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There may be newer versions of the software that was released during or after this
product’s manufacturing 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.



WorldCard Enterprise License Agreement

This is an agreement between you and PENPOWER TECHNOLOGY LTD.(“Pen-
Power”) for the software product of WorldCard Enterprise (the “Software”) accompany-
ing this Software License Agreement (“Agreement”) .

The Software includes the software for Server / iOS / Android / Windows /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 Agree-
ment 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 config-
ure 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); (e) permit third party access to, or use of the Software, and (f) dis-
tribute 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 termi-
nation 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, PEN-
POWER DISCLAIMS ALL OTHER WARRANTIES, INCLUDING WITHOUT LIMI-
TATION, (I) OF MERCHANTABILITY, (II) OF FITNESS FOR A PARTICULAR
PURPOSE, (III) 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. 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, includ-
ing 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 Soft-
ware.

8. 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 Pen-
Power, in writing, that all copies and partial copies thereof have been returned or com-
pletely destroyed and are no longer being used.

9. 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 en-
tire agreement between you and PenPower, and supersedes any prior agreement, whether
written or oral, relating to the subject matter of this Agreement.

10. Governing Law

This Agreement is governed by the laws of Republic of China (ROC).
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1.1 Log in

When you open the login page of WorldCard Enterprise, please choose [WCE Ac-
count] option and enter your account and password to log in to the server.

Note: The preset Account for administrator is “Admin” and the preset Password is “aaaaaa’.

WorldCard Enterprise ,T,\ e
Management Sys;tem‘*T :

© WCE Account @ AD Account

Account

Password

1.2 User Interface Introduction

1.2.1 My Favorites

When you log in to the system, you will see [My Favorites] as the preset page. Us-
ers can manage personal and frequent-uesd business cards in this area. If you have added
public category to [My Favorites], then you can view those added categories’ cards infor-
mation in [My Favorites] page. There are five sections in [My Favorites]: Category Man-
age Area, Card Editing Area, Functional Toolbar, Contacts List and Card Display Area.
The following are the introduction for these sections:
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s Card Display Area

e Category Manage Area: Add/ edit/ delete/ view cards’ category and switch between [My
Favorites] and [Public Contacts] page.

e Card Editing Area: Add/ edit/ delete/ categorize business cards.

e Functional Toolbar: Search bar, setting button, refresh button and log out button.

e Contacts List: View Contacts information.

e Card Display Area: View business cards’ original image.

1.2.2 Public Contacts

Category Manage Area contains [My Favorites] and [Public Contacts]. If you want

to switch [My Favorites] to [Public Contacts] page, please click the [Public Contacts] tab
on top of the category manage area.

Al
4 marketing department
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[Public Contacts] is the database for all users to manage and share cards information.
The system will base on every user’s authority to show how many categories he or she
can view and use. There are six sections in [Public Contacts]: Category Shortcut, Public
Category Manage Area, Card Editing Area, Functional Toolbar, Contacts List and Card
Display Area. The following are the introduction for these sections:

Category Shortcut Card Editing Area Functional Toolbar

=¥ Category shortcut

marketing department x = B
research & development department x EXif Yimaz CardManagc+90(212)45 john@cardn 0(212)454 www.cardr
sales cepartment * (408)562-4 Sales Sectii2500 IMish (408)970-4

Ronda Carls

= FEE TR (03)572-26 lee@worlde THLFH W&EH  PEIIHEH(03)571-62 www.world
@ (02)2778-1 techpenp A1 10055 587(02)8773-5 . penp:
S Bt 010-82873¢ T FEALRTHE 010-828738
2 sum 02-2778-1¢ TR 10655 51202-6773-50
i= Public Category (5 £ (3 @ = muE 04-2305-95vincent@we £ SRETWA04-2305-0¢ wwwworkd
= mes A 04-2305-3€ nfodadd.c: S5 EM04-2305-95 www.add.c
il e @ RHE SRR (0923050 tech@focus FEH  RTRE 403 SRET(04)2305-0 www.foaus
PR p—— = e worldCard 020-87762% sigz@penpc R B Am020-677622 wuw.penp:
ocb B mER SRR (0208776 AU PR AT (020)5776- .
* Shorn ontacts List
PPttt
4  research & development departmen =
* Calvin
* Dan
* Jennifer
+ % sales department
W China
* Heinchu 1
W Kachsiung - - . P
* Tachung Elif Yilmaz Finans Direkt6ri
* Taper
¥ United States. Cobangesme Mah.Bilge Sok. No: 17
o pravden Yenibosna 34196 Bahelievler / istanbul
* o Telefon +90 (212) 454 60 00 Pbx
4 ¥ Linda Faks +90 (212) 454 60 20 .
* b 4 john@cardmanager.com Card 1splay Area
0 — http://www.cardmanager.com

Public Category Manage Area

e Category Shortcut: You can add public category here so as to speed up viewing cat-
egory’s cards information.

e Card Editing Area: Add / edit/ delete/ categorize business cards and copy cards to [My
Favorites].

e Functional Toolbar: Search bar, setting button, refresh button and log out button.
e Contacts List: View Contacts information.

e Public Category Manage Area: Add/ edit/ delete/ view cards’ category, switch between
[My Favorites] and [Public Contacts] page, add public category to [My Favorites], and
add public category to Category Shortcut.

e Card Display Area: View business cards’ original image.
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Click JEEJ on the Functional Toolbar, you can open Setting’s drop-down menu.
By selecting the options, you can set user accounts, cards’ categories, user defined fields,
automatic update setting. Also, you can view the system record and restore the deleted

F:“|
Category Setting

Account Setting

cards and so on.

Permission Setting
Surmmary Information
Custom Field Setting
System Record

Card Recycle Bin
General Setting
Account Info,
Language »

User Manual

Repart Error

2.1 Account Setting

Choose [Account Setting] in the setting menu to enter the account setting page and
edit users accounts and groups. If you want to return to Home Page, please click .

2.1.1 Add Group

1. Click , the system will open the add group window.

Group Name

‘ administration dep.|

Description

Ok Cancel

2-1
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2. Type in the group name and click [OK], you can see the newly added group name
shown in the group list.

Account Setting

18 sales cep.
O support s servic
0L test dep.

Note: If you want to edit the group name, double-click the name in the list can open the edit group win-

dow.

2.1.2 Delete Group

Check the group you want to deleted and click , the checked group will be
deleted from the list.

2.1.3 Add Account

1. Click % 88, the system will open the add account window. Fill in the user's
account, password, e-mail address, discription and click [Browse] to select the root
category for the user.

Note: You need to add category before selecting the root category for the user. For more details about

Add category, please refer to Chapter 2.2.1 [Category Setting].
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Add Account x

User Name

Alex

Passward

sssses

Input password again
PYPPrres)

Email
alexwho@gmail.com
Root category

“sales departmentiales

Description

manager

# Enable My Favorites function

Reminder to change password in next login,
#| Enable Expart contacts function

Disable the account

n

2. You can check the option below the user information fields to set user's related
permission.

e Enable My Favorites function: User can have [My Favorites] page to manage personal
business cards.

e Reminder to change password in next login: While logging in the account, the system
will remind the user to chage his/her password. If the user didn't change it, the change
password message will appear everytime the user log in.

e Enable Export contacts function: User can export contacts information in [My
Favorites].

e Disable the account: Temporarily close the account and its permission.

3. When you finish the user's information and the related permission setting, click [OK]
and the added account will show in the account list.

2-3
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Account Setting
& Al accounts | O alex I
[1& administration d...

O1E marketing dep. O& linda
& research & devel. O mark
O sales dep. OA& sslina
18 support & servic..

1L test dep.

Tip: If you want to edit account information, double-click the account can open the edit account

window.

2.1.4 Delete Account

Check the account you want to deleted and click , the checked account will
be deleted from the list.

2.1.5 Group Member Management
1. Select the group you want to categorize in the group list.

2. Click @¥1# 888 and check the account in the account window and click [OK]. Then, the
checked account will be added into the selected group.

Tip: If you want to remove the account from the group, please check the account and click

"

2.1.6 Import AD Server Accounts
If your company had AD server, you can directly import the accounts without creat-
ing them again.

1. Clic import botton |G- to open.

2. Fill in the [IP address], [Account], [Password], [Port] and [Base DN] of AD server, you
can refer to the picture below for example.

3. If you select [The group of account created automatically], WorldCard Enterprise will
create the group name by using the same name as AD server.

4. If you select [The root categroy of account created automatically], WorldCard Enter-
prise will auto create the root categroy based on the information of AD server.

2-4
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5. If you select [Ignore the below account when you import accounts], it allows you to

ignore the specific accounts when importing, please add comma between accounts to
separate.

6. After clicking [OK], you can choose to import all or some of the accounts.

| Import account from AD server. x

| AD server
[ |

Account

Password

Port

| 389

Base DN

¥ The group of account created automatically

¥ The root categroy of account created automatically

Ignore the below account when you import accounts

{Please enter the account that will be ignored. if you need to ignore more

accounts, you must add the semicolon symbol between the accounts.)

If you are not clear with the information of Base DN, please refer to the examples
below:

1. Go to the web page below to download and install the free AD Exploer tool of
Microsoft:

https://technet.microsoft.com/en-us/sysinternals/bb963907.aspx

2. Execute "ADExplorer.exe", and Click [File] > [Connect] to connect to your company's
AD Server.

2-5
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4 Active Directory Explorer - Sysinternals: www.sysinternals.com [10.10.10.185 [adtest.adtestad.local]]

ET——)

. Edit Favorites Search Compare History Help

Connect...
Remove
local]
Create Snapshot...
Exit
nfiguration, DC=adtestad, OC=local

chema, Ci=Configuration, DC=adtestad, DC=local
=) mainDnsZones,DC=adtestad,DC=local
3 DC=ForestDnsZones,DC=adtestad, DC=local

8 1010.10.2 0 Server

Atribute Syntax

CountValue(s)

10.10.10.185 [adtestadtestad local]

3. Enter the IP address/Account/password of the AD Server.

2 Active Directory Explorer - Sysinternals: wwwisysinternals.com

=@ x ]

File Edit Favorites Search Compare History Help

HEEICIEIR L

Path: 10.10.10.2 AD Server

& Active Directory Explorer
8 10.10.10.2 AD Server

| % connect to Active Directory

(@) Enter a name for an Active Directory database to which you
want to connect. If you previously saved a connection, you
o not need to enter a database name.

Connectto: 10.10.10.185

User: administrator

Password: oo
(©)Enter the path of a previous snapshot to load.
Path:

1 you want to save this connection for future use, select Save:
thi ction, and then ener a name for the saved

is connection

Neme:

i

alue(s)

=

10.10.10.2 AD Server

4. Suppose the IP address of AD server is 10.10.10.185, it will connect to 10.10.10.1

85.

- Active Directory Explorer -

[10.10.10.185 [adtest.adtestad.local]]

=6 e

File Edit Favorites Search Compare History Help

EETICIEICE R

Path: 10.10.10.185 [adtest.adtestad.local]

Cii=Schema,CNi=Configuraton;
{53 DC=DomainDnsZones DC=adtesta
]33 DC=ForestdnsZones, DC=adtestad,
10.10.10.2 AD Server

Attribute Syntax

Count Value(s)

5. If you need to get the "Base DN" value of the users, please click to enter the folder of
Users and find "DistinguishedName" of Attribute, and then refer to the Value(s) which
is represented exactly the Base DN.
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4 Active Directory Explorer - i [10.10.10.185 [adtest.adtestad.Jocall] = | [

File Edit Favorites Search Compare History Help
HEEICIE IR

Path: gli=Usere DC=adtestad,dC=local 10.10.10.185 [adtest,adtestad.local]
€ Active Directory Explorer || Atribute Syntax CountValue(s)
E B e s saestadioal] [sen Directorystring 1 users
@ CN=Builtin i e ]
(551 CN=Computers istinguishediiame DN 1 CN=Users,DC=adtestad,DC=local
(25 CN=Deleted Objects -
5] OU=Domain Controllers s instanceType Iteger 1o
[#5 Ch=ForeignSecurityPrincipals || liscriticalSystemOby... Boolean 1 TRUE
&0 Ch=Infrastructure [@lname DirectoryString 1 Users
2 Ci=tostAndFound = 1 DA (A1 CCOCLCSWRPWPLOCRROW
il CN=Managed Service Accounts =) objectCategory on 1 CN=Container,CN=Schema, CNi=Configuration,DC=adtestad,DC=local
0 cueimos quuas [SobjectClass o 2 topcontainer
S oo SJobjeciou Octetstring T (44CO9DFC-1D60-4060-AD3A-143BEABBO9AE}
8 ov-resTAD [S)showinAdvancedVie... Boolean 1 FasE
it [#)systemFiags Integer 1 146157056
- & Cli=Administrator [#Juschanged Integers. 1 oxsd0
& Cli=adtestoo1 [slusNcreated Integerd 1 0x1640
@ B, Cli=adteston2 [slwhenchanged GeneralizedTime 1 20147113 T 120520
@ % Ci=adtesto03 [Swhencreated GeneralizedTime 1 20147113 T 12:05:20
-8 Ci=adtestoos
4 & Chi=adtestoos
8%, oN=Adtest_group
8%, CN=ADTESTADL i
B vl et
<] i v = i »

CN=Users,DC=adtestad,DC=local 10.10.10.185 [adtestadtestad local]

6. When going back to WorldCard Enterprise Web page, the information you need to fill
in when clicking [Account Setting] > [Import account from AD server] are exactly the
same with the informtaion you saw in the AD Explorer tool of Microsift.

1) The IP address/Account/password of AD server are the same as the above Step 3.
2) The account of AD server we recommend to use: Administrator
3) The value of BaseDN for example: CN=Users,DC=adtestad,DC=local

4) On AD server, all the accounts under the folder of CN=Users (ex. administrator,
adtest001, adtest002...) will be imported into WCE when you click the confirm button.

port account from AD server.

AD server
Account Setting (101010185 ]
Account
g Ewww
-y 2 administrator
O£ Groupl @ AL |paron [T
O& Group2 B L |alex
Port
S Grred O X |andrew
O X |angel 389
O] 2 angelLeung Base DN
O 2 apri CN=Users, DC=adtestad, DC=local
0o 2 lein
O X [ chung
8 X [oanial ¢ The group of account created automatically
8 X |davia ¥/ The root categroy of account created automatically

2.2 Category Setting

Choose [Category Setting] in the setting menu to enter the category setting page and
add/delete/edit the categories. If you want to return to Home Page, please click .
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2.2.1 Add Category

1. Click 2 on the right side of [Public Category], the system will open the add category

window.

Category Name| administration department

2. Type in the category name and click [OK], you can see the newly added category in
the category list.

Category Setting

Public Cateaor
administration department

T ey e e
research & development department
sales department

= support & service department

E} B} B} E} B}
ity i ity i

Tip:
1. If you want to edit the category, please double-click the category name to open the edit category

window.

2. Click == on the right side of the category, you can add sub-category for it.

Category Setting

Public Categon
adrministration department

marketing department

regearch & development department
sales department

= gupport & service department

2.2.2 Delete Category

Click T on the right side of the category, and then click [OK] in the delete category
window. The category will be deleted from the list.

Note: You have to clear all the sub-categories and contacts in the category before deleting it.

2-8
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2.3 Permission Setting

Choose [Permission Setting] in the setting menu to enter the permission setting page
and in here you can edit all users’ permission. If you want to return to Home Page, please

click .
2.3.1 View Mode

While setting the users’ permission, you can choose to view with [Category View] or
[Group/Account View] interface. You can switch the interface by clicking the [Category
View] or [Group/Account View|tab button.

e Category View: View and set user permission with category list.

e Group/Account View: View and set user permission with group/account list.

Permission Setting

Group/Account View
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2.3.2 Permission Introduction

Edit Permission ®

¥ Permission Setting

¥ Read business card permission
¥ Read/Write business card permisson

¥ manage category permission

Apply the permissions to subcategories

==

Click in the permission setting page to open the edit permission window.
You have to check [Permission Setting] so as to check the following options:

e Read business card permission: Allow to read cards’ information.
e Read/Write business card permission: Allow to add and update cards’ information.
e Manage category permission: Allow to manage cards’ categories.

Tip: If you check [Apply the permissions to subcategory], the system will apply the permission set-

ting you made for the category to its sub-categories.

2.3.3 Edit Permission

e Category View

1. Select a category in the category list.

2. Click and check the account or group you want to edit.

3. After selecting the account or group, click [ aiB.

4. Edit permission setting for the account or group and click [OK].

e Group/Account View

1. Select an account or a group in the list and select a category in the list.

2. Click to edit permission setting for the account or group, and then click [OK].

3. When the color of the category name turns from gray to black, this means the selected
account or group have the permission in this category.
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2.4 Summary Information

This page shows current accounts quantity, saved business card quantity and usage
of hard drives and etc...

wWorldCard Enterprise License Status:

. P 11/10/2014 12:00:00 &AM - 2/28/2015
License expiration: 11:c0:c0 pMm
Mumber of Account: 100
Account information:
activated accounts: 61
Mon-activated accounts 1}

Category information:

Categary amount; 105
The amount added within 3 week: 5
The amount added within 3 month; 65
Contacts:

Contacts amount: contact amaunt: 936
The amount added within 3 week: 3
The amount added within a month: 587
The amount of contacts in the recycle bin: 2328
Storage;

Used storage: 251.94 MB
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2.5 User Defined Field

WorldCard Enterprise provides 16 sets of user defined field for you to add so users
can have extra fields to contain more detailed cards information. Choose [User Defined
Field] in the setting menu to enter the user defined field page. Click S48 you can
add new field. If you want to edit the field information, click to open the edit
field window. Moreover, to delete the field, please click T on the right side of the field.

Add User Defined ®
Defined Hame
@ sutomatic recognize in business card
Defined Keyword
Language |English and Number v
=

o [Defined Name]: The defined name will be shown on the field interface.

e [Automatic recognize in business card]: The system will base on the defined keyword
to recognize business cards and enter the recognized result in the defined field.

o [Defined keyword]: The system will use defined keywords to recognize business cards.

e [Language]: There are two choices: "English and Numbers" and
"Chinese,Japanese,Korean."

Tip: When you edit the defined field, users will see the edited result untill they log in to the system
next time.
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2.6 System Record

System Record

Search Retention Time of System Record: 30 days

Select Tima.
Input Accaunt ®Default Time: |Today

Select Action |Log in v | Ocustom Time: 20140830 ~ 20140630

6/30/2014 9:41:34 AM | adrin

Login Success Success to lag in
6/30/2014 9:41:20 M bob Login Success  Success to log in
6/30/201 9:41:08 M Unknown Account Login Fail Failed to log in. Na accaunt name: eve
6/30/2014 9:40:43 AM_ mark Login Success  Success to lagin
6/30/2014 9:40:25 AM alex Login Success  Success to log in
6/30/2014 :35:44 AM adrin Login Success  success to log in

Choose [System Record] in the setting menu, you can search for all cards records,
WorldCard Enterprise provides:

e Search function: Search for the records by input account, time and action.

e Retention time of System Record: The system can retain the records for
30/60/90/180/365 days.

When you finish editing the search options and click [Search], the search result will
be displayed in the lower form.

2.7 Card Recycle Bin

Card Recycle Bin

power.
. werldirads

saz@penpower
worldTrade los Manager 2731 Gilywerst,

+1(604)278-62 paui@worideare Technical Direc Unit 7, 3671 Vi +1(604)276-86
Worldfard Tech (716)595-3220 nysales@world(Sales DepartmeSales Manager S010 Homeyer |(716)528-8221 . worideard
(510)857-6500 sales@penpowt Sales Section \46520 Fremont (510)857-6506 www.penpower
TESAN +90(212)45450 tesan@tesan.c 90(212)454502 wwv.tesan.con

ESR 2T +81-3-3731- 41 nfobracimer-) )T AEES T144-0056 Jop+91-3-3733-24 ww.racimex-ii
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Choose [Card Recycle Bin] in the setting menu, you can enter the recycle bin page.
The cards shown in here have all been deleted. Only the administrator can see and restore
the deleted cards.

2.7.1 Restore Cards

Check the cards and click [Restore], the deleted cards will be restored to their initial
public categories. If the public category had been deleted and doesn’t exist anymore, in
this case, when you click [Restore], the system will open a window for you to reselect the
public category of the restored cards.

2.7.2 Clear Card

Click [Clear] and choose to clear the card information deleted for 1/3/6/9/12 months
ago.

Note: The card information deleted within one /h can’t be cleared.

2.8 General Setting

Choose [General Settings] in the setting menu, you can edit the following setting:

e Client offline setting: This setting allows users to use WorldCard Enterprise offline;
however, the users have to be online when you log in to WorldCard Enterprise for the
first time. You can set after 1/2/3/4/5/6/7/8/9/10 days, if the user’s account doesn’t
connect to the server, it can’t be used offline.

e Client automatic update setting: You can set the time for updating card information.
The option includes 1/5/10/20/30/40/50/60 minutes. Once the cards in [My Favorites]
and [Public Contacts] have been edited, the system will update the results to these
areas according to the time setting automatically.

e Reset to default: Click this button, all the settings on this page will be reset to the
default setting.

2-14



Chapter 2 Admin Setting Management

2.9 Other Settings

If you choose [Account Info.] in the setting menu, you can change your password
and e-mail address; choose [Language], you can set the language of the user interface.
There are three options for you to choose: Traditional Chinese, Simplified Chinese and
English.
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Chapter 3 My Favorites

No matter change the categories of cards or edit contacts information, any changes in
[My Favorites] will be updated to [Public Contacts] automatically for the users who have

the permission to share with each other. You can also click to update the informa-
tion manually.

3.1 Edit Category List

Users can add, edit or delete category in [My Favorites].

3.1.1 Add Category

1. click on top of the category list to open the add category window.

2. Enter the category name and click [OK], you can see the new category shown in the
category list.

Note:

1. Sub-category can’t be added under the default category (e.g. All). If you want to add categories
under [All], please click n, choose [Category Settings] and add category in this page. For

more instruction, please refer to chapter 2.2 [Category Settings].

2. In the same layer, the added category’ name can’t be the same with the existed one.

3.1.2 Add Category
1. Select the category you want to edit from the category list.

2. Click to open the edit category window.

3. Type in the category name and click [OK], the edited category will be shown in the
list.

3.1.3 Delete Category

1. Select the category you want to delete from the category list.

2. Click [, the system will ask if you are sure about the deletion.
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3. Click [OK], the selected category will be deleted from the list.

Note: Before deleting a category, you have to clear its sub-categories and contacts information

first.

3.2 Edit Card Information

3.2.1 Card Editing Page

Users can add, edit, delete and categorize cards in the card editing area. When you

click [ EI(add card) or [ESM(cdit card), the system will open the card editing

page, which can be sectioned into text information and image area.

My Favorites Public Contacts Edit Card *

Category
o
Name
B [
Text Information Image
Organization
Salos Soction Manager Tl ’
B (510)507-s600 ] JONN DOW Ses Sacson anage
1052 Frrs B uy 5 Famer, A G458
B (c100007 0000 o e ey G
Tsesgomrou:
e
Rl 46520 Fremont Blvd. Suite 610, Fremont, CA 94538 United S @

In the text information area, click n beside the fields, you can select for more field
options. Moreover, if you click category field or & beside it, you can categorize for the
card; Click name/ address fields or &3 beside them, you can enter more detailed informa-
tion of the contacts.

As for the image area, you can add photos or card images of the contacts. In the card
editing area, you can:

e Click to switch the front/ back of the card image.
o Click [fCH/IEM to enlarge or shrink the card image.
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3.2.2 Add Card
1. Select a category in the category list.

Tip: If you want to change card’s category, click category field or & in the card editing page.

2. Click to open a new card editing page.

3. After finishing the contact's text infomation, you can click [JfEEH to add new card
image or click EEERIEEE to add photo for the contact.

Tip: If you want to change the card image, click E again to select a new one.

4. When all the fields and images have been completed, click [OK], the added contact
information will be shown in the contacts list.

3.2.3 Edit Card

1. Check the contact you want to edit from the contacts list.

2. Click to open the card editing page.

3. When you're done with the contact's infomation, click [OK], the system will save the
edited content.

3.2.4 Categorize Card
1. Check one or several contacts from the contacts list.

2. Click and choose the category you want.

3. Click [OK], the selected contact can be found in the category you just chose.

3.2.5 Delete Card

1. Check one or several contacts from the contacts list and click [ KGN
2. Click [OK], the selected contact will be deleted.
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3.3 Search Card

You can use keyword search function to search for the contacts. Enter the keywords

of the contacts in the search bar and click n, the system will show

the search result.

Natalie

My Favorites

Public Contacts Search Result  *

Jam

- Email
Natalie Smith  War

8220 nysales@world

w WorldCard Technology Ltd.

Sales Department  Sales Manager

Natalie Smith

5010 Homeyer Rd, Niagara Falls, Niagara, NY 14304
TEL:716-508-8220 FAX:716-508-8221
nysales@worldcardtec.com

hitp:/Mwww.worldcardtec.com
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Any changes done in [Public Contacts] will be updated to [My Favorites] automati-
cally. Users who have the category’s permission can read and use those edited informa-

tion. You can also click to update the information manually.

4.1 Edit Category List

You can add, edit or delete category in [Public Category Mnage Area]. Additionally,
you can add the category to the category shortcut area and [My Favorites] to save your
time searching for categories’ information.

4.1.1 Add Category

1. click on top of the public category manage area to open the add category window.

2. Enter the category name and click [OK], you can see the new category shown in the
public category manage area.

Note:

1. Sub-category can’t be added under the default category (e.g. All). If you want to add categories
under [All], please click n, choose [Category Settings] and add category in this page. For

more instruction, please refer to chapter 2.2 [Category Settings].

2. In the same layer, the added category’ name can’t be the same with the existed one.

4.1.2 Add Category
1. Select the category you want to edit from the public category manage area.

2. Click B4 to open the edit category window.

3. Type in the category name and click [OK], the edited category will be shown in the
list.

4.1.3 Delete Category
1. Select the category you want to delete from the public category manage area.

2. Click ﬂ, the system will ask if you are sure about the deletion.
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3. Click [OK], the selected category will be deleted from the public category manage
area.

Note: Before deleting a category, you have to clear its sub-categories and contacts information

first.

4.1.4 Add to Category Shortcut

If you have great amount of categories, you can add the frequent-used one to the cat-
egory shortcut. Next time, you can view its complete information in the public category
manage area by clicking the category’s name in the category shortcut area. The following
is the instruction of adding category to the category shortcut area:

1. Select the category you want to add to the category shortcut area from the public cat-
egory manage area.

2. Click and click [OK], the added category will be shown in the category shortcut

arca.

Tip: If you want to remove the category from the category shortcut, please click * beside the cat-
egory name in the category shortcut area.

4.1.5 Add to My Favorites

You can add public category to [My Favorites] for the offline use or the quick access
to the cards information. The following is the instruction of adding category to [My Fa-
voorites]:

1. Click in fornt of the category name in the public category manage area. The sys-
tem will open the window for you to choose to add the category or with its sub-catego-
ry. You can also choose the advanced setting to select the category you want.

Add Category %

© Only add the selected category to My
Favorites

Add the selected category and its
subcategories My Favorites

Advanced setting, you can choose the
category or subcategory and add them to My

Favorites

Note: If the of the category you clicked is in the last layer, the system will automatically add it to [My

Favorites].
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2. When the star icon becomes W, this means the category you selected have been added
into [My Favorites].

Tip: If you want to remove the category from [My Favorites], click the star icon again to make it

turms into

4.2 Edit Card Information

4.2.1 Card Editing Page

The card editing page in [Public Contacts] is the same as in [My Favorite]. For more
information about the editing page, please refer to chapter 3.2.1 [Card Editing Page].
4.2.2 Add Card
1. Select a category in the public category manage area.

Tip: If you want to change card’s category, click category field or & in the card editing page.

2. Click to open a new card editing page.

3. After finishing the contact's text infomation, you can click [JfEEH to add new card
image or click EEERIEEE to add photo for the contact.

Tip: If you want to change the card image, click E again to select a new one.

4. When all the fields and images have been completed, click [OK], the added contact
information will be shown in the contacts list.

4.2.3 Edit Card

1. Check the contact you want to edit from the contacts list.

2. Click to open the card editing page.

3. When you're done with the contact's infomation, click [OK], the system will save the
edited content.

4.2.4 Categorize Card

1. Check one or several contacts from the contacts list.
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2. Click and choose the category you want.

3. Click [OK], the selected contact can be found in the category you just chose.

4.2.5 Copy Card to My Favorites
1. Check one or several contacts from the contacts list.

2. Click and choose the category.

2. Click [OK], the copied contact will be categorized into the chosen category.

4.2.6 Delete Card
1. Check one or several contacts from the contacts list and click ﬂ

2. Click [OK], the selected contact will be deleted.

4.3 Search Card

You can use keyword search function to search for the contacts. Enter the keywords
and click n, the system will show

of the contacts in the search bar [T
the search result.

My Favorites Public Contacts Search Result *

John Dow 5

6600 sales@penpowt Sales

tion 46520 Fremont

JohnDow  Karsten (510)897-6600 sales@penpowi Sales Section 146520 Fremont (510)897-6606 www penpower\United States
Robert CzeruckBajtel 02-954027721robert. czerucki Authorised Distul. Krolowej Ma +48226518692 +48602214094 www bajtel.pl \700 S8
= REESHE  +806-2-2500-C fenari_dow@hn EXRH R 104 518 &LT +886-2-2500-1 \RIBHEA (&1

John DOW saies Secton Manager

46520 Fremont Bivd, Suite 610, Fremont, CA 94538
TEL: 510-807-6600 FAX: 510-897-6606
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Furthermore, you can click beside the search bar to set the advanced search
requirement. In [Particular Field], you can choose from the fields option and type in the

keywords. You can also check [Specified Category] and [Specified Date] to have more
specific search for the contact.

Advanced Search(Only Public Contacts) ®

Particular Field
Full Name M Contain

@l Contain

And @ or

Specified Category
Specified Date
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1. While using WorldCard Enterprise with Firefox, why does the internet page has
blurred images?

A: It's becasue that your computer have checked [Use hardware acceleration when
available] in Firefox. Please open the page menu of Firefox, click [Options]/ [Advanced]
and uncheck [Use hardware acceleration when available].

2. If the administrator move or delete the category, causing the user lacks with his
or her root category and make the account become unavailable to use. How can I
solve this situation?

A: The administration need to log in to WorldCard Enterprise and enter into the account

setting page to reset the root category for the account.

3. When the users of iOS/ Android/ Windows log in to WorldCard Enterprise
and can't add or update the information, why does the system show the lack of
permission message ?

A: About the lack of permission problem, please switch to the permission setting page to
check for the users' permission.

4. If the card information have been accidentally deleted, how to restore it?

A: The administrator has to enter the card recycle bin page, find the deleted card and
restore it.

5. Why can't I use WorldCard Enterprise with IE browser in Windows XP?

A: WorldCard Enterprise only supports IE 9 version above, Safari, Chrome and Firefox.

6. How much capacity or data can be saved in WorldCard Enterprise database?

A: Please refer to MS SQL server capacity specification(http://msdn.microsoft.com/zh-
tw/library/ms143432.aspx.).

7. How many account can be used in WorldCard Enterprise?

A: The amount of the available accounts is based on how many account you purchased.If
you need extra accounts, please contacct PenPower Technology.(http://www.penpower.
com.tw/).
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