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What is FUJIFILM IWpro?

 A cloud service provided by Fujifilm Business Innovation Corporation that enables to collaborate with 

your team by gathering business information into a workspace in the cloud.

 Purpose of this guide

 The guest user function provided by FUJIFILM IWpro allows external and internal company users to 

utilise a “guest workspace” for collaboration and communication by sharing and editing files and using the 

chat function associated with documents.

 This guide provides an overview of the steps to start using the Guest Workspace and a simple usage 

guide for guest users who have been invited to use it.

 The screenshots and operations described in this document are as of September 22, 2025.

 Please note that these contents may be subject to change due to service enhancements.

Introduction
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About Workspaces and Guest Users

Reference

Download

Workspace
 A “place for collaboration” with external business partner

Comment

 Annotation Notes

Upload

Guest User

(Write Allowed)

Guest User

(Read-only)

No license

Tray/

PO Box/ Archive
•Data Validation

•Stack/ Split

•ZIP / Unzip

•Create public URL

etc.

Revise/Edit

Upload

◼  You can access as a guest user in a workspace where several people can collaborate.

 In the workspace, you can upload, download, view and edit documents. You can also add comments 

and annotation notes to documents and communicate with other users.

Host User

(Invitee)

Functions available only to Host User.

Functions available to Guest User.

Revise/Edit
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Prior preparation

You will be notified either [p. 5 Email invitation] or [p. 6 Additional email].

 Please proceed the settings in accordance with the notified content.
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◼  When you have been invited as a Guest User of FUJIFILM IWpro, you will receive the following email

When you have been notified of a Guest User invitation email

 Operation steps

①  Click [Tenant Participation Confirmation URL].

 You will be redirected to the FUJIFILM BI Direct screen. Please 

follow the on-screen instructions to proceed with the settings. 

Settings proceed in the following order.

 Confirmation of participation intention > Password setting > 

Agree to the Privacy Policy > Agree to “Fujifilm BI Direct Terms 

and Conditions” > Registration of customer information

②  Select [FUJIFILM IWpro] on the service you are using. 

Then, Log in to the FUJIFILM IWpro Workspace.

 *If access rights have not been granted on workspace yet, the 

error message shown on P9 will appear.
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◼  When you have been added as a guest user of FUJIFILM IWpro, you will receive the following email.

When you have been notified by email of the addition of a Guest User.

 Operation steps

①  Click on the URL [Initial Settings:] to go to the FUJIFILM IWpro 

manual.

②  Click on the [Regular user: Flow of Operations] link.

③ Follow the instructions on the manual screen below and carry 

out the settings in [1.],[2.] and [4.] according to the settings on 

each screen.

 *Skip [3.] as it is unnecessary.

Follow the on-screen instructions to set the following.

[1.] Set the password.

[2.] Agree to the privacy policy.

[2.] Agree to the Fujifilm BI Direct Terms and Conditions.

[2.] Register your information.

Follow the on-screen instructions to set the following.

[4.] Log in to the FUJIFILM IWpro workspace.

*If access rights have not been granted on workspace yet, the 

error message shown on P9 will appear.
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Log in / Log out



FUJIFILM Business Innovation Corp. 8

Log in / Log out

The log in and log out operations are described below.

 Operation steps (login)

①  Access https://fbiwpro.Fujifilm.com/ from a web browser 

(Microsoft Edge, Google Chrome)

②  Enter your user ID and password and click the [Login] button.

 If access rights have not been granted on workspace yet, the error 

message shown on P9 will appear.

If you belong to multiple tenants, a tenant selection screen may 

appear. If it does appear, please select the appropriate tenant.

 Operation steps (Logout)

①  Click the [User information] icon at the top right of the screen.

②  Click on the [Logout] menu

 The logout process is completed and you are redirected to the 

login screen.

 If no operations are performed in the workspace for a certain period 

of time, the logout process will be performed automatically.

https://fbiwpro.fujifilm.com/
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◼  After logging into FUJIFILM IWpro, the following error message will appear if a workspace with access 

rights does not exist. Please check with the person in charge at the company that invited you to the 

workspace about granting your access rights to the workspace.

Supplementary Info) Error message when there is no workspace with access rights
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What you can do on the workspace
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List of functions available to Guest User

⚫  Navigation header

⚫  App launcher Menu

⁃  Workspace

•  Advanced Document Search

⚫ Notifications

⚫  Help

⚫  Personal Settings

⁃  Copying

⁃  Open

⁃ FUJIFILM IWpro Tools

⚫  User information

⁃  Profile

⁃ Switch Tenant

⁃  Logout

⚫  Workspace

•  Switch thumbnail/list view

• Filter List View

•  Displaying preview

•  Refresh

•  Sort

•  Creating

⁃ Microsoft Excel

⁃ Microsoft PowerPoint

⁃ Microsoft Word

⁃ Web Link

⁃ Create Text Document

⁃ Folder

•  Upload

⚫  Document Operations

• Open

•  Add New Version

•  Changing name

•  Date Stamp

•  Text Stamp With Date

•  Note

•  Basic Stamp

•  Custom Stamp

•  Show in browser in DocuWorks format

•  Display as PDF

•  Open in Browser

•  Open in Desktop Application

• Copying

•  Download

•  Lock

•  Unlock

• Properties *View only

• Version *Only versions you added can be deleted

•  Operation History

•  Output Operation History to PDF

•  Comment

• Ooutput Messages and comments to 

PDF

•  Copy URL

• Delete *Only documents you created can be deleted

⚫  Folder Operations

• Open

•  Changing name

•  Cop

•  Operation History

•  Copy URL

• Delete * A folder can be deleted only if you created it 

and all of its documents.
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Screen Layout of the Navigation Header

 Application launch menu

Guest users can select 

Workspace only.
 Notifications

You can view notifications such as document uploads 

on the workspace and comments by document.

 Help

 Release notes and on-line manuals can be viewed.

 Personal settings

 You can change the default settings for [Copying] 

and [Open] operations. These settings only apply to 

your account.

 You can download and install [FUJIFILM IWpro

Tools]. This allows you to use FUJIFILM IWpro more 

conveniently by enabling desktop notifications and 

document editing via desktop applications.

 User information

 You can check and change your [Profile].

 You can [log out].

Advanced Document Search

You can search for documents and folders in the 

workspace based on your search criteria.
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Workspace:

Switch thumbnail/ list view/ Displaying preview/ Refresh/ Sort

You can select workspaces to 

which you have been invited as 

a Guest User.

You can switch between 

[Thumbnail view] and [List 

view].

You can refresh the 

displayed screen to the latest 

state.

Documents can be quickly displayed 

in the preview screen, and you can 

navigate smoothly through multiple 

pages.
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Workspace: list view

The List view screen allows you to 

view document property information 

in a list.

User1

Guest1
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Workspace: create new / upload

A menu can be displayed by right-

clicking on the screen on the 

workspace.

New documents, links and folders can be 

created.

You can upload documents on PC.

 You can also register documents directly on the 

workspace using D&D.
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Workspace: display of document operations (1/2)

For the operations of a document, an operation menu 

can be displayed by right-clicking on the document.
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Workspace: displaying document operations (2/2)

You can view all document-related operations from the 

[9-Dot Grid Menu]
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Workspace: document operation (Annotation Notes)

Annotation notes and stamps can be added to 

documents to send comments to others.

You can use [Date stamp], [Annotation note] and [Basic 

Stamp] as annotations.
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Workspace: document handling (comments)

You can send and receive chat comments on the 

document to facilitate communication.. When making 

mentions, you can select users in the workspace by 

entering "[@]".

 By combining annotations and comments function, you 

can communicate more efficiently.

User1

Guest1

User1
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Reference information
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⚫ On-line Manual (Please select “Workspace” from Select by Function)

https://opencds-fb.fujifilm.com/gen/fbiwpro_aux/help/en/manual/index.html

 *Only limited functions listed in this on-line guide are available for Guest User

Reference information

https://opencds-fb.fujifilm.com/gen/fbiwpro_aux/help/en/manual/index.html
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