decide to sync,
please click [Sync] or click exit to close the diagram.

Reminder: After syncing, if you wish to modify or delete some contact data on one side without
affecting the other side, you can click [Delete Sync record] button in the Settings to delete
the sync records, then next time you sync with this application, all the data will be kept.
Please note this will cause the duplicate contacts appeared.

8.3 Import

WorldCard Cloud provides many sources for you to import contacts to use, please

click [Management] / [Import], or click i on the toolbar, and choose the source:

(® Microsoft Outlook / Lotus Notes

Select [Microsoft Outlook / Lotus Notes], click next to enter all the needed informa-
tion, then click [OK] to start. You can see the information at [All Contacts], original cat-
egory or [Other Contacts].

® ACT!

Select [ACT!], click next to enter all the needed information, then click [OK] to
start. You can see the information at [All Contacts], original category or [Other Contacts].

® Dropbox Space

Select [Dropbox space], click next to login. Then choose the wexf file to import,
You can see the information at [All Contacts], original category or [Other Contacts].

Tips: Tick [Keep original category] , then all category information will be kept. You can also
click X to delete wexf file on Dropbox.

(® WorldCard v8 Data Exchange File(*.wcxf) / WorldCard v6 Data Exchange File(*.wcf)
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Wexf format is compatible with all WorldCard products, it is the best choice to trans-
fer contact data on different operation systems.

Select [*.wexf] / [*.wef], click next to choose the source then start to import. You
can see the information at [All Contacts], original category or [Other Contacts].

Tips: Tick [Keep original category] , then all category information will be kept.

(® WorldCard v8 Database

If you have a database of WorldCard v8 software, you can select [WorldCard v8 da-
tabase] and click [Next] to find the [Default.wrp] file in the database, then start to import.

©® Image File (*.jpeg)

Choose [Image File (.jpeg)] and click next. Choose the file to import and select lan-
guage to recognize. You can see the information at [All Contacts], original category or
[Other Contacts].

(® CSV File (*.csv)

Choose [CSV File (.csv)] and click next. Choose the file to import, then you will see
the column in the middle of the screen shows [Ignore]. You can pull the option list to
match the correct field, such as name, surname, company, job title, department and etc.
When you complete the steps then click confirm button. You can see the information at

[All Contacts], original category or [Other Contacts].

Tips: After you fill all the information, you can click [Save As] button in the Template section
to save as template for future use.

Caution: If the first row is contact information, please tick [Import the first row].

® vCard file (*.vcf)

Choose [vCard file (.vcf)] and click next. Choose the file to import. You can see the
information at [All Contacts], original category or [Other Contacts].

Note: The supported vCard format are v2.1/3.0.
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8.4 Export

For different information range, you can select specified contacts or all contacts to
export. Also, you can export as different format. Choose [All card information], then all
contacts will be exported; Select [All cards in the preview area], only the card in that
page view will be exported; Select [Selected cards], only the card has been selected will
be exported.

Reminder: You need to set up the account name, password, path or related producer to export.

Go to [Management] / [Export] or click on the toolbar then select the target to
export:

® Microsoft Outlook / Lotus Notes

Choose [Microsoft Outlook / Lotus Notes] and select the data range, and click [OK]
to start exporting, then you will see the exported data in [Microsoft Outlook / Lotus
Notes].

® ACT! / Salesforce

Choose [ACT! / Salesforce] and select data range that you want to export, then you
need to login and set the path for export, and click [OK] to start exporting. After export-
ing, you will see all information in [ACT! / Salesforce].

Caution: [WorldCard Cloud] only supports Salesforce Enterprise / Unlimited account.

(® Company Address Book

Choose [Company Address Book] and select data range that you want to export, then
you need to login, then click [OK] to start exporting. After exporting, you will see all in-
formation in the company address book.

Select “Company Address Book (MS Office 365)” and export data range, and log in
to the account path, you can see that the contact information has been exported to “MS
Office 365”.

® Image File(*.jpeg) / Microsoft Excel(*.xlsx) / Text file(*.txt) / CSV File(*.csv)

Choose the target you need, and select the data range and file path to save, and click
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[OK] to start exporting.
Tips:

1. You can also select the contacts on the contact list and right click on them, then choose [Ex-
port] and select the format to export.

2. When exporting as CSV format, you can choose the code as ASNI (default) or Unicode.

© vCard File(*.vcf)

Choose [vCard File (.vct)] select the data range and file path to save, and click [OK]
to start exporting.

Note: vCard v3.0 support two different formats to export: Google Contacts / Mac Contacts
vCard (Unicode) and MS outlook vCard (ANSI).

8.5 WorldCard Data Exchange Compatibility List

Svnchronization

Microsoft Outlook 2003~2019.

For Office 365, only supports desktop application.

Import
Microsoft Outlook 2003~2019.
For Office 365, only supports desktop application.
ACT! 2011~2019(v21)
Lotus Notes v6.5~v9.0
WorldCard Data Exchange File wexf / wef
Image Files Jpeg
CSV File all
vCard File 2.1/3.0
Dropbox Space all
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Export

Item Version

Microsoft Outlook

2003~2019.
For Office 365, only supports desktop application.
ACT! 2011~2019(v21)
Lotus Notes v6.5~v9.0
Salesforce Contacts (Enterprise / Unlimited) all
Salesforce Leads (Enterprise / Unlimited) all
Microsoft Excel 2003~2019.

For Office 365, only supports desktop application.

Image Files

Jpeg
Text File all
Company Address Book Office 365 / Exchange
CSV File all
vCard File 2.1/3.0
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Chapter 9 Notifiction / Searching Contact

9.1 Notification

If there is any other user wants to share contact with you or there is any information
has been updated. You will receive notification from the system. If you want to check the
notification, click [] on the top right corner to open the [Notification].

You will see the notifications from all the users in the [Notifictaion] page, but you
won’t be able to delete any notification. The limitation is 500 notifications, and the sys-
tem will remove old notifications and keep the latest notifications.

If other user wants to share information with you, you will see the simple informa-
tion from notification. You just need to click ¢, the shared contact will be saved to [My
Contacts] easily.

Tips: You can click the titles of [Date] / [Share] / [About] to re-arrange the order.

9.2 Searching Contact

After entering the keyword in the search bar at the top right of the screen, the soft-
ware will list the contacts that have keyword information. If you want to search for a

specific contact with more precise conditions, click next to the search bar, and enter
various conditions to search. Also you can search in [My Contacts] and [Shared Contacts]

by clicking the tabs at the top left of the screen to switch between the two areas.

9.2.1 Find Duplicate Contacts / Contacts of The Same Name

Go to [Run] / [Find duplicate] / [Delete Duplicate Contacts] or [Merge Duplicate
Contacts]. The system will check all information and list the duplicate contacts. Please
confirm the contents and select [Delete] or [Merge] to simplify the list.

Tips: When deleting duplicate contacts, system will keep the latest information, in case user delete the
information by mistake.
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9.2.2 Merge or Delete Duplicate Contacts / Contacts of The
Same Name

Go to [Run] / [Find contacts of same name] / [Delete contacts of same name] or
[Merge contacts of same name]. The system will check all information and list the
duplicate contacts. Please confirm the contents and select [Delete] or [Merge] to simplify
the list.

Tips: When deleting duplicate contacts, system will keep the latest information, in case user delete the

information by mistake.
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Chapter 10 Settings

You can adjust all settings by click the E on the top right to go to set up menu at

main screen.

10.1 Change Password / Name Display

Click @ on the top right corner to open the option list and click [Profile] then
choose [4) to change user password and account name. If you forgot your password,
please go to login menu and select [Forgot password] to reset.

10.2 General Settings

10.2.1 Name Display

You can adjust how to show the contact name, you can adjust the display order by
Last, First or First, Last.

10.2.2 Font Size

You can adjust the font size to display.

10.2.3 Map Display

You can choose the different map to check the address.

e Auto: System will identify the location of the contact, if the person is in China, sys-
tem will switch to Baidu Map and Google Map for other countries.

¢ Google Map: Use Google Map as default Map.
e Baidu Map: Use Baidu Map as default Map
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10.2.4 Email Deliver Format

You can send email with Lotus Notes or not.

10.2.5 Auto Update Settings

You will receive notification when there is update for WorldCard Cloud, you can
turn auto update on for auto update.

10.2.6 Capitalize for Surname

Capitalize will be default setting for name sorting in Western sorting. You can adjust
it at any time.

10.2.7 Sort the Letters V and W as V in Swedish Indexing

When checked, in the Swedish indexing, the order of the letters V and W will be all
taken as V.

[ Setiings x

General

Share

Font Size

G Small Large

Display Map of Address

Sync/Export/import

Map At
Account Management Send E-mail
] Send E-mail with Lotus Notes

Auto Update Setting
Auto Update

Index settings
[ Sort the letters V and W as V in Swedish indexing.

10.3 Contacts Sharing Settings

Turn on [Auto Share], you can click + to select certain users to share with your

10-2



Chapter 10 Settings

new added contacts. Those users will receive notification when you add new contacts in
the system.

If you want to cancel to share with specified user, just click on the user’s name and

click — .

] At $hars saing

General

Auto share to +

2 e

Share

Scan

Sync/Export/Import

Account Managemen

Note:
Note, The updated settings will be applied to new added contacts.

o (o

10.4 Scan Settings

You can define to scan single side or double side, front / back side language or Chi-
nese character set.

Also, if you have the permission to scan for supervisor or colleague, you can select

contacts to share with. Click + to add contacts to share list and the system will auto
share to those users when you add new contacts.

To cancel to share with specified user, just click on the user’s name and click - .

8 Settings x

Card Style

@ Single Side

O Double Side
Recognition language

romsce (@ T%)

Sync/Export/Import Rearside [Engian &
Chinese Options
Account Management OutputCraracter s onBeca[S]
Scan business cards fo coleagues

Colleagues

o (o=
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10.5 Sync / Import / Export Settings

To find the settings for different software, please refer to Chapter 8.1 for more infor-
mation.

5 Settings

WoridCard Team Server ||
General

Synchronize
o Auto Sync
Share

Re-download

Note:

Launch Re-download function, all data in your device will be deleted and
then re-download your data from server.
ort/Import

Scan

Account Management

10.6 Account Management

The administrator can do simple account addition and editing actions here. Double-
click the account to edit its content.

For advanced account management, please log in to the web version to operate.

Wanage accounts |
General

Account Display Name
Share

Scan

Note: If you want to fully access the account management
function, please log in to the web version.

xport/Import

1t Management
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