&> Tencen t Cloud Tencent Document Enterprise

Tencent Document Enterprise

Product Introduction

&S

Tencent Cloud

©2013-2025 Tencent Cloud. All rights reserved. Page 10f19



&> Tencent Cloud Tencent Document Enterprise

Copyright Notice
©2013-2025 Tencent Cloud. All rights reserved.

The complete copyright of this document, including all text, data, images, and other content, is
solely and exclusively owned by Tencent Cloud Computing (Beijing) Co., Ltd. ("Tencent
Cloud"); Without prior explicit written permission from Tencent Cloud, no entity shall
reproduce, modify, use, plagiarize, or disseminate the entire or partial content of this
document in any form. Such actions constitute an infringement of Tencent Cloud's copyright,
and Tencent Cloud will take legal measures to pursue liability under the applicable laws.

Trademark Notice

2y Tencent Cloud

This trademark and its related service trademarks are owned by Tencent Cloud Computing
(Beijing) Co., Ltd. and its affiliated companies("Tencent Cloud"). The trademarks of third
parties mentioned in this document are the property of their respective owners under the
applicable laws. Without the written permission of Tencent Cloud and the relevant trademark
rights owners, no entity shall use, reproduce, modify, disseminate, or copy the trademarks as
mentioned above in any way. Any such actions will constitute an infringement of Tencent
Cloud's and the relevant owners' trademark rights, and Tencent Cloud will take legal
measures to pursue liability under the applicable laws.

Service Notice

This document provides an overview of the as—is details of Tencent Cloud's products and
services in their entirety or part. The descriptions of certain products and services may be
subject to adjustments from time to time.

The commercial contract concluded by you and Tencent Cloud will provide the specific types
of Tencent Cloud products and services you purchase and the service standards. Unless
otherwise agreed upon by both parties, Tencent Cloud does not make any explicit or implied
commitments or warranties regarding the content of this document.

Contact Us

We are committed to providing personalized pre—sales consultation and technical after-sale
support. Don't hesitate to contact us at 4009100100 or 95716 for any inquiries or concerns.
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Product Introduction
Product Overview

Last updated: 2025-11-06 17:09:52

Tencent Document Enterprise is a secure, efficient, and open multi-user online collaborative
office software developed by Tencent's R&D team. It provides enterprises with all-in-one
collaboration services, covering common Office formats (documents, spreadsheets,
slideshows, PDF), vertical formats (collection forms, mind maps, process diagrams), and
innovative formats (intelligent whiteboards, smart tables). With fine—grained permission
control, it ensures enterprise asset security, helps businesses achieve efficient office work,
data aggregation analysis, and knowledge management, comprehensively improving office
efficiency.

Common Office Formats: Document, Spreadsheet, Slide

Multiple users can edit online simultaneously: A single document supports tens of
thousands of concurrent readers and 500 concurrent editors.

Fully compatible with local formats: Supports local file upload and conversion to multi-user
collaboration, with compatibility for ten million cell import and export.

Fine—grained permission control: Dynamically sets different collaborators' view and edit
permissions for documents or document sections.

Embed various creative elements: Documentation supports inserting images, videos,
tables, files, shapes, annotations, etc.

Real-time efficient data processing: Spreadsheets offer comprehensive coverage of
mainstream office software formulas and functions.

Content-rich and diverse creation: Slides support inserting various elements, with one—
click remote/local presentation.
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Vertical Scenario Formats: Collection Form, Mind Map, Flowchart,
PDF

High—efficiency data integration: Collection forms support creating forms/votes/chain
games, with data automatically aggregated to spreadsheets.

Structured knowledge management: Mind maps support simplifying complex information
and clearly displaying logical hierarchy.

Visual process sorting: Flowcharts support standardized graphical display of procedure
sequence to reduce understanding threshold.

Cross—platform compatible sync: PDF maintains consistent multi—platform format,
supporting annotations/format conversion.
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Innovative Document Formats: Intelligent Whiteboard, Smart
Table

« Intelligent whiteboard: A canvas tool for graphical expression of ideas. Features an
infinitely scalable canvas with high—definition zooming; provides abundant graphic
components such as graphs, connecting lines, brushes, stickers, and mind maps, enabling
intuitive representation of various ideas and creativity via graphical methods; supports free
partitioned edit feature, dividing different workspaces on the infinite canvas to improve
presentation and collaboration efficiency.

« Smart table: With structured data management as the core engine, it breaks through
traditional table limits, supporting richer field types, multiple data views (such as
forms/dashboards/Gantt charts), and convenient automated processes to enhance
business data collaboration, analysis, management efficiency, and decision accuracy.
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Product Strengths

Last updated: 2025-11-06 17:39:15

Security

Enterprise—grade management backend with all-round monitoring of corporate assets.
Supports fine—grained control of member permissions, unified ownership of information
assets under enterprise documents, traceable end-to—end operation logs, and helps
management comprehensively protect enterprise office assets before, during, and after
events to prevent asset loss or unauthorized operations.
Before the Incident: Achieve granular control of documents through strict permission
control, including configuring document inbound rules (which members can view, edit, or
manage) and advanced security settings (which members can comment on, export, copy,
or download documents), fully meeting management requirements in different
collaboration scenarios.

During the Incident: Track browsing and revision records of documents. Admins can also
customize version management. ALL operation records can be traced, and earlier versions
can be restored with one-click. Important information is never lost.

After the Incident: Document admins can add custom watermarks to documents.
Enterprise admins can add mandatory watermarks in the backend, support document
audit capability, keep operation records, and comprehensively manage enterprise
document security.
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Multi-Device Collaboration, Low—-Cost Digital Economy

Replace paper document transmission and local file transfer, ready to use out-of-the-box,
update at any time.

Automated trigger approval, file distribution, and data collection in online business
processes, with modified content synchronized in real time, saying goodbye to "repeat file
transfers and version chaos".

Creative Elements Enrichment, Data Intelligence Processing

Embed various creative elements to meet professional documentation needs and explore
new types of document creation.

Data can be automatically analyzed and visualized (such as generating charts with one
click), outputting professional data achievements without complex operations.

e
XAXTR-EA v oply n
: ¢ BTNHERERR « FHHEEIA
© BAMERLE ) © BHERES
#, BifiiEw ‘ ;ﬂ]ﬁi&g'ﬁ ¢ Bﬁﬂﬂiﬁﬂgg
™ S
- — —

Opening

Provides atomic collaboration experience and connects business systems. Comprehensive
open API and documentation center capacity, seamlessly integrates enterprise—owned IM,
OA, CRM, ERP and other business systems, enables bidirectional data synchronization
between documents and business data, breaks information silos, and makes documents the
"intermediate hub" to accelerate business circulation.
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Feature Comparison

« Higher storage capacity: Compared with the personal edition's 1GB/user, the enterprise
edition provides 50GB/user/year storage space, fully meeting enterprise knowledge
storage and management needs. It also offers a capacity management portal in the admin
backend for real-time insights into employee capacity usage data, enabling reasonable
allocation and flexible enterprise capacity management.

» Resignation handover management: Document assets permanently belong to the
business, one—click handover for former employee documents, and business recycle bin
prevents file loss.

« Enterprise Information Security: Fine—grained access control implements full lifecycle
security management capabilities before, during, and after events. Organization profiles
are tracked throughout the process to effectively prevent and reduce risks of information
leakage.

+ Team Shared Space: Create company-level, department-level, and team-level exclusive
shared storage space with flexible permission control, securely guarding organization
information.

« Efficient Collaboration Among Members: Connect the Enterprise Address Book to
communicate with colleagues within the organization anytime, anywhere. Interactive
capabilities such as document mentions and comments enable more efficient and
convenient collaboration between organization members.
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Use Cases

Last updated: 2025-11-06 17:09:38

Project Management: Use Smart Table Lightweight Project
Management Tool to Customize an Exclusive Dashboard

Table View: Project Plan Deconstruction

Create an intelligent spreadsheet as a project management table or requirement planning
table, designed to collect and manage task content, priority, owner, delivery time and
progress information. All information can be accumulated through standard column
formats, making it easier to filter and view in groups compared to traditional tables.

In table view, use the grouping capacity in the toolbar to group tasks by priority, allowing
you to intuitively see the task info under each priority. For example: in the figure below,
there are 4 PO priority tasks and 3 P1 priority tasks.

Meanwhile, in the field types of intelligent spreadsheets, using the member field allows you
to conveniently add colleagues from the enterprise contact list. It also enables you to
remind designated colleagues to focus on project information according to project
management needs, ensuring clear and concise project progress management with
responsibility assigned to individuals.
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Gantt View: Project Progress Management

Tencent Document Enterprise

In the task table, we show each responsible person's current planning task situation in the
form of Gantt view, to align task progress promptly during project meetings and team
meetings. For tasks at risk, rapid coordination can be conducted.

The responsible person for each task can also intuitively understand what others are
working on through time progress, ensuring information transparency. This is super
conducive to team objective alignment, so as to collaborate efficiently and further enhance
project management efficiency.
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Kanban View: Project Management and Team Task Tracking in Different

Statuses

©2013-2025 Tencent Cloud. All rights reserved.

Kanban view is a brand—new rendering method that distinguishes intelligent spreadsheets
from table view and Gantt view. It arranges information under each group vertically in a
sliding and viewable manner, making it very suitable for categorization by different project
stages, allowing you to see task execution under each project stage.

Each card in the Kanban can be freely arranged by collaborators. For example, drag and
drop to adjust the order of different stages or set the information displayed in each card. As
shown in the figure, if task-related attachments do not require priority display, they can be
hidden. Hidden information can be viewed in full when clicking the card, allowing instant
grasp of project status.
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« In addition to presenting the dashboard by "project stage", it can also be displayed by
project leader. Each responsible person can focus on their own task completion status,
while the overall project leader can clearly see the completion status of different
personnel, making it easy for team task tracking.
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Knowledge Management: Information Storage and Shared Space
for Materials

Enterprise knowledge management essentially involves systematically integrating,
transmitting, applying, and innovating knowledge to convert this core intangible asset into
actual competitiveness. In a complex and dynamic market environment, knowledge
management holds multidimensional and in—depth value for business survival and
development. Tencent Documents provides enterprises with a unified knowledge
management portal—Shared Space—to effectively solve this problem. Shared Space supports
the following features:
« Various directory structures: Enterprises can create department spaces as needed, along
with standard team shared spaces. Each space supports multi-level folders and
subfolders, meeting business needs for diverse knowledge storage and management.

» Fine—grained permission control: Each space can be configured with separate permissions
at different tiers, ensuring identical spaces display different scopes for different roles. To
facilitate management, you can also enable one—click confidentiality mode for the entire
space, protecting important and confidential content to guarantee enterprise knowledge
security.

« Various document types: including but not limited to Tencent Documents' own online
document formats, such as online documents, online spreadsheets, smart documents,
smart tables. It also supports local file formats, including images, videos, PDFs, etc.,
comprehensively covering standard file formats in the market, enabling mass knowledge
management and all-round sharing.
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Visual Dashboard: Using Smart Table to Create Transparent
Production and Optimize Production Quality
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In addition to common project management scenarios, intelligent tables can also help
businesses in different industries build their own exclusive lightweight business systems,
addressing business problems with no code and low cost.

In the manufacturing industry, intelligent tables can flexibly transform into a business
Production Management System, assigning workshop production tasks to individuals by
line. Via intelligent kanban view, you can clearly see the overall progress of production,
including the completion status at the latest time node.

During multi-user collaboration, document permissions management enables flexible
control over document access for different roles, such as administrators, editable users,
and view-only users. Collaboration records between members—including browsing history
and edit logs—are fully traceable. You can restore to earlier versions at any time, ensuring
important information is never lost.

MEXAER RALHmHER 2023/11/20(E% ERAES 2023111968 REXHRRR R
WESH: DOENAR X R HREARE 23 Hags, NORGRRE HIRANRERR AL - .
AR &
BEHS: 142405 PO WiksREL cha [
* . e b Esi A Xtk
nERA: n» 25un L L
: 0037 . AT i
gl 0 MENNE, HEEHER . a man
IHRARA: ' "
WP
A HEBHERA ia HERFRE Rk
RERARA: ‘
IZARA: PSR = ) B it TR
FLRAMA: ) FRR WRNIf, et m )
20011118 o ! i e
Il B
20HRE - . Lnd by " X
*UERS . AEATT/EEIXE
ARNERRRAE REZHEERE EREEEE e
" Ed 1o |
RAEPRY ; sl
5 , 3 e .
" RARE Ay ERR S
Ao 202911723 ™ w“l S ™ ™
Ab ! Lo ) Ly SCHKED ,
in PrTL ] - MAICRER k) BEK
Niog am
RERMAR, BB wHLRER RUERNERARRDS (]
» m L}
: #HHOURRAES), F7E), SLMAILE °
_— PTITTTY e RIS ALES, 1760, FHNOIREIR
REAIRA. B AR (]

[] —
a1y “r

Store/Workshop Inspection: Online Transformation of Table
Inspection, Dashboard Data Access Anytime, Anywhere

Tencent Docs collection form supports million-level information collection, with collected

data automatically aggregated into online spreadsheets and smart tables, making data
analysis easy.

In retail, manufacturing and other industries, store and workshop inspections require
convenient mobile input. Collection forms can meet this need well, presenting as user—
friendly questionnaires that allow inspectors to easily input data on mobile devices. The
collected information is summarized in real-time in spreadsheets, eliminating the need for

©2013-2025 Tencent Cloud. All rights reserved. Page 16 of 19



&> Tencent Cloud Tencent Document Enterprise

manual import/export by administrators. Visual charts can also be generated with one
click, making it very convenient.

« In addition to industry applications, collection forms are also common tools for
administration, HR, and IT teams within businesses. For example, administration teams
use them for employees to claim holiday gifts, HR teams organize training and events
requiring sign—in, and IT teams conduct periodic satisfaction surveys. These tasks, which
originally needed third-party tools, can now be resolved with one-click through collection
forms. They also connect to the Enterprise Address Book, obtain employee information,

and enable more convenient data analysis.
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Inventory Management: One—Stop Inventory Inquiry with Smart
Table, Information Within Reach

« Build an inventory system at no cost: Use Tencent Docs smart tables to flexibly create an
exclusive inventory management system for your business, managing supplier information,
inventory details, and consumption status.

« Anytime, anywhere information update: Information between different subtables can be
automatically synced across tables through association and search reference, eliminating
the need for repetitive manual updates.
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Reduce communication costs: Automate various business notifications, such as item
expiration, expiring soon reminders, and insufficient stock alerts, eliminating the need for
manual messaging. Information reaches recipients promptly, improving communication
efficiency.

Efficiently assess material shortage risks: For critical items in inventory management, if
insufficient stock occurs, automated notifications are triggered immediately, making it
easy for procurement staff to promptly follow up and complete replenishment.
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New Product Promotion: Multi—-Category Application
Composite to Efficiently Promote Marketing Plan
Implementation

Plan drafting: Use Tencent Documents' online mind map to systematically organize
planning ideas. Different colors and themes allow for intuitive sorting and presentation of
division of roles in marketing activities.

Material creation: Use Tencent Documents' online slideshow to integrate marketing plans,
materials from marketing activities, and presentation materials in an organized manner,
and collaborate on editing by page.

Post—meeting research: The execution of any project activity relies on user feedback.

Using collection forms allows for broad satisfaction rate data collection, enabling valid
review and project experience accumulation.

Post—-meeting summary: Use Tencent Documents' online document or smart document to
summarize and accumulate post—-meeting discussions and reviews, providing a reference
for next time's activity planning and continuous improvement.
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