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Preface

Thank you for using DocuWorks™.

DocuWorks is a document handling application that provides you with a uniform way of handling data
in a wide variety of office situations.

With DocuWorks, you can handle both documents created by PC (personal computer) applications and
data acquired by scanning as DocuWorks format data. These data can also be sent as e-mail or printed
on a printer.

This manual describes the basics of how to use DocuWorks.

The description of this manual assumes that the user is knowledgeable about the basic operations of
Microsoft® Windows®.

FUJIFILM Business Innovation provides a wide variety of information related to DocuWorks on its web
pages.

We hope you will find it useful.

https://www.fujifilm.com/fb/product/software/docuworks/

This software includes © Panasonic Solution Technologies Co., Ltd.2020

This software includes ABBYY® FineReader® Engine recognition technologies© 2017, ABBYY.

ABBYY, FINEREADER and ABBYY FineReader are either registered trademarks or trademarks of ABBYY Software Ltd.
Microsoft, Excel, PowerPoint and Windows are either registered trademarks or trademarks of Microsoft Corporation in
the United States and/or other countries.

All product/brand names are trademarks or registered trademarks of the respective holders.

Microsoft product screen shot(s) reprinted with permission from Microsoft Corporation.

Important

® This manual may not be edited, modified or copied in whole or part without the written consent of the publisher.

® Parts of this manual is subject to change without prior notice.

® The screen shots and the illustrations in this manual are used as examples. They may differ from yours depending
on the model, the software, or the OS.

FUJIFILM and FUJIFILM logo are registered trademarks or trademarks of FUJIFILM Corporation.
DocuWorks is registered trademark or trademark of FUJIFILM Business Innovation Corp.
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Conventions

The following symbols and conventions are used in this manual

Ellj Note Indicates supplemental information about functions and operations.
6_6 See  Indicates references.

[ ] Menu, button, tab, and item names displayed in the screen are enclosed with square
brackets.
Example: Click the [Apply] tab.

{1} Values to be changed depending on the operations such as user name or server name are
enclosed with curly brackets.
Example: Click [{user name}].

> The less than symbol indicates the hierarchy in menus or trees.
Example: For example, click the Windows icon at the left corner in your taskbar, and select
[FUJIFILM] > [DocuWorks].

v Indicates references within the manual or other reference manuals.
Messages and terms to be emphasized are also enclosed with double quotations.
Example: Refer to "1 Before Using DocuWorks".
The message "Specify the name." is displayed.

e Microsoft Windows Operating System is referred to as "Windows".

® Microsoft Excel® Microsoft PowerPoint® and Microsoft Word are respectively referred to as "Excel",
"PowerPoint", and "Word".

® Personal computers are referred to as "PC".

e Clicking on the right button of a mouse is referred to as "right-click".

® The menu that is displayed by the right click operation is referred to as "short cut menu".
® This manual describes the operations using Windows 10 screens as an example.

® Depending on your environment, the screens described in the manual may differ from the actual
screens.
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Start Guide

Before Using DocuWorks

This chapter describes the configuration of DocuWorks Desk and DocuWorks Viewer and how to search
or print DocuWorks documents.

About DocuWorks

DocuWorks is an application that allows you to create DocuWorks documents*1 from files created with
other applications or paper documents, and edit them just like you edit paper documents.

DocuWorks consists of DocuWorks Desk and DocuWorks Viewer.

Scan paper Files created with other applications
——

: i3
= L | L | etc.

lCreate 1 Create

b s

DocuWorks Desk*2

"Components of Desk" (P.9)

Create*4 and process

Double-click a

b s

DocuWorks Viewer*3

"Components of Viewer"

| B View and edit an individual

*1:
*2:
*3:
*4

Hereafter, a DocuWorks document is referred to as a "document”
Hereafter, DocuWorks Desk is referred to as "Desk”

Hereafter, DocuWorks Viewer is referred to as "Viewer”
Documents can also be created outside of Desk



1 Before Using DocuWorks

bi\ Note

- To enlarge text and figures, click @ located at the top
- To move on to the next page, click > >l in > located at the top-right corner

What you can do with DocuWorks

ent Page Tool Help

1 Q [search User Folder v
[y 8 aQ H- « > 2.

—_— = — Properies

S W e 4w e @ u e e
~ B} UserFolder General

Sample Doc - DoculWorks 9.1 A B D :‘e MName %“F“’E‘E‘"
‘ ype 1o

L Location C:\Users\Main User\Dog|

@ Size 11.323KB

LL o Modified 2/14/20211:24 PM

=] r Crested 226/201 10:17PM

a P.1 P.1 P.1 Aocomed Yasam 101750

Y At & 8 ¢ o

I
I @ @ n @ n
P.1 P.1 P1
e 3 s
v
< > e >
R R B m = ¥ Q
vertto DConversiont  OCR  Convert o Page Layout SortPages Process Pag Find and Ma Copy Amnot
s DF(Dec. Word after. es rk ation to Bla.

Example

e Create materials using Word or Excel, and combine them into one document to use for a presentation.

b s

- " Creating a DocuWorks Document from an Application You Open" (P.29)
- " Stacking Multiple Documents into One File" (P.44)
Eliminate paper documents by digitizing them.

b s

" Creating a Document from a Paper Document" (P.33)
Convert documents into PDF for those who do not have DocuWorks.

b s

" Creating a PDF from a Document" (P.37)
You can gather files stored in different locations into a single easy-to-access place to work with them.

b3 s

" Working with Files in a Single Space" (P.41)
Put multiple documents into a binder, and replace some of them or arrange their order.

b s

- "Storing Documents in a Binder You Create" (P.47)
- "Arranging Documents Within a Binder" (P.50)
When documents are scattered, create a folder and organize them within the folder.

b se

" Storing Documents in a Folder You Create" (P.55)
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e Link a shared folder to Desk, and circulate documents.

b s

" Linking to a Folder Outside of Desk" (P.57)

On Viewer
B - Docul wer
File Edit Document Page Annotations Tool Window Help
= A B@x @0 RIIQ 1100 ~| 1 >
ITTe==s L uldvo BERS= M A

Example
® Paste a part of a document onto a file of another application.

b s

" Pasting the Contents of a Document onto Another Application" (P.38)
® Extract a page of your interest.

6_6 See

" Copying Pages to Desk" (P.63)
e Copy a page from another document.

b s

" Copying Pages from Another Document" (P.66)
® Add a circulation stamp and Add an approval stamp.

6_6 See

" Annotations" (P.69)
® Enter a comment.

b s

" Adding a Notepad with Text" (P.74)
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How Desk Works

Components of Desk

Menu Bar Standard

W Document Page Tool Help

Find Toolbar el Q seren seraae v
=
af] B Q 5 RN
DocuWorks Desk OO » 4nr e <ms r g
& TaskSpace ‘e 4 ‘) 2 <@F 72 Properties Valve
v 3 User Folder General
mple Doc - DocuWorks 9.1 A B D et et
ye e
C i st e
m s e
kLY o Modified 2/14/20211:24 PM
Folder Area ) = Y - il
aQ . . P poed 2z 101770
Doarerae » : ‘ )
w e @ w e i L Properties

Workspace Area
E F G

P1 P P

| Useful Features (Ve 9) [ Task Steps |

Task Toolbar i B m = ¥ @ M|

onvertto Page Layout SortPages Process Pag Find and Ma Copy Annot
Word after.. &5 rk __ation to Bla..

Status Bar

Menu Bar

Provides the menus that perform the features of Desk.

Standard Toolbar

Provides the buttons that perform the main features of Desk.

Find Toolbar

Allows you to perform search within Desk.

b3 s

" Text Search" (P.25)

Folder Area

Displays the folders within Desk.Clicking a folder displays its contents in the Workspace area.

Folder Description
You can gather files stored in different locations into a single easy-to-
& access place to work with them.
(Task Space)
I Allows you to store files and other folders.
(User Folder)
This folder can be configured to link a folder to Desk. Once linked, the
contents of the folder can be displayed on Desk.
(Link Folder) 5O see

" Linking to a Folder Outside of Desk" (P.57)
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Folder

Description

11

(Recycle Bin)

Stores files that were deleted from Desk.

=

(Device Folder)

Displays the contents of the Device Folder in a our multi-function
machine, and allows you to create documents from that machine.

b s

" Creating a Document from a Paper Document" (P.33)

If you configure your own My Desk under Neighborhood, you can also

(Search Folder)

™ view My Desks of other users on the same sub-network.
(Neighborhood)
Stores the results of index searches on Desk.
Q,

b s

" Text Search" (P.25)

57
i

(Attribute View)

Stores the search results of attribute values.

Workspace Area

The area displaying documents on Desk is referred to as the workspace area.

Clicking a folder in the folder

bi\ Note

Folders are not displayed in the workspace area by default. It is recommended that you perform the

area displays the contents of the folder either in thumbnail or list view.

operation "Displaying Folders in the Workspace Area" (P.14) to display folders.

® Thumbnail view

7.

172

o 4@r woe@r

C D

P

Value

Course tf
TF Fie
C:\Users\Main User\Do
Size 11,323 K8
21472021 1:24 PM
2/26/202110:17PM
/26/202110:17PM

P1

P.A1

B 2 R B @

.\ Convert to | Convert to DConversiont  OCR  Convert to Page Layout SortPages Process Pag Find and Ma Copy Ann:
mage  oculorks ..o PDF(Doc, Word after es & ationto

= Y a W

Bla,

10
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® Listview

MName Size Modified
A STKE 1/22/2021 3:59 PM
8 | 138KB 1/22/2021 401 PM
(=19 144KB  1/22/2021 401 PM
@ Contract Document (Business P.., 132KB 1/15/2021 7:57 AM
(=] 149KB  1/22/2021 402 PM
e S2KB 1/22/2021 403 PM
o F 124KB  2/2/20214:35 PM
G 330KB  2/2/2021 435 PM

Properties

Displays the properties of the file clicked in the workspace area, and allows you to set its attribute values.

Task Toolbar

There are plug-ins for extended features.
You can add frequently-used DocuWorks features, folders, and options to access them easily.

Status Bar

Displays messages.

Also, it provides the Change Display button, Split Display button, Control Bar - Collectively Show/Hide
button, and slider bar and Zoom In/Zoom Out buttons.

e Change Display Button

Switches the view mode of the workspace area.
oo — : Click this to switch to thumbnail view
BBl : Click this to switch to list view

e Split Display Button

When clicked, splits the folder and workspace areas vertically into two
windows.

Different folders and files can be handled in each window.

If you click again, the Folder and Workspace areas return to the
original state.

11
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e Control Bar - Collectively Show/Hide button

Allows you to collectively show or hide the following bars and windows
in Desk:

) - Toolbar
- Task Toolbar
- InfoView properties window
- InfoView preview window

e Slider Bar, Zoom In/Zoom Out Button

When the Workspace area is in thumbnail view, these can zoom in or out the magnification of
thumbnails.

Move the bar to the left to zoom out, and
move the bar to the right to zoom in.

Zoom out by 1 % Zoomin by 1%

Thumbnails

The following describes thumbnails displayed in the Workspace area of Desk

Documents are bordered in blue when selected by clicking.
ano 143
E___——

G

P.1

%., »
P4

Documents are shaded when opened by double-clicking.

12
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This is displayed when a document contains multiple pages.
On the top right, the total number of pages and the page number

ago 143 currently displayed in thumbnail are shown.
| e . - -
4 Click to move to the previous page Click B to move to the next
page
G £ Double-clicking removes the clip that stacks the document

together, which causes the document to unstack into pages.

P.1
l:,l_“\ Note

G If you unstacked the document by mistake, click [Edit] and then
[Undo] in Desk's menu to restore the document to its original
state.

This container is referred to as "binder", in which multiple
documents can be stored.

b se

"Binder" (P.46)

This translucent container is referred to as "clear folder" that can
store multiple documents, binders, and document files other than
DocuWorks document.

Endosadis aset
of docum entati on
Pleaze review.

This container is referred to as "envelope".
Except for the appearance is not translucent, its function is the same
as the clear folder.

Enclosedis aset
of docum entation
Please review.

means that the size document is displayed as an A3 size
thumbnail.

13
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indicates that the document is signed using a digital certificate
or electronic signature, which assures you that the document has

not been falsified.

This lock mark indicates that the document is secured.

% indicates that the document has its original data attached

| TR | II]].’JII

A mark at the bottom left of a thumbnail indicates that this file was
created with an application other than DocuWorks.
The mark varies depending on the associated application.

Displaying Folders in the Workspace Area

The Workspace area does not show folders by default.
Folders in the workspace area can be displayed as follows.

1 . On Desk, click [File] > [DocuWorks Settings].

14
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2 . Click [View] under [DocuWorks Desk Options], select [Display subfolders], and then click [OK].

Preferences

Categories

DoculWorks Viewer Options
When Starting Up
View
Full Sereen Display
Signature:

Design
Others

File icon view

Display specfied types as thumbnais Fie type

DoculWorks Desk Options
Gereral
Documert Operation
Import Fles
Sean and Import

Doculorks file view setting

[ Show document in thumbnail view, protected by password but without password to open

Display item in List View

R | [seons Coores

Common Settings

Notffications
Network Settings

Cloud Service Linkage Settings

Show thumbnails and icons while dragging
Large size (page wih the long edge exceeding 500mm)
View modes Display i thumbniail view reduced to A3 ~
Thumbnai Appearance Change

[ Change appearance of document which is not updated for a certain time =

Shorttem (Yelow) 7 | Dayls) Longtem (Sepia) 30 = | Days)

I oK I Apply Cancel

x

Help

Folders are now displayed in the workspace area.

1 Q[ search User Folder v
(3 > 1.
= Properties

DocuWorks Desk A Y L—4 A= 4 | = 4 C

£ Task Space Propeties Value
~ B3 User Folder Folder poperties

Sample Doc - DocuWorks 81 P1 P1 P1 Folder Name Sample Doc - DocuWWor
Link Folder = Location C:\Users\Main Usen\Dod
Types User Defintion Foder

i Recycle Bin A & € 0 Date of creation 2/26/202110:13PM

i Neighborhood readarly No

I Device Folder -@r «@»

1”7 n "

. seue s v &

[ Working Folder

V Attrbute Fitter E F G

I |
3 F G
Sample Doc - DocuWorks
01
< >
Useful Features (Ver. 9) | Task Steps
— +
(I PR B R &8 m = ¥ @ f

Create Docu Convertto| Comversiont OCR  Convertto PageLayout Sort Pages Process Pag Find and Ma Copy Annot -
Works Bind...  mage o PDF(Doc. Word after. o v ationtoBl.

15
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How Viewer Works

Components of Viewer

Menu Bar

Standard
Toolbar

Toolbar

Annotation =

TR

Find Toolbar ~ Zoom Toolbar  Page Toolbar

R OO Yo @l @@ R

Binder Menu =

ame | Munbe..| Nunberol...|
0

StaMPS m——

Diagrams

InfoView

Property

[]save in Unicods fomat

Humber of documents in Binder: 2

3

Toolbar

Menu Bar

Status Bar

Provides the menus that perform the features of Viewer.

Standard Toolbar

Provides the buttons that perform frequently-used features.

The contents of the
document are
displayed.

@ Overwrite a document.
(Save)
Print a document.
@ 6_6 See
(Print) " Printing" (P.26)
Rotate the document (90 degrees to the right, 90 degrees to the
o v left, 180 degrees).
(Rotate)
E Switch InforView to be shown or hidden.
(InfoView)

16



1 Before Using DocuWorks

Button Description

Switch the mouse to Scrolling Mode.

9 bse

(Scrolling Mode) "Using the Scrolling Mode and Flexi Mode" (P.20)

Switch the mouse to Flexi Mode.

w 6{5 See

(Flexi Mode) "Using the Scrolling Mode and Flexi Mode" (P.20)

il

(Show/Hide Annotations)

Switch annotations to be shown or hidden.

Copy a document image.

@ 6_65%
" Pasting the Contents of a Document onto Another
Application" (P.38)

Remove the noise (weak, normal, strong).
E| ’:/]i\ Note

(Reduce Noise) _The noise is stain such as small black dots on a black and white
image created by scanning a paper document.

(Copy Image)

Find Toolbar

Use this to search for a text string within a document.

Zoom Toolbar

Provides the button for changing the zoom ratio.

Page Toolbar

Provides the buttons for turning pages.

Annotation Toolbar, Stamp, Diagram

Provides the buttons for adding various annotations to documents.

b3 ses

" Annotations" (P.69)

InfoView

Provides the tabs that display the information within documents.

b se

"InfoView" (P.18)

Property Toolbar

Use this to change the colors and sizes of annotations.

b3 ses

" Changing the Properties of an Annotation" (P.77)

17
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Status Bar
Displays messages and the page number.
View Mode buttons line up.

® Change Display Button

Switches the view mode.

b s

"View Modes" (P.22)

InfoView

The following describes [NotePad/Link List] and [Binder Index] in InfoView.
See Help for information on other components of InfoView.

= Clicking hides InfoView.
Clicking it again shows InfoView.

B -0 r

File Edit Document  Page Annotations Tool Window  Help

Page  Corterts
1 ABC

2 DEF

3 GHI

3 KL

4 Mo

5 Backto Top
5 HP of Fujiim

InfoView _

< >
NotePad

[ NotePad with the Text

Link

[NotePad/Link List] tab

Displays a list of notepads and link button annotations attached to a document.

MotePad/Link List
NotePad/Link List | Binder Index | Signatur « »
~
Types Page Contents
Type m—— P g
(| 1 ABC
|| 2 DEF
| 3 GHI
Page — KL
(| 5 MNO
oW 12 Back to Top
=
Contents | 12 HP of FUJIFILM
£ >
NotePad
[[] MatePad with the Text
Link
v

18



1 Before Using DocuWorks

Page Shows the page number on which the notepad or link button is pasted.
Type Double-clicking a notepad shows that page on the right-hand side.
o |
(NotePad)
— Double-clicking a link displays the link destination set for the link button.
(Link button)
Contents Displays the text content of notepads and links.

b

" Adding a Notepad with Text" (P.74)

Binder Index tab

Displays a list of documents within a binder, and allows you to edit each document.

Binder Index %

NotePad/Link List | Binder Index | Signatur ¢ +

E———— _| s Binder Menu

Document Name | Numbe... | Mumber of .
Document oumA ! 0
N 4 B 2 0
ame &c 2 0
D 2 0
) 2 0
L 3 0

£ >

[5ave in Unicode format

Trt=l Panas: 17
Binder Menu Clicking this displays a menu that allows you to export documents from the
binder, insert documents into the binder, or change the names of
documents.
See
"Binder" (P.46)
Document Name Double-clicking an item shows that document on the right-hand side.

19
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Using the Scrolling Mode and Flexi Mode

A - DocuW

File  Edit

WeEr

v Document Page Annotations Tool

Window Help
I B =y 3 8§ % [F‘E,jl Q| Fukuoka Machinery Co., Ltd.

voQ e -] a B H oI > Dl B
ITT == 7 @# POl oo oo @ [ &

all
Flexi Mode
Click this to switch to the Flexi Mode.

Scrolling Mode
This is the mode of when a document is

Scrolling Mode

You can scroll through the document by dragging your mouse, so that you can view the hidden parts
when the pages of the document do not fit in the window.

1 . Press the mouse button on a document.

The mouse cursor changes from ‘”' (open hand) to ¢/ (grabbing hand).

2 . Move the mouse cursor while holding down the mouse button, and then release it.

B For Help, pressF1

Flexi Mode

Following operations are available.

If you want to always enable Flexi Mode, click [File] on Viewer > [DocuWorks Settings].
In the displayed dialog box, click [Flexi Mode] > [OK].

B The Operation While Holding Down the Mouse Right Button
You can perform the same operations as the Scrolling Mode.
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B The Operation when Clicking an Annotation

You can move, edit, or delete annotations.

6_6 See

" Changing the Properties of an Annotation" (P.77)

I~ = 8

AR A BRI QFukuoks M
I TT==7/Mulldvo BBl H+

ery Co, Ltd, toox  ~| 1

@ mr B

For Help, press F1.

B The Operation While Holding Down the Mouse Left Button
You can copy the text data of documents except for annotations.
To understand the operation, here is an example of how to copy text to WordPat.

1 . Press the mouse button at the copy start position.
When the mouse hovers over text, the mouse cursor change to T

2 . While holding down the mouse button, move (drag) the mouse cursor to the copy end position, and
then release the button.

1B 8 58 9%

ITT==/Rulldvs oW HE H+

AGREEMENT

ke

fo the perind

16 there 38 any doubt in chis Agreement, FAIC and GCC shall consule sach ocher

3. Click [Edit] > [Copy].
The text is copied.

4. Open WordPad, and then click [Paste].

21
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The text is pasted.

B ¢ - Dot wourne R
A

2.6CC shall pay to FMC Profi
accordance

with the provisions mentioned below.

View Modes

Clicking one of the Change Display buttons changes the view mode of a document.

Sequential page 1/5

Change Display Button

Document
D B @ @& mFr B
This mode allows you to view a document page by page.
Page Sorter & Doc.

@ @ s m o F B

This mode allows you to view a document in thumbnail pages in the upper window and page by page
display in the lower window.

22
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This mode is useful when the document has many pages, or when you want to check the contents of
other pages while editing a page.

You can zoom in or out thumbnails

Binder - DocuV

EEET YT THE

1 BNulldve gofe@E He

he page you

‘ clicked in the In the lower
In the upper 2 upper window is g window, you
can edit

window, you can
replace, extract,
copy, or delete

pages.

annotations.

Sequential page /5 Modified.  Binder

b s

For details about "Page Sorter & Doc.", refer to" What You Can Do for Documents Viewed in Thumbnail
Pages" (P.60)

Page Sorter

TR @ 8B m o F OB

This mode displays all pages in thumbnail view.
This mode is useful when you want to check the document's page structure while editing the document.

You can zoom in or out thumbnails

Binder -

ew Document Page Annotations Tool

You can replace, extract,
copy, or delete pages.

Double-clicking a
thumbnail displays that
page in the Document
mode.

b s

For details about "Page Sorter", refer to " What You Can Do for Documents Viewed in Thumbnail Pages"
(P.60)

23
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Split Document View

DoEo@E B m FOF

Splits the document view horizontally into two panes.

This allows you to view and compare two different parts of the same document side-by-side while
browsing and editing the document.

It also allows you to split the view of a large document horizontally into two panes.

The split view is disabled when the document is viewed using [View as Continuous Page].

You can edit
annotations in both
the upper window
and lower window

Full Screen

@ o=2om o p S

This mode displays the document in full screen, so it is suitable for presentations.

Clicking the screen displays the next page.
Press <1T> to display the previous page and <!> for the next page.
Pressing the [Esc] key switches to the Document view.

Right-clicking the mouse and selecting [Control Panel] from the short cut menu opens the control panel
that allows you to turn or zoom in/out pages.

24
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Original Data

@ @ &2 m o Fp B

This mode displays an icon when the original data is attached, and allows you to copy or delete the
original data

File  Edit nt Page Annotations Tool "
1 =] ) MN 100w~ 1
ITTe=e= /B uildvo oWl B+

[

Original Data

&)

examele

=

Double-clicking the icon displays a dialog box that allows you to save the original data in another
location.

Text Search

The following describes how to perform an index search using Windows Search on Desk.

1 . Select the folder to be searched.

2 . Enter the text to be searched in the search box, and click & (search).

QL Fukuske Machines co,

Properties

@ v 4@ r 4@r 2 Propettes Vae
i
A B D e
-
e
]
pw
P1 P P1 ecoaes
«r ” «r n 4@r ”n

Useful Features (Ve 9) | Task Steps

[ P)
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The search is performed, and the search result is displayed.

.1 Q [Fukucks Machiney Co, ta

Propetes Vae

5 Working Folder

st Festures er ) Tk Seps

L—’—]j Note

- If you want to filter the search results further, click the following folder in the [Search History] folder.
- DocuWorks Document: Displays documents, binders, clear folders, and envelops
- Other Documents: Displays files created with applications other than DocuWorks
- Recently Modified Documents: Displays documents updated today, yesterday, and within 7 days
- File Size: Displays files by size
+ Search History: Stores past search results
[EI DocuWorks Document
E.;J Other Documents
[EI Recently Modified Documents
E.;J File Size
[EI Search History

Printing

1. Perform the following operations.
B On Desk
1. Select the document to be printed, and click & (print).

eties Ve
Genersl
Fie Niame A
Type DocuWorks Documen
Locaton CA\Users\yus\Docur
L Size 51KB
od Vodied V227201 359 PM
5 evera P P | |
Q searchResut 000000 M el " b accesse
V Attribute Fiter A Pages !
¥ Working Folds < ,B B q C’ o Summary
Title:
R T 2 ‘2 |
Author
Kepwords
Commerts
Cusom
Not setyet
(Add New Attribute)
PA1 P F | PocePropeties
: Pa "
. . Page Sze 4Pt
E Width 210mm
. o | Heat
< > Original Appiication Document
(Ver.9) | Task Steps.
— +
' B m = v a #

R Convertto PageLayout SortPages Process Pag Find and Ma Copy Annot
Word after. o tk ationtoBla
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B On Viewer

1. Click (print).

2 . Configure the print settings as necessary, and then click [OK].
The print data is sent to the multi-function machine or printer.

ITTe== /Bulllve BoWYa@ H &

Print

x

Prirter

Name: | DocuWorks Printer ~ | | Properties. .. |
Status:  Ready

Type: DocuWorks Printer Driver

Where:  DocuWorks Port

Comment: [ Print to file
Prirt range: Copies

@Al Number of copies: | 1 z|

Pages  from: |1 ta [ r [
(O Currert page jﬂ jﬁ jﬁ
st s =] =

I:’]j Note

1 Before Using DocuWorks

- To specify the pages to print, click [Pages], and then enter the page numbers using the keyboard.
+ To print only the page that is currently displayed on Desk or Viewer, click [Selection].

- Click [Detailed Settings] to configure the print settings specific to DocuWorks.

For example, for a document with notepads that run off the print area, change the settings. For details

about [Detailed Settings], refer to "Detailed Settings" (P.28)

- To change the setting of the multi-function machine or printer, click [Properties].
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Detailed Settings

Detailed Settings x

Settings to give priority to the printing paper size
[ Fit to paper size
Pricrity is given to the printing paper size regardless of the document size.
Settings to give priority to the document size
[]Fit to [original size]

I this is selected when the original size attributes have been savedin a
document reduced to A3 size. the original size is printed as the document size

[ Print in the usar-defined paper size
The documert will be sent to the printer for prirting with no change in size
[ Select the paperforcibly to fit the document size

By DocuWorks, select the paper forcibly without using the automatic
paper selection of the printer.

Cther seftings
] Fit to the prirt area f the document size may be larger than the paper size

Include also overflowed annotation

|| Replace transparent areas with slash tor printing

[[] Do net print MotePad(F)

Notepads are printed for documents in which editing of annotations is
prohibited.

Cancel Help

*1: The print range of
when the check box is
deselected.

The notepads
that hang off

‘:Ilj Note

Select the checkbox to include the notepads that run

. off the document edges*1 "1

The print range of
when the check

The image is
reduced so that
the notepads

For information on other items, refer to the description that is displayed by clicking [Help].
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2 Creating and Using Documents

Creating and Using
Documents

This chapter describes how to create DocuWorks documents and how to use the content of DocuWorks

document on other applications.

Creating a DocuWorks Document from an Application
You Open

This section describes how to send a print instruction to DocuWorks Printer for creating a document
from an application.

DocuWorks Printer is a virtual printer that is configured when DocuWorks is installed.

This method does not require Desk to be started unlike " Creating a Document by Drag and Drop" (P.31)
and allows you to save documents in a place other than Desk.

This method is suitable when you want to create a document while editing a file on an application.

1. From the application you use, click [File] > [Print].

2 . Select [DocuWorks Printer], and click [OK] to create a document using the factory default setting.

Pri

OFit
@ Shrink oversized pages

nt

Page Sizing & Handling ()

Size Poster Muttiple Booklet

O Actual size

flo =

O Custom Scale:

[ Choose paper source by PDF page size

Orientation:
® Auto

O Portrait OlLandscape

~ || Summarize Comments

[ Save ink/toner
Scale: 96%

8.27x 11.69 Inches

Photo fun! fun! fun!G0!
FUNIGOIE AR,

Page 1of 7

If you want to output the document in the location other than Desk or specify other settings such as
document size or orientation, click [Properties] to open [DocuWorks Printer Properties].
For details about [Detailed Settings], refer to "DocuWorks Printer Properties" (P.30)
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A document is created.

ent Page Tool Help

1 Q [sea

o LEE QB2 e

X

=

2.

DoculWorks Desk
& Task Space
~ B3 User Folder
Sample Do
Link Folder
{7 Recycle Bin
it Neighborhood
o der
Q Search Result
[ Working Folder
Y Attribute Filter E

1&)

P.

172 1&'

1

Web(Photo)

Useful Features (Ver. 9) [ Task Steps

E F

3

n 193

51 P

Properties

Properties
General
Fie Name

Not setyet.
(Add New Atrbuste)

Page Propettes
Page

Page Sze
Widh

Height

Orginal
Resoluton

<

Value

WebiPhoto)xdw
Dot

2/26/2021 10:47PM|
2/26/2021 10:47PM|
2/26/2021 10:47PM|

7
A4 Potrat

210mm

297mm

Application Documen
600

(IS P

82 R

B

Comversiont  OCR  Convertto Page Layout Sort Pages Process Pag Find and Ma Copy Annot
o PDF(Doc. Word after. e e ation toBla

0g)

= 7 a f

DocuWorks Printer Properties

When you want to output the document in the location other than Desk, specify the following settings.

= DocuWorks Printer Properties X
Faper/Output  Quality  Advanced
Document size : Ad (210 x 257 mm) ~
Output paper size Same as the document size ~
Orentaton :
Landscape
Creation method
(®) Create in DocuWorks Desk Detailed. ..
(D) Create in the specified folder Browse...
|C:'-.Users'-.l'v1ain User\Documents
() Specify the name of the document and the folder at creation
Margins... About
Cancel Help

Item

Description

Create in the specified folder

Select this when you want to always output documents in the
same folder.

Click [Browse] and specify a folder.

The document name will be the same as the original file name.

Specify the name of the
document and the folder at

Select this when you want to specify destination folder each
time you create a document.

creation The document name must be specified each time when a
document is created.
OK Click this when you have set the settings.

The screen will return to the [Print] screen. Click [Print].

E/Ij Note

For information on other items, refer to the description that is displayed by clicking [Help].
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2 Creating and Using Documents

Creating a Document by Drag and Drop

1. Drag and drop a file into the Workspace area of Desk.

&« 1. 1 Q |BxludedPaths

B Desktop

¥ Downloads IIEI - £ Task Space

Properties
Docuorks Desk e |

Propertes
~ [ User Folder
Sample Doc - DocuWorks 21

Genersl
5 Documents Fie Name
Type
Location
Size
Modfied

& Pictures

bws FujiXerox Decument

Sample Doc N i
w & ogceFolder

Q_ Search flsul
serFolder Y AttibutcFiter ay
@ Onedive %S Working Folder

Created
Accessed

3 This PC

B Desktop

5] Documents
& Downloads.
b Music

&) Pictures

[ videos

“u Local Disk (C)

Zitems

F=— == —— =

Useful Features (Ver,9) | Task Steps.

- You can create documents from files created with other applications, such as Word, Excel, and PDF.
- If you drag and drop multiple files, you can create multiple documents at one time.

2. Click [Yes].

Import File

Do you want to import the fils?

The following filefs) wil be converted to a DocuWarks documert.
C:\Users\DWs\Documerts pof

[ import the file without converting to DocuWorks document

Yes No

‘:Ili\ Note

If you drag and drop an image file in Step 1, a different dialog box appears.

For details about this dialog, refer to "Creating a Document from Scanned Data" (P.36) that is displayed
when a file is retrieved.
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3. Click either [Create page and attach original data] or [Create page but do not attach original data],
and then click [Execute].

Convert application file X

Process for converting application file

)

() Create page and attach original data

Il

(®) Create page but do not attach original data

() Attach original data without creating page

= W

Cancel Help

Note

Select [Attach original data without creating page] to attach the file selected in Step 1 to the document to

be created.
The attached file can be edited or used for creating a new document.

i

A document is created.

File  Edit Page Tool Help

1 Q| bxcluded Paths
Propertes
Propertes Vae
General
Fie Name
Trpe
Location
Sze
Modied
Created
Aocessed
TS Working Folder
Document
I I
< > |« >
UsefulFestures (Ve 9) | Task Steps
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2 Creating and Using Documents

Creating a Document from a Paper Document

The following describes how to scan a paper document on a our multi-function machine, save the
scanned data in a Device Folder, and then create a document from that scanned data on Desk.

bj Note

- For more information about supported models, please contact our sales representative.

- "Folder" is the area in our multi-function devices where scanned data are stored.
On DocuWorks, it is displayed as Device Folder.

The Flow of Operation

Scan a paper document, and save the scanned data 66 See

in a folder Multi-function machine manual
E/Ij Note
. Once configured, it is not necessary to configure
Set up a folder to be displayed on Desk further settings each time you create a new

document.

v

Create a document from the scanned data 6‘6 See
"Creating a Document from Scanned Data" (P.36)
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Setting Up a Device Folder

1 . On Desk, click [Device Folder], and then double-click [Add Device Folder].

' SEEER e s
= Properties
DocuWorks Desk
& Task Space 5 Proeties Value
~ [ User Folder General
Sample Doc - Doculorks 9.1 Fie Name
ample Do - DocuiWorks | Add Device Folder &
e
Link Folder Location
ecycle Bin s
Modfied
Created
= o Aocessed
V Atribute Fitter
P Working Folder
I I
< >
Useful Features (Ver.9) | Task Steps
1
EIEI
2 . Click [Next].
Device Folder Configuration Wizard X

Device Folder Configuration

By configuring the Device Folder, the network scanner and the scanner-enabled multifunction
device can be used as a scanner.

By configuring the network scanner-enabled FUJIFILM muttifunction
device, it can be used by linking to the tree view of DocuWorks Desk

-
u

< Back I I Cancel Help
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2 Creating and Using Documents

3. If the multi-function machine you used for scanning the paper document is displayed in [Searched

Scanner], click the machine, and then click [Next].

Otherwise, enter the machine's IP address in [Specify the IP address or FQDN directly], and then click

[Next].

|/—’_|_\\ Note

When the IP address of the machine is not known, contact the Administrator of the machine.

Device Folder Configuration Wizard

Searched Scanner:

hostname example net

Scanner Specification
Enter the |P address or FQDN. Or select from [Searched Scanner]. ff it is not found in the list.
referto Help

Specify the IP address or FQDN directly: Example:

Name Device Name IF Address / FQDN Location

< Back II Cancel

Repeat Search Search Settings.

4.5 [Registered Device Folders] shows a box in which you have saved your scan data, click the box

number.

If not, enter your box number in [Device Folder Number].
Specify other items as necessary, and click [Next].

Mailbox Configuration Wizard

Mailbox Specification

IP Address / FQDM
FUJIFILM Device Mame:

Select from [Registered Mailboxes], and enter the PIN. IF it is not found in the list, refer to Help.

X

| Mailba Nurber, 5

Password: sened|

Mame in Desk Tree; |

dropped ta a user falder or a link folder

R Eﬁwslered M ailboxes:

q Document Format When Retieving:
Multi-page TIFF [1 document 1 file]
»> ;
O Documents in the mailbox are deleted when documents are dragged and

~

Bow nurmber Bow name

< Back Cancel

5. Click [Completed].

The contents of the Device Folder can now be displayed on Desk

‘ﬁi\ Note

To create documents consecutively, refer to "Creating a Document from Scanned Data" (P.36)
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Creating a Document from Scanned Data

1 . On Desk, double-click [Device Folder], and then click the Device Folder in which the scanned data is
saved.
The scanned data saved in the Device Folder appears.

2 . Drag and drop the scanned data to a location, such as [User Folder], for saving it as a document.
3. Click [Yes].

4. Set the items as necessary, and then click [OK].

Import Image File(s) X
Flename: |C:\Users\blain UsertDeskdop 20210204 oK | I
Papersize: | Automatic i Cancel
* DocuWorks document including pages with the long edge
exceeding 500mm cannot be opened with Doculorks 6. or earier Help
Zoom to: 100 % (8:2000%)
Reduce to fit the paper size H
Horizortal Position: () Left @Center O Right Set th esize Of th €
Vetical Peston: ~ OTop @ Center O Botto document and the
s position on paper where
A5 Landscape
the document should be
placed.

Image Quality and Compression rate for color image

_ Set the image
() Priority on compression rate (1) R
® Momal (2) quallty and
() Priority on image quality (3) H
Oto Lo compression rate.
[ Apply “Holoss" f comprassion rate for "N loss™ has higher rats

Impart the following file using same setting

A document is created.

5 . Click the folder in which you have dropped the scan data.
The created document is displayed.

‘ﬁi\ Note

- If the orientation of the document is not correct, you can correct it as follows.
1.Select the document of which orientation is not correct.
2.Click [Rotate the document].

- The following problems can be corrected as follows.

- The scanned image is skewed:
This can be fixed by using [Process Pages Plug-in] on Desk. This can be fixed also on Viewer.

+ You scanned in black and white and there are small black dots on the scanned image:
This can be fixed by using [Process Pages Plug-in] on Desk. This can be fixed also on Viewer.

- You scanned a bound paper document and there is a black edge on the scanned image:
This edge can be erased by using [Edge Erase plug-in] on Desk.

- You want to convert the text of a paper document into data:
The text can be converted into data by using [OCR plug-in] on Desk.

- For plug-ins, refer to "Plug-ins" of Docuworks Help.
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2 Creating and Using Documents

Creating a PDF from a Document

1.Click the document you want to create a PDF from, and click the [Conversion to PDF
(DocuWorksPDF)] icon.

&) G-’:& v &« 2.1 QU [Excluded paths v
& Task Space 48> 222 4 &b 72 < &» 72 Value
v 3 User Folder
iple Doc - DocuWorks 8.1 Baxdw
er DocuWorks Document(V/|
CA\Users\yuan\Documer
W 140KB
m o 2/7/2021 4:35PM
2/7/2021 1:52PM
PA 21 P1 72021 1:52PM
2
piclg LTS T @r ¢ n
! E F G
Z | Notsetyet
" | (Add New Attribute)
P.1 P1 PA1 Page Propeties
: 2
s At Porst
E F 6 Contract | y, H1mm
257mm
Application Documer nt

600dpi
Monochrome prtere... OFF
05 Used for Creation N Seres

2 . Configure the items as necessary, and then click [OK].

‘:Ili\ Note

If you select the [Do not show setup dialog box when converting] check box, this dialog box will no longer
be displayed at creation of PDF.

Conversion to PDF Settings X
Printer
Name: DocuWarks PDF
Status Ready

Type: DocuWorks PDF Driver
Where:  DocuWorks PDF DriverPort
Comment:

Paper Orientation
Size: AL ~ (@) Portrait

b,
Source Trayl ~ () Landscape

Detailed Settings..

Do not show setup dialog box when converting Cancel
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A PDF is created.

2.1 Q |xcluded paths N4
Properti
B G D = .-
General
File Ne Bpdf
Tipe PDF Fie
P P | Ckeryan Documer|
See
B c o Modfied 2/7/2021 438 PM
B oe@r 7 Created 27772021 438 P
Accessex d 2/7/2021 438 PM
7 Attribute Fiter Poges 2
15 Working Flder B
Subject
Author
Kepwors:
I P P1 ! ustom
2 P 1 Not set yet.
(Add New Attribute)
F d COntt | page Properies
4Qr 12 Page 7
Page Sie A4 Porat
Width 210mm
B e 257
s P
3
Useful Features (Ver. 9) | Task Steps.
o - +
3 B B°R B m = ¥ a @

Pasting the Contents of a Document onto Another
Application

1. On Desk or Viewer, double-click and open the document from which you want to copy the contents.
2. & Click (Copy Image).

3 . Configure the items as necessary, and then click [OK].

Capture Image

Resolution

Specification Method
(O Rectangle
(®) Polygon

Color/Monochrome

(®) Color
(C) Monochrome

Convert to monochrome with priority in image quality

Show this dialog for the next capture image

ltem Description

Resolution The density of the image represented in a unit called dpi (Dots Per Inch).

Specification
Method

‘:Ili\ Note

For information on other items, refer to the description that is displayed by clicking [Help].

Select the range specification method.
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4. Specify the area using the method you have selected for [Specification Method].

B When [Rectangle] is Selected

Select the area by diagonally dragging your mouse.

]:,Ij Note

When performing this operation, the mouse cursor changes to +[D .

Sun

File Edit W w
o e %08 @ B RI1Q 1[0 |
ITTe=/2RBullvo ooWedl 4

82 M F S ForHelp, pressFl.

The selected area is copied to the clipboard.

E/,j Note

The clipboard is the area where copied data is temporarily saved.

B When [Polygon] is Selected

Select the area by clicking each corner of a polygon and double-clicking on its endpoint.

B sun

File  Edit W o S v w

M5 «~0 8 &x ] B2 Q 1[100% ~ 1
ITTe=s7Bulldivo ooWa@ He

B @ 88 m F & ForHelp, pressFl.

The selected area is copied to the clipboard.

2 Creating and Using Documents
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5 . In case of WordPad, for example, place your mouse on the area you want to paste the copy and click

[Paste].
BEED % | Document - WordPad - O
Home View
[ calibri ~l36 - A" A &=l éFFi"d
25¢ Replace
“ac
Past 2 - - Insert .,
== B U abe X x* A~ & T setect an
Clipboard Font Paragraph Editing
'g"'l""]"'l 2 | -3--|---4---|---5---|-$
100% (=) ] @

‘:,]j Note

In addition to WordPad, the copied contents can be pasted to an application such as Word, Excel,
PowerPoint.

A selected part of the document is pasted.

E 1 i % ¢ = | Document - WordPad - ] x
Home  View ~ @
D % calibri -z | AN = )| #4Find
b Replace
Paste L U e A- 8- nert i} selectall
Clipboard Font Paragraph Editing
§‘1 AR RN SRS RN
~
Title
v
< >
100% (=) ] ®
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2 Creating and Using Documents

Working with Files in a Single Space

The following describes how to use your Task Space to gather files stored in different locations into a
single easy-to-access place to work with them.

Displaying your Task Space

1. # ciick (Open Task Space).

J Useful Features (Wer. 9) | Task Steps

- 1Le

Create Docu
Warks Bind...

Gathering Files into Your Task Space

1. Drag and drop the target files from the Desk's workspace area or Windows Explorer to your Task
Space.

E/]j Note

- Alternative ways to gather (copy) files into your Task Space are:

- Right-click the desired file in Windows Explorer, and select [Copy to Task Space (DocuWorks)]
- Right-click the desired file in Desk, and select [Copy to Task Space]

- In Viewer, select [File] > [Save and Copy to Task Space]

1 Q [search sample Doc - Doc

iy W EE Q- «

Link Fold
 Re

Bin

Web (Photo)

Useful Features (Ver. 9) | Task Steps
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Opening the Original Location

The following describes how to open the original location of the file you copied into Task Space.

You can replace the file you edited in your Task Space with its original file placed in the original location,
or replace the original file with the edited file placed in your Task Space.

~ Q
Q Important

If you have changed the name of the file, it is not possible to open the location where the original file is
stored.

1. % Click (Original Location).
The folder in which the original file is stored opens.

(¥ O EE Q- & 7.

DocuWorks Desk ~  Properties

& ToskSpace

v [&] User Folder
Sample Doc - Doculorks &1

Link Folder

{5 Recycle Bin

Propeties Value

Web(Photo) Contract Doecument (Busin. Yacht Design Drawing

Cleaning up Task Space

The following describes how to create subfolders in Task Space, and then move files directly under Task
Space into the subfolders to organize files in your Task Space.

1. & Click (Clean Up Task Space).
The [Clean Up Task Space] dialog box appears.

Clean Up Task Space *

Files in task space will be cleaned up to ancther location.

Enter the name for that location.

2021022623075

Cancel

42



2 Creating and Using Documents

2 . Enter a name for the destination for clean up, and click [OK].
A folder is created directly under Task Space in the folder area, and the files are all moved to the folder.

Properties

- Propertics Vaive
20210226-230755 General
e— File Name

Sample Doc - DocuWorks 9.1
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Organizing Documents

This chapter describes the method of organizing multiple DocuWorks documents; such as how to stack
documents in one file, or how to store documents in a "Binder".

Stacking Multiple Documents into One File

To understand the operation, here is an example of how to stack the document B and the document C
in the same folder on Desk in the order of the document B and the document C.

1. On Desk, drag and drop the document B onto the document C.
Drag and drop the document that comes to the front onto the document that comes to the behind.
In this example, the document B is to be the front-most, therefore it is dragged and dropped onto the
document C.

ument Page Tool Help

| Q [Bauiedrats v
e D EE QB B &y & 2.
DocuWorks Desk = Biopsi
oculWorks Des @» @A@Y 12 2 -
& TaskSpace —&—” 2 & «®> Propeties Vale ~
© B UserFolder ==
Somple Doc - DoculWorks 9.1 Fie Name Extn
Linkoldr e oot
@) RecycleBin See 2@
N Modfied 1/22/2021 4:03
& o P1 Crested 25/2021 1025
Q. Search Resuit : Aocessed 27572021 1025
V Attribute Filter o T s ZEE“ 2
75 Working Folder «Q» 2 4@r RTOY S e
i 2 ) e,
E F G =

= ¥y a B

rtPages Process Pag Find and Ma Copy Annot
™ tk  ationtoBl

The document B and the document C is combined into one document, and the number of pages on the
top right is updated.
The name of the document will be the name of the document that was dragged and dropped last.

4 %P 1/4

B

P1
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3 Organizing Documents

2 . To change the document name, click the document name and enter a new name using the keyboard.

‘:Ili\ Note

. T%unstuck a multiple-page document and make each of its page as a separate document, double-click
=
I

l&, For details about, refer to"Thumbnails" (P.12)

- You can display a document in the Page Sorter mode, and copy a page of another document to that
document.

For information on the copy method, refer to" Copying Pages from Another Document” (P.66)
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Organizing Documents Using a Binder

Binder

This section explains the difference of operations between "
(P.44) and storing multiple documents in a binder.

Stacking Multiple Documents into One File"

When stacking multiple When putting multiple documents into a

5 1/2 s 1/2 s 1/2 2 s 1/2 C 5 s 1/2
a2 &V &2 K2 42 &2 &2 K
Docume Docume Docume Docume Docume Docume Fcume Docume

| inder
the the the the -
original original | |original original & 12 & 12 # 1/2 & 1/2
documen| |documen| |documen| |documen = - = =
Docume Docume Docume Docume
the the the the
original original original original
documen| |documen| |documen| |documen The documents are put in the binder as
independent documents, so that the names of the

The documents become one document, so that original documents will be kept.

the names of the original documents will be lost.

b3

" Stacking Multiple Documents into One File"

E/Ij Note

- The binder allows you to view the structure of documents in the [Binder Index] tab of InfoView. For details
about InfoView, refer to "InfoView" (P.18)

- In addition to binder, "clear folder" and "envelope" are provided for the mean of storing binders and
documents. For information on the clear folder and binder, refer to"Thumbnails" (P.12)

- The following operations are available for documents in a binder.
- Rearranging the order of documents within the binder"Arranging Documents Within a Binder" (P.50)
- Taking out documents from the binder "Taking Out Documents from a Binder" (P.51)
- Deleting documents from the binder "Deleting a Document from a Binder" (P.53)

b5

"Storing Documents in a Binder You Create"
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3 Organizing Documents

Storing Documents in a Binder You Create

To understand the operation, here is an example of how to create a binder "Practice" and store
documents in it.

1.on Desk, open the folder where the document D and the document E are stored.

h User Folder 4

&~ =

d‘b 172 dlb 12 dlb 12 u

P1 P1 P
ing A B (4 :
V Attribute Filter

D
I

<l> " i‘b " i‘b 3

P1 PA1 P

2 . Click [File] > [New] > [DocuWorks Binder Document].
3. Click [OK]

Mew Binder X

Binder size:

Cancel

Maximum page size

Binder color:

Help
I Defautt w

]:,Ij Note

You can change the color of the binder by clicking ¥ located in [Binder color] and selecting a color.

4. Click the binder name, and enter the binder name "Practice" using the keyboard.

Practice
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A binder is created.

& .
4&» 172 4£> 172 4&» 12 -

A B C D

P.1 29 P.1

I4
B3 User Folder

A B C ) Practice

| 2 @ s @ n
E F G

P P P

2 R B @m = ¥ a

Convertto Page Layout Sort Pages Process Pag Find and Ma Copy Annot
Word after - rk ationtoBla

Conversiont  OCR
o PDF(Doc.

5 . Drag and drop the document D into the binder you created.

4E > 172 4@k 1/2

e D Practice

L—’—]j Note

The document dragged and dropped first comes top in the binder.
In this example, the document D is to be top in the binder, and therefore drag and drop it first.

The document D is stored in the binder.

il P 1/2

Binder i

P.1

Practice
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3 Organizing Documents

Double-clicking the binder ring portion at the left-hand side of the binder displays a dialog box that allows
you to view the documents within the binder.

¥ Binder Index - Practicexbd X
File Edit
Document Name ‘ Number of .. | Number of origin... M‘
i D 2 0
Cl
e 2 0 o=
Move Up
Move Down
Help
[ Save in Unicode format

6. Drag and drop the document E into the binder.

43 »

P. 1 i

1z 44> 12 142

E Practice

The document E is stored in the binder and the number of pages at the top right is updated accordingly.

1 Q [search User Folder

Useful Features (Ver. 9) | Task Steps

v
| B Q8- > 1
DocuWorks Desk — -
«Q@r @Q»
£ Tokace ' v ' - i L
v B2 User Folder
SompeDoc -1 B
Link Folder
) RecycleBin
i Neighborhood
B omerotm P P P.1
Q_ Search Resutt = 2|
Working Folder A B c Practic:
V Attribute Fiter i
1&» 3 4&» 3
P P
F ) 3

Create Docu
W
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Arranging Documents Within a Binder

To understand the operation, here is an example of how to rearrange the order of the document D and
the document E in the binder that was created as explained in "Storing Documents in a Binder You
Create" (P.47)

1. On Desk, double-click the binder ring portion of the binder.

File Edit ument  Page Tool Help
1 Q [search User Folder %
1 (3 B Q 8- & 2.
T — Properties
ocuWorks Des < o
& Task Space e e ' Properties Vaue
v Bz User Folder General
Sample Doc - Doculorks .1 File Name
Link Folder Tope
= Location
9 Recycle Bin Size
L 00 Modfied
[5 Device Folder PA P1 P1 Created
Q_ Search Result =] Aecessed
Working Folder B c Practice
V Attribute Fiter ! I
l&b 13 1&» 3

=1 P.1

2. Drag and drop the document to move (D) onto the position where you want to place it (after E).

¥ Binder Index - Practice.xbd

¥ Binder Index - Practicexbd %

File Edit File Edit

Save and Close
Document Mame | Number of .. ‘

Close

@l 2
@ E v 2 Move Down
Hel

[Jsavein Unicode format

L—’—]j Note

The blue bar displayed when you drag and drop a document indicates the destination of the document.

3 . Click [Save and Close].

2/ Binder Index - Practice.xbd x
File Edit

Document Name | Mumber of... | Mumber of origin... I |SEWE and Closel I

) E 2 ]

@ 5 N Close

Mave Up
Move Down
Help
[ Save in Unicode format
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The order of the document D and the document E is rearranged.

v £ User Folder

mene | B C M E

) Recyele Bin

21 P

Useful Features (Ver. 9) [ Task Steps

it B Q B < .
e W g g

General

Acce

U P

Create Docu
Works Bind.

Taking Out Documents from a Binder

3 Organizing Documents

To understand the operation, here is an example of how to take out the document E from the binder that

was created as explained in "Storing Documents in a Binder You Create" (P.47)

1 . On Desk, double-click the binder ring portion of the binder.

1 Q [s= N4
sy, B Q @& < -
g o

53 User Folder

Sample Doc - DoculWorks 9.1 D
Link Folder

) Recyde in
i Neighborhood
[ Device Folder P1 P PA1
Q Search Result

Working Folder B

'/ Attribute Filter
l&b 3 4&) 73

B P.1

Properties

Propeties Value

General
File Name
Type
Location
Size
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2 . From the dialog box, drag and drop the document to export (E) into the Workspace area of Desk.

2 Binder Index - Practicexbd
File Edit

*

Documert Name | Numiber f... | uberof argin

oW 2 0
ETRY 2 0

\
\

\
\J

[]5ave in Uricode format

Page Tool

N o 8-

cunent

|Save and Close,

Close:
Move Up
Move Down

Help

1 Q Excluded Paths v

Properties

DocuWorks Desk
£ Task Space
v [E3 UserFolder
Sample Doc
Link Folder
(17 Recycle Bin
i Neighborhood
5 Device Folder
Q, Search Result
Y Attribute Filter
PS5 Working Folder

\

- DocuWorks 9.1

Useful Features (Ver. 9) | Task Steps

Properies
General
File: Name
Type
Location
Size
Modied
Created
Accessed
Pages

Custom

Not set yet

(Add New Atibute)
Page Properties
Page

Fage Size

Wit

<

Value

Exdw
DocuWor
Ci\lsers’
81KB
272021
272021
Pl il
2

~

2%

OCR

r

Create Docu Convertto |
Works Bind..  mage

Conversion t
o PDF(Doc..

‘:Ili\ Note

If you drop the document onto Explorer, the document will be copied to Explorer.

B m

Con

wertto Page Layout Sort Pages Pro
Word after...

7y «

ag Find and Ma Copy Annot
 ationto Bla..

The document E is taken out of the binder.

1 QU [EchdedPats
= Properties
Docuorks Desk. @r n o a@r r <P
& TaskSpace | Fovenes Valve
|
~ 3 User Folder % General
Sample Doc - Doculorks 9.1 % Fie Name, Eaxdw
U | e Docuotks Doo|
ink Folder /
% Location Clsers\yuaniC|
) Recyce Bin | s
A Neighborhood % Modfied 1/22/2021 403 |
5 Device Folder P PA | o= 21 1ep
Q_ Search Result 7| hccessed 2/8/2021 18P
V Attribute Fitter B ¢ Pages 2
Summary
75 Working Folder @» 2 ey 7z 4@» Tt
= Subect
Adhor
I 1| Kepwrts
Commerts
Custom
Not set
(dd New Atrbute)
P P Page Popertes
Page 1”2
: c a Page Sze Ad Portrat
Widh 210m
Height 297m
Orginal Aopication Dacy
Resolution 600k
Monochrome piter.. OFF
05 Usedfor Creaion  NT Series
< > |« >
Useful Features (Ver. 9) | Tosk Steps
N - a @
Create Docu Converttol <5 Pag Find and Ma Copy Annot -
Bind.. maqe . ationto Ba
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3 . In the dialog box, click [Save and Close].

2 Binder Index - Practicexhd e
File Edit
Document Name | Number of .. | Number of origin... I |Sa\re and Oosel I
@ D 2 0 Close
Move Up
Move Down
Help
[ save in Unicode format

Deleting a Document from a Binder

3 Organizing Documents

To understand the operation, here is an example of how to delete the document D from the binder that

was created as explained in "Storing Documents in a Binder You Create" (P.47)

1. On Desk, double-click the binder ring portion of the binder.

File  Edit ument Page Tool Help

~ B3 User Folder
Sample Doc - Doculorks &1
Link Folder

) Recycle Bin

i 0d

older P1
Q Search Result

Working Folder B

¥ Attribute Fitter

£ Device

1 Q [Search User Folder Y

(3 B Q 8- & o 2.
Docuborks Desk " < b
e R

D

P1

ractice

173

Properties
~

Properties Value
General

Fle Name

Type

Location

Size

Modfied

Created

fecessed

2 . Click the document to be deleted (D), and press the [Delete] key.

2 Binder Index - Practicexhd e
File Edit

Document Name | Number of .. | Number of origin... |Sa\re and 0053|

@ D 2 0 Close

- r
Move Up
Move Down
Help

[ save in Unicode format
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3 . Click [Save and Close].

2 Binder Index - Practicexhd e

File Edit
Document Name | Number of ... | Number of origin... I |Sa\re and Oosel I

@ E 2 0 Close

Move Up

Move Down

Help

[ save in Unicode format

The document D is deleted.

1 Q[ search User Folder v

a8

Properties

> 12
Fropeties Value

g @ e s

v Ei. User Folder R—
Sample Doc - DoculWorks 91 B ‘ E e Nome

e

bereen o

i Neighbothood

[ Device Folder P1 P1

Q search Result ~

Working Folder

V Attibute Fiker i "

51 PA
P ® .
< > |« >
Useful Features (Ver. 9) | Task Steps.
(I P

Create Docu
Works Bind.
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3 Organizing Documents

Storing Documents in a Folder You Create

To understand the operation, here is an example of how to create a new folder in a folder storing
documents.

1 . On Desk, click a folder in which documents are stored.

G =S5y

SR @y @R S e Ve
General

A B C D =
Type

:

P1 P1 P1 t

A B c )

g

<I[E 0 M3

;,

4&) 12 4&)

E F

173 1&' n

€

P1 29 P.1

E

F G

Useful Features (Ver. 9) [ Task Steps

| B

2. Click [File] > [New] > [Folder].

3 . Enter the folder name using the keyboard, and press the <Enter> key.

‘/L—li\ Note

To change the folder color, select the folder and click [File] > [Property].
In the displayed dialog, select a color from [Color], and then click [OK].

- To change the name of the folder, right-click the folder and select [Rename].

A folder is created.

| Q [Botdedrans v

X2 B EEQ e R

Propertes
DocuWorks Desk

Propertes Valve

5 Working Folder I I

Useful Features (Ver. 9) | Task Steps

55



Start Guide

4. On Desk, click a folder that stores documents.

1| Q [Ecded Paihs v

(hay} B EE QB « .

DoculWorks Desk «r n 4gr n 4@r w2

E=1 . @B C D

ycle Bin

Value

P1 P1 P1
o W@rs e 4@FE B agec o
¥5 Working Folds ! E F G "
PA R P
E F G

Useful Features (Ver, 9 | Task Steps

' Is

A .

C
7&}» [ART TS vz 4@» 72 ~

Vel
Modfied
P1 P1 P1 Ced
Accessed
s ¢ >
15 Working Folder = v @r »oaar " 1
P.1 PA P.1
£ P .
B° R B ®m = ¥ &
omersiont  OCR

rtto PageLayout SortPages Proc

55 Pag Find and Ma Copy Annot
s k. ation toBla.

‘ﬁ_\\ Note

If the Workspace area is set to display folders, you can drag and drop the file into the folder displayed in the
Workspace area.

For information on how to display folders in the workspace area, refer to "Displaying Folders in the
Workspace Area" (P.14)

| Q [pdudedpos v

e N EEQ - R

Doculorks Desk
} “ G A
L B

&
Sample  Sample Doc - Docudfor

P
A - .
Z :/t:r’\::t; ::r:; | ' vz 4@k n 4@r n 4@F 3 1
29 P1 P1 24
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6. Click the created folder.
Confirm that the document A is stored.

ment  Page Tool  Help

1| Q [Excluded Paths \%
' BQa 8- €« o

DocuWorks Desk

[ User Folder General
Fie Name

 Attribute Fite I

TS Working Folder

Useful Features (Ver. 9) | Task Steps

I3 o

Linking to a Folder Outside of Desk

3 Organizing Documents

To understand the operation, here is an example of how to link Desk to a folder newly created on

Windows.

Documents in the linked folder can be handled in the same way as other documents on Desk in the

following operations.
e Stack " Stacking Multiple Documents into One File" (P.44)

e Unstack "Thumbnails" (P.12)
® Binder operation "Binder" (P.46)

® Plug-in execution " Creating a PDF from a Document" (P.37)

1 . Right-click on your desktop, and select [New] > [Folder].
A folder is created.

2 . Drag and drop the document A, for example, into the created folder.

31 Q [mcueapons v

Properties

1”7 4@r 72 4@r ” o~
2 s Fopates

General
B it
Sample Doc - DoculWorks 9.1 e

Link Folder
e Bin

P P P

V Attribute Fiter
¥ Working Folder

= 7 o a |

Page Layout SortPages Process Pag Find and Ma Copy A
e i

R Convertto nnot
Word after.. k  ationto Bla..

The document A is copied in the created folder.
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3 . Drag and drop the created folder into [Link Folder] in the folder area of Desk.

Dy
File Edit

2 1 QU [Excluded Paths v

Properties
DocuWorks Desk 1”2 4@» 72 4@Pr won
£ Tosk Space & a !
v [ User Folder Generl
e Fie Name
Sample Doc - Docuorks . B C D >

Link Folder Size
Modfied

g;‘brﬁ‘: ) P1 P1 PA s

Q, Search Result
V Attribute Fiter
7S Working Folder

Propertes

Useful Features (Ver. 9) | Task Steps.
B B B°R B ® = ¥ @

Convertto Page Layout Sort Pages Process Pag Find and Ma Copy Annot

Create Docu Convertto| Conversiont  OCR

mage o PDF(Doc. Word after. ation to Bla,

4. Click [OK]

Folder Property

Folder:  Link Folder\Foldsr -I

Path name:
Cancel
Types Link root folder
Help
Read-only Share folder status
Color: Orange hd

Folder tree display options
Background: [T Windows colors ~

Select: I Windows colors  ~

Workspace Colors
[] Same colors a5 the DocuWarks Desk settings

Default E
BN Default
Zoom ratio of thumbnails
[/] 5ame zoom ratio as the DocuWorks Desk settings
17

Location

|C:'-.Users'-yuan'-.Deskmp'-New folder Browse...

In this dialog box, you can set settings such as the color of folder tree or workspace.
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3 Organizing Documents

The folder that was created in Step 1 and the folder under [Link Folder] are now linked.
The document A that was stored in Step 2 is now displayed in the workspace.

2 1 Q [Excluded Paths v

= Propettes

Propettes Value

ser Folder General
Sample Fie Name
Type

Q Search Resut

Useful Features (Ver.9) | Task Steps

For documents in a linked folder, you can perform Stack, Unstack, binding documents in a binder, or plug-
ins operations.
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Editing Documents Viewed in
Thumbnail Pages

This chapter describes how to edit a DocuWorks document viewed in thumbnail pages.

What You Can Do for Documents Viewed in Thumbnail
Pages

You can edit documents viewed in thumbnail pages in various ways.
To understand the operation, here is an example of how to view the document F in thumbnail pages.

1 . Open the document F.

2 . Select either one of the two buttons that switch the view mode to list view.

B @ &5 m P

Page Sorter &  Page Sorter
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4 Editing Documents Viewed in Thumbnail Pages

Page Sorter & Doc.

This mode is suitable when you want to view the contents of other pages while editing a page.

_ITT ==/ WMulldvwe oY E H P
1
P
Upper 2 Lower window:
window: F Displays the page
| selected in the
P.2
3
P3

Page Sorter

This mode is suitable when you want to edit many pages.

To

18 & o
ITT==s7Buldidve oo K+

Displays all pages
in thumbnail view

For a document viewed in the Page Sorter mode, you can perform the following operations.
- " Deleting Pages" (P.65)

" Rearranging the Page Order" (P.62)
" Copying Pages from Another Document" (P.66)
Copying Pages to Desk" (P.63)
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Rearranging the Page Order

To understand the operation, here is an example of how to rearrange the page order of the document F.

1 . Open the document F, and display the document in the Page Sorter mode.

6_6 See

For information on how to display a document in the Page Sorter mode, refer to " What You Can Do for
Documents Viewed in Thumbnail Pages" (P.60).

13 a 5 8 BIIECN
ITTe==/Builldve geoWod <+

2 . Drag and drop P.1 to the position between P.2 and P.3.
P.1 becomes translucent and a vertical bar appears between P.2 and P.3.
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4 Editing Documents Viewed in Thumbnail Pages

The page order is rearranged.

g a8 L
ITT e s uidve goPo@E B

= For Help, press F1

Copying Pages to Desk

To understand the operation, here is an example of how to copy a page of the document F to Desk.

1 . Open the document F, and display the document in the Page Sorter mode.

b se

For information on how to display a document in the Page Sorter mode, refer to " What You Can Do for
Documents Viewed in Thumbnail Pages" (P.60).

B e EECER

ITT == sBulldve oW a@He

= For Help, press Fl.
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2 . Drag and drop P.3, for example, into the workspace area of Desk.

‘:Ili\ Note

- For the information on how to select multiple pages, refer to" Deleting Pages" (P.65)
- If you drop the document onto Explorer, the document will be copied to Explorer.

Tool  Help

Properties

DoculWorks Desk
& TaskSpace Propeties
~ [ User Folder General
Fie Name
Type
Location
ink Folder e

Sample
Sample Do - DocuWorks 9.1

New folder Modfied
1) Recycle Bin Created
i Neighborhood Acosssed
5] Device Folder
Q Search Result
7 Attribute Fiter
T Working Folder

Useful Features (Ver. 9) | Task Steps.
(IS P}

Create Docu
Works Bind

s =|s| x|

P.3is copied.

The document name consists of the original file name and "year-month-day_hour-min-sec".

cument Page Annotations T
105 v 08 |
ITT o= HUICwWo RoWeE H ¢

(asg =] BE Q B 7 1 QU [Bcluded paths

= Properties
DocuWorks Desk "
£ TaskSpace Fropeties Vaiue
~ [ User Folder General
Sample Fie Name F210208_133429dw
Type DocuWorks Document(Ver 4}
Sample Doc - Doculorks 8.1
o ‘: Location C:\Users\yuan\Documents\Fuj
v B Link Folder See ke
New folder Modfied Y21 14PN
ecycle Bin Created 2732021 1:34 PH
i Neighborhood || Aeceseed 232021 134 PM
£ Device Folder ! Pages 1
& Seven e Somary
V Atribute Fiter Sugect
P Working Folder Athor
Keywords
P3 Conmerts
s Custom
ok set ye.
F210208 133420 {Add New Attbute) v
< >

T P B° R B m = ¥ a

Create Docu Convertto| Conversiont  OCR  Convertto PageLayout SortPages Process Pag Find and Ma Copy Annot -
Works Bind..  mage o PDF(Doc... Word after. & t ationtoBla..

88 = | & | & | # | spplcation document, 600dpi, Ad Portrait, Ver4 document, 43 KB
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4 Editing Documents Viewed in Thumbnail Pages

Deleting Pages

To understand the operation, here is an example of how to delete P.1 and P.2 from the document F.

1 . Open the document F, and display the document in the Page Sorter mode.

6_6 See

For information on how to display a document in the Page Sorter mode, refer to " What You Can Do for
Documents Viewed in Thumbnail Pages" (P.60).

" 8 & |8 i
ITTe=ssHUlOve RoWeE H <

= For Help, pressFl.

2 . While holding down the <Ctrl> key, click P.1 and P.2, and then release it.

|:’|i\ Note

When deleting multiple pages, you can select them at once by clicking the first page to delete, and while
holding down the Shift key, clicking the last page to delete/

You can also delete pages one by one by pressing the Delete key in the Document mode.

You can switch the view mode to the Document mode by clicking at the bottom left corner of Viewer.
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3 . Press the <Delete> key.
P.1 and P.2 are deleted.

(e =] &= [ il Ziaq 1[17%
ITT == /Builivo bgeoWa@ [+

1

F

P.3

3 M P E ForHelp, pressFl. 1 Modified.

Copying Pages from Another Document

To understand the operation, here is an example of how to copy pages of the document D to the
document F.

The procedure explained in " Stacking Multiple Documents into One File" (P.44) can be applied only to
the documents on Desk; however, the procedure here can be applied to documents other than the ones
in Desk, such as the documents in Explorer.

Copying All Pages

1 . Open the document F, and display the document in the Page Sorter mode.

6_6 See

For information on how to display a document in the Page Sorter mode, refer to " What You Can Do for
Documents Viewed in Thumbnail Pages" (P.60).
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4 Editing Documents Viewed in Thumbnail Pages

2. Drag and drop the document G on Desk to the document F.

‘:Ili\ Note

- Drag the document G until it becomes translucent and a vertical line appears in the position to be copied.

- Although the document is copied to the last page in this example, it can also be copied to the front or
middle of the document F pages.

- You can also drag and drop and copy documents in Explorer in the same manner.

Eo k

File  Edit Document Page Tool Help
i & BE Q B B &y« 2 1 Q [Excudedpaths

Doculorks Desk -
£ TaskSpace P Propertes Value
~ E3 User Folder < : . General
File Name Godw
o e Dosuiorcs Document(Ver 4)
CAUsers\yuan\Documerts\Fj

Properties

Sample
Sample Doc - DoculWorks 9.1
~ [ Link Folder
New folder lodiiet 1/25/2021 1:01PM
) Recycle Bin 3 2/5/202110:25 AM
i Neighborhood 2/5/2021 1025 AM
[ Device Folder 3
Q Search Result
 Attribute Filter
15 Working Folder

B°R B m = W a
Conversiont  OCR  Convertto Page Layout SortPages Procasr Pag Find and Ma Copy Annot
© PDF(Doc... ‘Word after.. ke ation to Bla..

3 Modified.

'@ 8 @8 B | Q. [Fucsoke Moctney o, L
ITT== //7Ruldve aoc¥omHT

6 Modified.

Copying Selected Pages of a Document

To understand the operation, here is an example of how to copy P.1 of the document G into the
document F.

1. Open the document F and the document G, and display them in the Page Sorter mode.

b s

For information on how to display a document in the Page Sorter mode, refer to " What You Can Do for
Documents Viewed in Thumbnail Pages" (P.60).
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2 . While holding down the <Ctrl> key, drag and drop P.1 of the document G to the document F.

l:,l_“\ Note

- Drag the document G until it becomes translucent and a vertical line appears in the position to be copied.
- Drag and drop operation without holding down the <Ctrl> key will remove P.1 from the document D.

& 5- pocu

File Edit View Document Page Annotations w
1 08 0 -
ITT== /RBvildvwo oD E H+

w Document Page Annotations
[E 1
ITTo=s MU Owe BoWEE W &

5 ForHelp, pressFl. 4 Modified.
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5 Adding Annotations

Adding Annotations

This chapter describes how to apply annotations to DocuWorks documents.

Annotations

Annotations allow you to add information on documents on Viewer or the workspace on Desk.

non

With annotation, you can do things like "writing letters and drawing lines with pen", "attaching
notepads", "highlighting letters", and "adding stamps" as if you use ordinary stationeries.

1 Basic _E =

NotePad/Link List | Binder Index | Signatur + +

[ETZHE |

Documert Name | Munbe...| Numbercr.. |

2 Stamp

3 Shapes

E/Ii\ Note

= | ~ 1100% ~ Q B [ | B> Dl @

= s MUDOvo BoYo @M M+ |

BEGET BLEY A+ Photo fun fun! funlGO!

NASWFEDFHELET HREYA b

HABRTDIL D

FUNIGO!EH &

BDGallery
1011~10/20 (A RE{KES)

Save in Unicode format

4 Pencil

- If you do not use [2 Stamp] and [3 Shapes], you can hide them by clicking [X].
To show them again, click [View] > [Toolbars] > [Annotation Toolbar] > [2 Stamp] and [3 Shapes]

- To add annotations to the workspace area of Desk, click [View] > [Edit Desktop].

1 Basic

I TTe=Auvildve Ao @l H ¢

Button Description
Write in black.
T
Write in red.
T
Add a blue notepad with text.
=

69



Start Guide

Add a green notepad with text.

Highlight text in yellow.

Draw a red straight line.

Draw a blue Jagged line.

i
Draw a red rectangle.
Ot
Draw a red ellipse.
|
Draw a blue polygon.
Tl
Draw blue polygon (red border).
]

Insert an OLE object.

E

Add a link button.

0

Add a date stamp.

Add a date and time.

Insert a portrait A4 blank page.

Insert a blank page.

|| @ | @

2 Stamp

70

Following stamps are available to use.

______E
W D e

COPY owma




5 Adding Annotations

3 Shapes

Following diagrams are available to use.

0O & A [>
OB O ¢
O ¥t 03 D
(1 {3
1{=e
DA
@ @
[ R R
A O« K

4 Pencil Case

A set of the frequently used Annotation Toolbar and recently used annotations.

¥o = = \

Button Description

. Allows you to switch between annotation toolbars to
display.
[Switch] button

X

[Pin] button

w

[Annotation Toolbar View] button

D

[Last Used Annotation View] button

Keeps the Pencil Case displayed.

Displays Annotation Toolbar.

Displays recently used annotations.
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Drawing Marker Lines

1. »

Click (Marker)

1 3 L8 M w R LQ 1[100% ~ |

Fukuoka Machinery Co., Ltd.
1-23-45. Omishi. Yamachiro

Fukncks Pref, Japan
Tl +081-123:521-9990 Fax' +081-123-321-9909

AGREEMENT

This Agreement is made by Fukucka Machinery Co., Led, (hevemnafter veferved to as "FMC") and Glabal
1 Chemical Co., Ltd. (hereinafter veferved to as "GCC") as provisions in the Attached Sheet 1 as referred to
1n Article 6 of the Business Tie-up Agreement dated May 16, 2018,

1. The commission ta be paid by GCC ta FMC based on nansactions shall be caloulated based on the
net profit cbtained by subwacting expenses including freight, inswsance, and export and import
exponoos fiom the sales profit eaxned fiom cleaning services

GCC shall pay to FMC thirey two percent (32%) equivalent of et Profit as commission in accordance

with the provisions mentioned below.

. The terms of payment fom GCC to FAC shall be thar GCC shall pay commissions to EMC in
Japanese yen from ics Tokyo branch within ten (10) days after receiving charze for cleaning services

For Help, press F1.

]:,I_“\ Note

Double-clicking the icon enables you to perform consecutive annotation operations such as drawing marker
lines in multiple places.

To disable the consecutive operation, click one of the buttons in the standard toolbar or the annotation
toolbar.

2 « While holding down the <Shift> key, press the mouse button at the start of the text to which you want
to draw the marker line.

Keep pressing down the <Shift> key and drag the mouse cursor to the endpoint, and release the
mouse button first and then the <Shift> key.

‘:,]_\\ Note

Holding down the <Shift> enables you to draw straight horizontal or vertical marker lines.
Drag operation without holding down the <Shift> key draws a marker line that goes along the mouse cursor
movement.

A commission to be paid by GOC to FAMC based on transactions shall be caleulated based on the

net orofic chtained bv subtracnne exvenszes mcluding freizht. insurance. and exverr and mmwvort

\

T "The commizsion te be paid by GLG to FAMG based on transactions shall be caleulated Tased L‘r?lh /

net profic chtained by subtracting expenszes including freizght, maurance, and export and wmpelT

rl 5 £ i £

A marker line is drawn over the text.

_ A _ The sommission 1o be naid by GOC o FMC hased an reansacrions shall be calpulared bhased on rthe_

net profic ohtained by subtracting expenses meluding freight, insurance, and export and mpert

expenses from the sales profit earned from cleaning services

|:’|_\\ Note
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The dotted line in the marker will disappear when you click any place other than the marker line.



Highlighting Text

[

Note

Highlighting a text block will add a translucent Rectangle annotation pasted on it.

1 . Select a text block in Text Selection Mode or Flexi Mode.

T Yo,
1-23-45. Onichi. Yamachiro,
Fukuoka Pref, Japan
Tel- +0£1-123-321-9980 Fax: +081-123-321-95900

AGREEMENT [ X

(heveinafter referved to as "FMC") and Global
Attached Sheet 1 as veferved to

1. The commission to be paid by GCC to FMC baszed on transactions shall be caleulated based on the
net profic ochtained by subtracting expenzes including freizht, insurance, and export and mmport
expenses from the sales profit earned from cleaning services.

=]

GCC shall pay to FMC thirty-two percent (32%) equivalent of Iet Profit as commission in accordance
with the provisions mentioned below.

3. The terms of payvment from GCC to FMC shall be that GCC shall pay commuszions te FMC in
Japanese yen from 1ts Tekye braneh within ten (10) days after recerving charge for eleaning services,

4. Code price shall mean a price deducted from the list price of services by certain percentage
(discount rate) and code price for each service shall be as defined in Exhibit A,

w

The exchange rate shall be TT2 rate az of the date of the abave payment.

2 . @~ Click and select a highlight color for the text.

Fukuoka Machinery Co., Ltd.
1-23-45, Onichi. Yamazhiro,
Fukuoka Pref, Japan
Tel +081-125-501-9990 Fax' +081-123-321-9999

AGREEMENT

This Agreement is made by Fukucka Machinesy Co., Led. thereinaftel
Chemical Co., Led
1n Arricle & of the Business Tie-up Agreement dated May 16, 2018,

1. The commission to be paid by GCC to FMC based on transactio:
net profic chtained by subtracting expenses including freight,

expenses from the sales profit earned from cleaning sexvices.

=]

GCC shall pay to FMC thirty-two percent (32%) equivalent of MNet

with the provision: mentoned below.

3. The terme of payment from GCC ro FMC shall be thar GCC Other Calors... &

Japanese yen from 1t Tokyo branch withen ten (10) days afrer

4. Code price shall mean a price deducted from the list price of sexvices by certain percentage
(discount rate) and code price for each service shall be as defined in Exhibit 4.

o

The exchange rate chall be TTS rate az of the date of the above payment.

5 Adding Annotations
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Start Guide

The text is highlighted.

Fukucka Machinery Co., Ltd.
1-23-45, Omichi. Tamachiro,
Fukuoka Pref, Japan
Tel: +081-123-321-9900 Fax: +081-123-321-9900

AGREEMENT

Thas Agreement is made by Fukucka Machinery Co., Led. (heveinafter veferved to as "FMC") and Global
Chemical Co., Led fhereinafter refexred to as "GCC"} as provisions in the rxttached Sheet 1 as referred to
i Article § of the Business Tie-up Agreement dated May 15, 2018,

1. The commission toe be paid by GCC te FAMC baszed on transactions shall be caleulated based on the
net profic ohtained by subtracting expenses including freizht, insurance, and expert and wmpert

expenses from the sales profit earned from cleaning sexvices

ra

GCC shall pay to FMC thirty-two percent {32%) equivalent of INet Profit as commission in accordance

with the provisions mentionsd below.

3. The terms of payment from GCC to FMC shall he that GCC shall pay commuseions te FMC in
Japanese yen from 1tz Tokyo branch within ten (10) days after recerving charge for cleaning services,
4. Code price shall mean a price deducted from the list price of services by certain percentage

{discount rate) and code price for each service shall be as defined in Exhibit A,

w

The exchange rate chall be TTS rate as of the date of the above payment.

& Aesouen

Note

To remove the highlight (translucent Rectangle annotation), select the annotation in Pointing Mode or Flexi
Mode, and click [Delete] from the [Edit] menu.

Adding a Notepad with Text

You can add notepads in a document and enter text there.

1. = Click (NotePad(Auto Resize)).

Contract Document (Business Partnership Agreement) - DocuWorks Viewer

File Edit ¢+ Document Page Anno Tool  Win
I = s fw B =} 1w - & |
I TT F RV Ovoe oM E M P

Fukuoka Lachinery Co., Ltd.
1-2345, Onishi. Yamashiro

Fulruoka Pref, Japan
Tel: +081:123-321-9900 Fax' +081-123-321-9900

AGREEMENT

This Agreement is made by Fukuelea Machinery Co., Led. theremafter veferred o as "FMC') and Glebal
Chemical Co., Ltd. (hereinafter referred to as "GCC") as provisions in the Attached Sheet 1 as referred to
1n Article 6 of the Buainess Tie-np Agreement dated May 16, 2018,

. The conmission to be paid by GCC to FMC based ou transactions shall be caleulated based on the
net profit ohtained by subtracting expenses including freight, insurance, and export and mport

expenses fiom the sales profic sarned fiom cleaning services

GCC shall pay to FMC thisty-two pescent {32%) equivalent of Net Profit as commission in accordance
with the provisions mentionad below.

. The terme of payment from GCC to FMC shall be that GCC shall pay commissions to FMC in

Japanese yen from ite Tokyo branch within ten (10) days after recetving chavge for cleaning services

. Code price shall mean = price dedncted from the list price of ssrvices by certsin percentage

{discount rate) and code price for each service shall be as defined in Exhibit &
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2. Click the position of the top left corner of the notepad to be placed.

tract Document (Business Partnership Agreement) - DocuWorks Viewer

File Edit  View . Page Annota w
B MW B Y 1[0 ~| @ 1
ITT== 70 uildvoe GoWald H<T

Fukuoka Machinery Co., Ltd.
1-23-45, Onishi, Yamazhiro

Enter a text string/fext stringSHEREH

Fuliuoks Pref., Japan
Tel: +081-125-321-9990  Fax: +081-123-321-9959

AGREEMENT

This Agreement is made by Fukuolka Machinery Co., Led. thevesnafter vefersed to as "FMC') and Global
Chemical Co., Ltd. (hereinafter referted to as "GCC") as provisions in the Attached Sheet 1 as referred to
in Arcicle 6 of the Business Tie-up Agresment dated May 16, 2018.

The commission to be paid by GCC to FMC based on transactions shall be calculated based on the
net profit ohtained by subtiacting expenses including freight, insurance, and export and import

expenses fiom the sales profit earned from cleaning services.

2. GOC shall pay to FMC thirty-two percen (32%) equivalent of Net Profit ission i d
with the provisions mentionad below.
3. The terms of payment from GCC to FMC shall be that GCC shall pay commissions to FMC in
Japanese yen from ite Tokyo branch within ten (10) days after receiving chavze for cleaning services.
4. Code price shall mean A price dedncted from the list price of services by certain percentage
(discount rate) and code price for each servise shall be as defined in Exhibit &
v
< >

3 . Enter text using the keyboard.

ntract Document (Business Partnership Agreement) - DocuWorks Viewer

File Edit View Document Page Annotations T Window  Help
1 1= BE & B
ITT == 2@ udowo

1w0% - & |

Fukuoka Machinery Co., Ltd.
1-23-45. Onishi. Yamazhiro

Fukuoka Pref, Japan
Tel: +081:123-321-9900 Fax +081-123-321-9900

AGREEMENT

This Agreement is made by Fukuska Machinery Co., Ld. (hevemnafter veferved to as "FMC") and Global
Chemical Co., Ltd. (hereinafter referred to as "GCC") as provisions in the Attached Sheet 1 as referred to
in Arcicle & of the Business Tie-up Agreement dated May 16, 2018,

The commission to be paid by GCC to FMC based on transactions shall be calculated based on the
net profit ohtained by subtracting expenses including freight, insurance, and export and import

expenses fiom the sales profit earned from cleaning sexvices.

GCC shall pay to FMC thixty-twe percent (32%) valent of Met Profic
with the provisions mentioned below.

The terme of payment from GCC to FMC shall be that GCC shall pay commissions to FMC in

Japanese yen from ite Tokyo branch within ten (10) days after receiving charze for cleaning services.

Code price shall mean a price dedncted from the Lt price of services by certain percentage

{discount rate) and code price for each service shall be as defined in Exhibit A

| [ Times New Roman -2 B I uUuASY
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4, Click outside of the notepad.
A notepad with text is added.

ntract Dacument (Business Partnership Agreement) - DocuWorks Viewer

Fie Edit View Document Page Annotations Tool Window Help
1 B oW B L1a 1o~ e |
ITTeoe=?RBuildve aoWa@ H T

Fukuoka Machinery Co., Ltd.
1-23-43, Onishi, Yamazhiro

Fukuoka Pref, Japan

Tel: +081-123-321-9990 Fax’ +081-123-321-9899 AL

AGREEMENT

This Agreement is made by Fukuoka Machinery Co., Led. (hevesnafter veferved to as "FMC') and Global
Chemical Co., Ltd. (hereinafter referted to as "GCC") as provisions in the Attached Sheet 1 as referred to
in Arcicle 6 of the Business Tie-up Agresment dated May 16, 2018,

1. The commission to be paid by GCC to FMC based on transactions shall be calculated based on the
net profit ohtained by subtracting expenses including freight, insurance, and export and import

expenses fiom the sales profit earned from cloaning services.

GCC shall pay to FMC thity-two pescent (32%) equivalent of Net Profic ission in accord:
with the provisions mentionad below.

. The tevms of payment from GCC to FMC shall be that GCC shall pay commizsions to FMC in

Japanese yen from ite Tokyo branch within ten (10) days after receiving charze for cleaning services.

. Code price shall mean = price dedncred from the list price of services by certain percentage

{discount rate) and code price for each service shall be as defined in Exhibit A

‘:,]j Note

Notepads are useful if added to a multiple-page document, since you can display a page by a simple
operation of clicking a notepad in that page.
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5 Adding Annotations

Changing the Properties of an Annotation

You can change the size and color of an annotation after adding it.

To understand the operation, here is an example of how to change the notepad color to yellow and the
input font to be enlarged.

1 . W Click (Flexi Mode), and select the notepad.

2 . On the property toolbar, click E NGRSO B Vellow(NotePad)

I,L—Ii\ Note

You can also select an annotation and then right-click it to display Property Toolbar nearby.

(Yellow (NotePad)).

Contract Document (Business Partnership Agreement) -

File Edit View Document Page Annotations T
G Hlax ORL.IQ
ITTee EUldwe RoB @ H ¢

Fukuoka Machinery Co., Ltd.
1-23-45, Onichs, Tamachizo
Fukuoks Pref. Japan
Tl +081-123-320-9590  Fax: +081-123-3219999

AGREEMENT

This Agreement is made by Fukucka Machinery Co., Led. thereinafter reforved to as "FMC") and Glabal
Chemical Co., Ltd. (hereinafter referted to as "GCC") as provisions in the Attached Sheet 1 as referred to
in Areicle 6 of the Business Tie-up Agresment dared May 16, 2018

1. The commission to be paid by GCC 1o FAC based on transactions shall be calenlated based on the
net profic obtained by subtracting expenses ineluding freight, insurance, and export and import
expenses from the sales profit eayned from cleaning services

GCC shall pay to FMC thisty-two percent (32%) equivalent of Met Profit as commission in aseordance
with the provisions mentioned helow

The terme of payment from GCC to FMC shall be that GCC shall pay commissions to FMC in
Japanese yen from its Tokyo branch wichin ten (10) daya after receiving charge for cleaning sexvices.

Code price shall mean a price deducted from the list price of services by certain percentage
(discount ratel and code price for each service shall be as defined in Exhibit 4.

You can change the following properties on the Property Toolbar.

Tool Description
Changes the font style.
Times New Roman -
1 Changes the font size.

B Click this to switch the bold type setting on and off.

(Bold)

I

(Italic)

Click this to switch the italic type setting on and off.
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Tool Description

Click this to switch the underline setting on and off.

u
(Underline)

Click this to specify the font color.
A

(Text Color)

Click this to specify the fill color.
LA

(Fill Color)

Click this to specify the pen color.
L

(Pen Color)

Click this to specify the pen width.

(Pen Thickness)
D Click this to rotate the text.
=

(Rotate Text Annotation)

3. Double-click the letter on the notepad, and select a font size that is larger than the size of the input
letters.

ontract Document (Business Partnership Agreement) - DocuWorks Viewer

Document  Page Annotations Teol Window Help
L
ITTeoe=e7Bullvo toPe@ Mo

Fukuoka Machinery Co., Ltd.
1-03-45, Omish, Tamashiro,

Fuluoka Pref, Japan
Tel: +081-123-521-9880  Fax: +081-123-321-9999 I ABCDEF

AGREEMENT

This Agreement is made by Fukuoka Machinesy Co., Ltd, (heveinafter reforved to as "FMC") and Global
Chemical Cao., Ltd. (hereinafter referred to as "GCC") s provisiona in the Attached Sheet 1 as referred to
m Article 6 of the Bueiness Tie-up Agreement dated May 16, 2018.

1. The commission to be paid by GCC to FMC kased on tansactions chall be caleulated bazed on the
uet profit obtained by subtracting expenses including freight, insurance, and export and impert

expenses from the sales profit varned fiom cleaning services,

2. GOC shall pay to FMC thirty-two percent (32%) eguivalent of Net Profit as commission in accordance
with the provisions mentionsd below.

The terms of payment frem GEC to FMC shall be that GCC shall pay commiseions to FMC in
Japanese yen from its Tokyo branch within ten (10) days after veceiving charge for cleaning services

Code price shall mean a price deducted from the list price of services by certain peicentage

{discount ratel and code price for each service shall be as defined in Exhibit &.

| | Times New Roman

171 Modified.
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The text is enlarged.

Contract Document

File

Edit

=

View Document Page Annotations

HiE O & 0 1[100%  ~

ITT==¢RBubldvve golao@ H<

Fukuoka Machinery Co., Ltd.

1-23+45. Omishi., Yamachiro,
Fukuoks Pref, Japan
Tel: +061-125-521-6990  Fax: +081-

321-9900

AGREEMENT

This Agreement is made by Fukuoka Machinery Co., Led. (hezeinafees reforved to as "FMC") and Global
Chemical Co., Led. (hereinafter referred to as "GCC") 53 provisions in the Attached Sheet 1 as referzed to
in Article 6 of the Business Tie-up Agreement dated May 16, 2018

1. The commission to be paid by GCC to FMC based on transactions shall be caloulated based on the
net profit obtained by subtracting expenses including freight, insurance, and export and impert
wxpenses from the sales profit earned from cloaning sexvices,

2. GOC shall pay to FAC thirty-two percent (32%) equivalent of Net Profit as commission in accordance

with the provisions mentioned below.

3. The terme of payment from GCC to FMC shall be that GCC shall pay commiseiona to FMC in
Japanese yen frem its Tokyo branch within ten (10) days after veceiving charge for cleaning services

4. Code price shall miean a price deducted from the list prics of services by certadn percentage
{discount rate) and code price for each service shall be as defined in Exhibic 4.
3
| | Times New Roman ~|24 B I UA~ v =
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