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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, PenPow-
er DISCLAIMS ALL OTHER WARRANTIES, INCLUDING WITHOUT LIMITATION, 
(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 JUDGE-
MENT 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 Installation

1.1.1 System Requirements
● Windows 8 Desktop/7/Vista/XP SP3

1.1.2 Software Installation
Insert the WorldCard CD-ROM into the disk drive, it will automatically execute the 

[Setup.exe] program and start to install the software.

1. Select the language on the installation wizard screen and click [Next].
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2. Click [Next] to continue.

3. Please read the user license agreement carefully,  click [I accept the terms of license 
aggrement], then click [Next].

4. Select the default installation folder or click [Browse] to select other installation folder 
and click [Next].
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5. Click [Install] to begin the installation. If you'd like to change the installation folder, 
please click [Back] to modify it.

6. After the installation, we suggest you to select [Yes, I want to restart my computer 
now] and click [Finish] to close the wizard.

7. After the computer restarts, it will continue to install [.NET Framework], the 
WorldCard essential component.
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1.2 Launch WorldCard Enterprise

Execute [Start/All Programs/WorldCard Enterprise/WorldCard Enterprise] or just 
click [WorldCard Enterprise] shortcut  to launch the program.

1.3 Log in to Server

After opening WorldCard Enterprise login page, please enter Server URL, your ac-
count and password. When you log into the account successfully, you can start to use 
WorldCard Enterprise. 

If you have multiple AD accounts, there will be an AD server list for you to choose.

Tip: You can check [Remember my username] and [Remember my password] when you log in.  
The system will save the server URL and account information if the login is successfully 
done. 
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WorldCard Enterprise provides [My Favorites] and [Public Contacts] interfaces in 
Category Manage Area for you to manage and share your business cards information ef-
ficiently.

[My Favorites] is the area for personal business cards management. In here, you can 
add and edit cards information, create personal category and update the information that 
have been changed in [My Favorites] to [Public Contacts].

Category 
Manage 

Area
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2.1 Add Contact

2.1.1 Scan Cards to Add Contacts

Please plug the USB cable of the scanner into the USB port on the computer. Put the 
card into the scanner with the text facing up, the light will continually blink during scan-
ning. When the light stops blinking, you can proceed to scan the back of the card, or click 
[Skip Back] and continue to scan the next card. 

Tip: Click [Settings]/[Scanning Option] to set the recognition language or other settings. For 
more information, please refer to chapter 6.3.2 [Scanning].

2.1.2 Add Contacts via the Scan Wizard

You can scan the card via the Scan Wizard. WorldCard Enterprise will recognize the 
text on the card and transform it into digital data.

Click  on the functional toolbar and select the front side recognition language of 
the card, if you’d like to scan the back of the card, please check [Rear Side] and select the 
back side recognition language of the card. Start to scan the front side and then the back 
side of the card. Click [Finish] and you will see the scanned contacts shown in the contact 
list.



2-2 2-3

Chapter 2  My Favorites

Tips:

1. Auto Scan: When you open the scan wizard you can begin to scan the card immediately. If [Auto 
Scan] is unchecked, you need to trigger the scanner by clicking the [Scan] button.

2. Auto recognition after scanning: It will automatically recognize the card after scanning. When 
[Auto recognition after scanning] is unchecked, you can review the image to see if it’s clear or 
not. If it’s unclear, you can scan again and then click [Finish], the application will recognize 
your card.

3. If you don’t like the card image, you can click  to delete it.

4. You can click  in the middle to exchange the front side and the back side of the card.

5. Execute [Run]/ [Scan Wizard] or press Ctrl + n can also open Scan Wizard.

2.1.3 Add Contacts Manually

Click [Management]/[Contact]/[Add a Concact - Manually] from the menu to open 
a new editing page. Then, type the contacts information into the fields.  How to edit the 
contact, please refer to chapter 4.1 [Editing Page].

2.1.4 Add Contacts from the Same Company 

Select a contact in the contact list and execute [Management/Contact/Add a Concact 
- from the same company], the system will open a new editing page and automatically fill 
in the company name, address, phone number, fax number and website link, that is the 
same with the contact you selected. As for the contact’s name, position, department, etc 
you need to fill in manually.

2.1.5 Add Contacts from eSignature

WorldCard Enterprise can recognize your eSignature in the email, click [Manage-
ment]/[Contact]/[Add a Contact - eSignature] to open the signature dialogue window. 
Then copy the signature in the email and paste it in the text area of the window (shown as 
below). Click [Recognize] button and you can see the recognized contact information in 
the editing page.
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Note: When completed contact information and click OK, you will see the new contact displayed in the 

list, and the creator information of this contact will be saved in the [Other]  field of this contact.

The system will update the added card information to [Public Contacts]. You can also update the 

information manually. For more detailed instruction, please chapter 2.3. 

2.2 Category Management

2.2.1 Add Category

1. Execute [Management]/[Category]/[Add Category] or select a category name in  
Category Manage Area, right-click and select [Add Category]. 

2. Enter the category name in the category field. A new category will be added.

Note: 

1. You can’t add category under the default category(e.g. All)

2. The added category name can’t be the same as the existed one.

3. You can click the plus icon in front of the category name to open its sub-category list or click the minus 

icon to close it. 
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2.2.2 Delete Category

Select the category in [My Favorites] and execute [Management]/[Category]/[Delete 
Category] or right-click and select [Delete Category].

2.2.3 Rename Category

Select the category in [My Favorites] and execute [Management]/[Category]/
[Rename Category] or right-click and select [Rename].

2.2.4 Categorize Card

You can choose one of the following ways to categorize your cards:

● Categorize in the category setting window

1. Select one or several contacts in the contact list and execute [Management]/[Category]/
[Setting Category] or right-click and select [Setting Category].

2. When the category setting window opens, click the category you want to sort the 
contact.

3. Click [OK] and the contact will be sorted to the category you chose.

● Categorize by dragging the contact with the mouse

Select one or several contacts in the contact list and use the mouse to drag them to 
the category list. Release the mouse right on the category you want to sort the contacts. 
Then the selected contacts will be sorted to that category.
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2.3 Update Cards to Public Contacts

After adding cards or editing the contacts information, you can wait for the system  
to update the edited information automatically, or click  on the functional toolbar 
manually. When the number of [Unuploaded] turns into 0 or the red spot disappears from 
the contact list, this meansthe information have been updated to [Public Contacts] suc-
cessfully. If you have the permission of other users’ categories, the system will update 
them to [My Favorite] as well.

Note: The system will update the latest information to [Public Contacts], based on the server’s automatic 

update setting. 



2-6 2-7

Chapter 2  My Favorites

2.4 Copy contacts to the specified category of Public 

Contacts

When you add or modify business card information, you can copy them to the speci-
fied category from [My favorite] to [Public Contacts].

1. Check one or several contacts from the contacts list, and right clickto pop the menu, 
and choose [Copy to Public Contacts].

2. Choose the category of Public Contacts you want to copy to.

3. Click [OK], then you will see the copied contacts displayed in that catogory.
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In addition to [My Favorites], WorldCard Cloud also provides [Public Contacts] in 
the category manage area for all users to use.  This area is the database for all users to 
manage cards information. Every information added or edited in [My Favorites] will be 
upload to [Public Contacts]. You can share your cards information with other users or get 
the information they shared. 

However, in [Public Contacts], the usage of the information is based on users’ per-
mission. If you have the permission of the category, then you can copy or download its 
contacts information to [My Favorites].

3.1 View Card

3.1.1 Interface Introduction
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When you click  in Category Manage Area, you can switch [My Favorites] page 
to [Public Contacts] page. [Public Contacts] can be sectioned into two parts: [Category 
Shortcut] and [Public Category]. The categories display in the public category are the one 
that you have the permission to view. The  icon in the image above presents as your 
root category in the server. When the house or star icon turns into blue, this means the 
categories beside them have been added to [My Favorites].  

3.1.2 Add to Category Shortcut

If you want to add the frequent-used category into the category shortcut area, please 
select the category in the category manage area, right-click it and choose [Add to Catego-
ry Shortcut]. Then, the selected category will be shown in the shortcut area. If you want 
to cancel the shortcut setting, please select the category again, right click and choose [De-
lete from Category Shortcut]. 
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3.1.3 Add to My Favorites

You can download the contacts information in the public categories to [My Favor-
ites] so that when the information in public categories have been edited, the system will 
automatically update the changes to [My Favorites]. The followings are the two ways to 
add public categories to [My Favorites]:

1. Select the category in [Public Category], right-click and choose [Add to My Favorites], 
and then you can choose [This category] or [This category(includes sub-categories)]. 
When the star icon beside the category name turns into blue, that category can be 
viewed in [My Favorites].

2. Click the gray star icon beside the category, the system will ask you whether to add 
its sub-categories. When the star icon beside the category name turns into blue, that 
category can be viewed in [My Favorites].

Note: If the category you click is the subcategory in the last layer, the system won’t open the dialogue 

window above.



3-4

WorldCard Enterprise

3.2 Use Card

3.2.1 Copy Other Users' Contact Information

To copy other users’ contacts information, please follow the instruction below:

1. Select a contact in the contact list, right-click and choose [Copy contact(s) to my 
favorites].

2. Click the category you want to sort for the contact in the opened window and click [OK]. 
Then, you can view the contact's information in the category of [My Favorites].
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Whether in [My Favorites] or in [Public Contacts] with the editing permission, you 

can fill in more information or modify contacts' recognition result. If you’d like to edit 
contact information, please double-click a contact in the contacts list to open the edit 
page.

4.1 Editing Page

There are three areas in the editing page: [Contact list], [Information] and [Card Im-
age]. Click  after modification to exit the editing page, the system will automatically 
save what you edited. If you’d like to undo what you edited, please click  or click 
[Edit]/[Restore]. 

Click [Contact]/[Add a Contact - Manually] to add a contact by yourself in the 
group. To add a contact who is in the same company with the contact you’re editing, 
please click  or [Contact]/[Add a Contact - from the same company], the application 
will open a new page with the contact’s company name, address, phone number automati-
cally filled in.
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Contact 
List

Contact 
Information

Card Image

4.1.1 Contact List

The contact list shows you every contacts in the same group to let you quickly 
switch and edit the contacts. Click [More] to expand the contact list. When you click an-
other contact, it will automatically save the modified contact. If you’d like to restore the 
modified result, please click  before switching to another contact.

4.1.2 Edit the Contact

In the contact information area, you can modify any columns you want. If you’d like 
to modify another contact, just click the contact in the contact list. There are more func-
tions listed below:

Add a Photo: Click the photo icon next to the name column. To change or delete the 
photo, click the photo again.

Change how the address displays: Click the drop-down menu of the address column to 
choose different format for address display.

Using the contact information: If there’s an icon showing next to the column, you can 

Meeting Moemo
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click the icon to call or send the email to the contact. You can also link to the contact’s 
website.

4.1.3 Edit the Card Image

If the contact has a card image, you can see it in the right down corner of the edit 
page. You can execute functions below:

Click  and  to view the front and back side of the card.

Click  to expand the card image, click  to zoom in and click  to zoom out 
the card image.

Click  to rotate the card image to 90 degrees. 

Click  to exchange the front side and back side of the card image.

Click  to add image or scan business card.

Click  to save the card image. 

For more functions, please refer the instruction below:

8 Recognizing Partial Content of a Card Entry

In some cases, the information of the business card may not be completely 
recognized. You may use the Partially Select and Recognize function of the edit page to 
recognize the information again. First, click  and use the mouse to frame the specific 
area.  Then, select the appropriate field from the list for the information which has been 
framed.
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8 Reframing Command

If you want to trim the margin of a business card, please click  and select the 
card area you want keep. The system will ask you if the modification is confirmed. Click 
[Yes] in the dialog window and the card image outside of the selection box will be cut 
off.

8 Recognizing Again

Select the language(s) for the front and/or back side of the card. Then, click  or 
[Edit]/[Re-Recognize]. If the card is double-sided, check [Both Sides] to recognize each 
side and click [OK]. Note that the card information will be cleared when you recognize 
the card again.

Tip: If the business card is double sided, you can click  button to switch the front side and 
back side. 
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4.1.4 Meeting Memo

You can add and review the meeting records in [Meeting Memo] which helps you to 
record everything when you having contact with customers, and remind you every impor-
tant things.

Please click  at the bottom to start adding meeting memos. Except 
texts, you can attach pictures and files to record more things.

4.1.5 Edit Meeting Memo

When reviewing all records, you can click  to edit the meeting memo or 
click  to delete. Click [OK] to save after you modified.
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 If you want to delete the contact, Right-click on a contact in the contact list and then 
select [Delete]. The system will ask if you are sure about the deletion. Click [Yes], the 
selected contact will be removed from the contact list.

Once you delete the contact in [My Favorites], the information will be deleted 
permanently. However, if you delete it in [Public Contacts], you can still find the contact 
information in [My Favorites].  
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5.1 Send Email

To send email to the contacts, right-click on the contact and select [Send email] 
or click [Run]/[Send email], the window of mail setting will show, you can select 
the contact and click [To], [CC], [BOC] or [Attachment] as the mailing type. After 
tapping [OK], WordCard Enterprise will open the e-mail software and fill the contact's 
e-mail information to the corresponded columns or make the contact information as an 
attachment.

If you need extra recipients, enter the keyword in the upper search bar to search .

Tip:

1. If you choose [Attachment] as the mailing type, the card images and text files of the selected 
contacts will be attached in the e-mail. 

2. Click the e-mail button  on the functional toolbar or on the action area, WordCard 
Enterprise will open the same setting window for you.
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5.2 Skype

You need to install Skype software before using Skype function in WorldCard Cloud. 
Right-click on the contact who has a phone number and select [Skype] or click [Run]/
[Skype] and then click . You can call the contact via mobiles or landlines and also 
send text message  to him or her. Click the phone number in the action area can con-
tact people via Skype as well. 

To use the Skype out function, you need to get the Skype credits. When make a call 
to overseas, if the phone number doesn’t contain its country code, you need to modify the 
information by selecting the country in the drop-down menu of the Skype window.

5.3 Open Website and Display Map of Address

If there is any URL in the contact information, you can right-click on the contact and 
select [Open Website] or click  button on the functional toolbar to open this website.  
You can also click  in the action area. Moreover, right-click on a contact and select 
[Display Map of Address] or click  button on the functional toolbar, you can view 
the address information for the selected contact with Google Map. Click  in the action 
area can execute the same function.

5.4 Route Planning

WorldCard Cloud’s [Route Planning] function allows you to query the route plan-
ning of contacts’ address via Google Map .

1. Select one or several contacts, right-click and select [Route Planning]

2. Select the specific contacts' address or click [Select All] and then click [Next]. You can 
also edit [My address] and add it into your route planning. 

Tip: The system will automatically save the address you typed in [My Address]. Next time, you will 
only need to open the drop-down menu and select the address. 

3. You will see the route planning window, please make sure of the area, starting location 
and destination before clicking [OK]. You can use [Move Up] and [Move Down] 
button on the top right screen to change the order of the address.
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Tip: You can click [Previous] to reselect the address in your route planning.

4. WorldCard Cloud will open the default browser and show you the route planning result 
with Google Map.

5.5 Search on Social Networks

Select a contact, right-click and choose [Social Networking] or click [Run]/[Social 
Networking] to search for the selected contact on [Facebook], [Twitter] or [LinkedIn]. 
The system will use the contact’s names and email addresses as keywords to search.

Tip: You can click the option from [Social Network] section in the action area to search from 
Facebook, Twitter or LinkedIn.

5.6 Print Preview

You can print out the contact information in many formats depending on your re-
quests, like envelopes, labels and cards.

● Click  and  to zoom in and zoom out.

● Click  [Selected cards] or  [All cards in the preview area] to select the 
printing range. 

● Click  to print the contact information.

● Click  to close the print preview page.

● Click the arrow icon on  to switch the preview pages.



5-4

WorldCard Enterprise

Note: You can’t use print preview function in [Public Contacts].

5.7 Search Contacts

5.7.1 Quick Search

You can type the keywords in the search bar  on the functional 
toolbar to quickly search for contacts. Click  of the search bar to close the searching 
results.

5.7.2 Advanced Search

Click  or [Run]/[Advanced Search] and set the search conditions. To find the 
specific contacts, set the search field options and type the keywords in the fields, you can 
also search the contacts by setting [Category] or [Timestamp]. 
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6.1 Import

You can import your contacts from kinds of softwares or files to WorldCard Enter-
prise.

6.1.1 Import WorldCard Series Data Exchange file (.wcxf) 

WorldCard Cloud supports WorldCard data exchange file (*.wcxf) so that you can 
use import function to add contacts into WorldCard Cloud for management. The follow-
ings are the instruction of importing WorldCard data exchange file (*.wcxf):

1. Click [Management]/[Import WorldCard data exchange file (.wcxf)].

2. Select the wcxf file you need and click [Open]. The system will open the import 
window. If you need to reselect the file, please click [Browse].

Note: if you check [Keep original category], the system will import the inital category of the contact to 

WorldCard Cloud.

3. If the imported file is correct, you can click [OK] to start the import process. When the 
process is finished, you can see the imported contact sorted in the default category [All] 
of [My Favorites] page.
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6.1.2 CSV file (.csv) 

1. Click [Management]/[Import]/[CSV Files (.csv)] and click [Next].

2. Select the csv file you want to use, you will see a line with [Ignore] in the middle, you 
can drop down the list to set the properties you want with the columns, ans click [OK] 
to start using the imported contacts.

6.1.3 vCard file (.vcf) , image file(.jpeg)

1. Click [Management]/[Import]/[Image Files (.jpeg)] and click [Next].

2. Select the image file you want to use and start to import, then you can start to use the 
imported contacts.

Note: The import format of vCard are vCard v2.1/ 3.0.

6.1.4 Salesforce (Contacts)

Select [Salesforce (Contact)] and click [Next], and fill in the login information of the 
Salesforce, and then click [Login and Active] to start import, after that you can see the 
imported contacts in [All contacts], [Unfiled] or the original group.

6.1.5 ACT! (2011~2015)

Select [ACT! (2011~2015)] and click [Next], and set the path of ACT!’s database, 
and then click [Login and Active] to start import, after that you can see the imported con-
tacts in [All contacts], [Unfiled] or the original group.

6.1.6 Lotus Notes (6.5~9.0)

Select [Lotus Notes (6.5~9.0)] and click [Next], and set the path of Lotus Notes’s 
database, and then click [OK] to start import, after that you can see the imported contacts 
in [All contacts], [Unfiled] or the original group.
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6.2 Export

You can select different range of WorldCard Cloud contacts information and export 
them as Microsoft Outlook or Microsoft Excel format files or others. The export steps are 
listed below:

1. Click [Mnagement]/[Export] and choose the export format you need.

2. Select the exported data range. Choose [My Favorites], then all the information in [My 
Favorites] will be exported; choose [All cards in the preview area], the information in 
the preview list will all be exported; choose [Selected Record] to export the selected 
contact's information. 

3. If you select [Microsoft Outlook] as the export format, please click [Browse] to choose 
the directory path. When the export process is complete, you can see the exported 
contact in the directory of [Microsoft Outlook]. If you select [Microsoft Excel], when 
the export process is successfully done, the system will automatically open Microsoft 
Excel, and you can see exported contact in the workbook.



6-4

WorldCard Enterprise

6-5

Note: 

1. Before exporting the information, you can refer to chapter 6.3.3 [Export] to edit the export 

settings first and then conduct the export process.

2. If you cannot use export function, please contact the MIS engineer of your company.

6.3 Settings

In the setting page, you can edit the display page and fields, scan and export settings. 
Click [Settings] in the menu to choose the option you want to edit, or click   button on 
the regular toolbar to open the setting page.

Tip: You can click [ctrl] + [o] to open the setting page.

6.3.1 General

Address Display: Zip code and country information display.

Font Size: Adjust the arrow to set the font size of the screen.

Display card images on the main screen: Check this option, card images will display 
with the contact information on the main screen.

Display Map of Address: You can set the Google map or Baidu map as default.

Send Email: It allows you to send email by Lotus Notes format.

View Public Contacts: Here allows you to select display numbers of contacts.

6.3.2 Scanning Option

This section offers the settings for card style, recognition language, Chinese output 
character, name capitalization.

6.3.3 Export

You can refer to the following instruction to set export functions of Microsoft Out-
look and Microsoft Excel or others. Click [Apply] to save the modified settings. Click 
[OK] to save and close the setting window.
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1
Category Manage 
Area

In the category manage area, you can view edit contacts and 
category and categorize for the cards in [My Favorites] and 
[Public Contacts] if you have the permission. 

2 Menu You can find all the functions you’d like to execute in the 
menu. 

3 Functional Toolbar
Provides frequent-used functions, such as scan, update, send 
Email, open website, find address on maps, print preview, set-
tings, view mode, search bar and log out of WorldCard Cloud.

4 Contacts List View contact information or click any contact to edit. Refer to  
4.1. 

1. User Interface Overview

WorldCard Cloud provides [My Favorites] which allows you to add/ delete/ 
categorize contacts and use their information to send emails, open website, search 
for address, search contacts information, import and export contact information, etc.  
Moreover, you can share your contacts with other users and view their cards information 
in [Public Contacts] to enlarge your contact network immediately.

2 Menu 3 Functional  Toolbar

 Card Display Area6

4 Contacts List

Index5 Action Area 7

1 Category Manage Area 
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5 Index
Click  button to set the index as 注(Chinese ZhuYin), 
拼(Chinese Hanpin), 12..(Chinese Stroke), EN(English 
Alphabet), 日(Japanese Phonetic), or 한(Korean Phonetic). 

6 Card Display Area Show the business card image if there is any. 

 7 Action Area Use quick functions like Email, Skype and social media to 
contact directly.

2. Menu 
There are seven main menus, appearing at the top of the screen: [Management],  

[Run], [View], [Settings], and [Help]. 

8 Management

Contact
Add contacts via [Manually], [from the same company] or 
[eSignature]. You can also delete contacts or set the category for 
the contact.

Categories Add, delete and rename categories.

Change login 
password

Change the login password of WorldCard Cloud. 

Import 
Import [WorldCard Data Exchange File(.wcxf)]/vCard/CSV/Image 
Files into WorldCard Cloud to manage contacts.

Export
Export [Microsoft Outlook] and [Microsoft Excel] from 
WorldCard Cloud contacts. 

Close Close WorldCard Cloud.
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8 Run 

Scan Wizard Execute scan wizard to scan the card image into WorldCard. 

Calibration
Calibrate the scanner to eliminate unclear image or inaccu-
rate color

Print Preview Preview the printing contact in different document formats. 

Send email
Send email, carbon copy, blind carbon copy to the selected 
contact, or attach the contact information as a file in Email. 

Skype Call or send message to contacts via Skype.

Open Website Open the website on contact information.  

Display map of Address
Display location of the contact via Google Map or Baidu 
Map.

Get Direction Planning the route via Google Map.

Social Network
Search contacts on the social networks: Facebook,  Linke-
dIn, Twitter.

Advanced Search
Search contacts in specific columns, categories or time-
stamps.

Find Duplicate Contacts
Find the duplicate data by Name, Company, Email, Single/
Double side.

Find the contacts of same 
name

Find the data of same name.

Clear Search Result Clear the search results.
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8 View

View Mode Select to view your contacts with List mode or Card Image mode. 

Display Action Area If you’d like to hide the action area, just uncheck it.

8 Settings 

General Set the way of address display, font size and card image dis-
play. 

Scanning Option Card Style, recognition language, Chinese output characters, 
name capitalization.

Export Set related information for exporting information.  

8 About 

User Manual Refer to the user manual.  

About See more information about WorldCard.

Quick Guide
Quick way to know WorldCard Cloud user interfaces and 
functions.
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3. Regular Toolbar

1 Scan Wizard Scan the cards into WorldCard Cloud, refer to 2.1.2. 
2 Update Update cards information in [My Favorites] to [Public Contacts].

3 Send Email
Send Emails to contacts, WorldCard will open the default Email soft-
ware and fill in the address or attach the contact information as a file 
for you, refer to 5.1.

4 Other functions Using contact information, such as view the location of the contact’s 
address and route planning, refer to 5.3 and 5.4.

5 Print Preview Preview the contacts printing in different document formats, refer to 5.6.
6 Settings Display, scanner and export settings, refer to 6.3.
7 View mode View contact information in the list mode or card image mode.
8 Log out Log out of WorldCard Cloud.
9 Search contacts Type keywords in the search field to find the contact, refer to 4.3.

1 765432 8 9

4. View Mode

There are two view modes: List Mode  and Card Image Mode  . Right-
click on a contact to select functions like Print Preview, Edit, Setting Category, Select all, 
Delete, Send email, Display map of address, Get direction, Open WebSite, Social Net-
working, etc.

8 List Mode
List mode  is the default view mode, the contact information displays in different 

columns; click the contact to edit the contact information. If the contact has a card image, 
it shows below the contact list. Before the Name field, there’s an icon to show you if the 
contact has one-sided  or double-sided card . 
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8 Card Image Mode

In Card Image Mode , contacts display with card images. Click the image to 
edit contact information. Click  button to view the front sides of all business cards. 
Click the  button to view the back side of all business cards. Adjust the image size by 
moving the sliding bar. Click  to turn another side of the card.
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5. Alphabet Index
There are different types of indexes can be used to manage your contacts. Click 

 button to set the index as 注(Chinese ZhuYin), 拼(Chinese Hanpin), 12..(Chinese 
Stroke), EN(English Alphabet), 日(Japanese Phonetic), or 한(Korean Phonetic). 

You can set the index sorted by Name  or Company . When Name  is 
selected, the contacts will be displayed by contacts name. When Company  is se-
lected, the contacts will be displayed by company name. If the display name or company 
name of the contact cannot be sorted by the index, the contact will be put in the  
group.
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