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)9D>E9%0ก%F Internet Explorer 
 

 
 

I'ก;6J; %K7= URL M*(%K77$'%7%%N*O)1PกQ%*;Oก$RS;<3*( Address (E>UQVW URL QVWIK%K7=;6J;IK
0XกX3'(ก6;**กY9S;0X31K Site) 
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I'ก;6J;Q\'X'FM6J;X*;>6(X3*Y9;VJ 

1. A1OกQVW9=]F    Q'(>&';^&'UF_* >6(`'aX62*U3'( 

 
 
 

2. ก%*กM&*Fb1SB&A%7c&2; S;B;&' Login 

 
 

 

2.1 ก%NVQVWFV Password  ก%*ก Login 01K Password SB&cbกX&*( 01&2ก>  
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2.2 db&S<&(';$'F'%c)91VWU;%B6$d3';SBF3E>U)1_*ก)F;b  I'ก;6J;)1_*ก)91VWU;%B6$d3'; 
>6(`'aX62*U3'(    

                                         

 
 

 

2.3 S;B;&' Change Password ก%*ก password QVWS<&S;9fII=76; S;<3*( [%B6$d3';)>OF] ก3*;  
01&2Ii(ก%*ก password QVWX&*(ก'%)91VWU;SBF3S;<3*( [%B6$d3';SBF3] 01K<3*( [%B6$d3';

Q2;]  E>UX&*(ก%*กSB&)BF_*;ก6; I'ก;6J;ก>9=]F    )9:;*6;)$%PI$OJ;ก'%)91VWU;
%B6$d3'; 
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B;&'0%ก)F_W*)M&'$b3ก'%S<&(';%K77 073($32;ก'%S<&(';**ก)9:; 3 $32; A_* 
1. $32;)F;bก'%S<&('; ^iW(9%Kก*7Y9>&2U)F;b Home , )A%_W*(F_* , )91VWU;db&S<&(';  ^iW(IK*kO7'US;

$32;c6>Y9 
2. $32;0$>(ก13*()*ก$'% ^iW(IK0$>(%'U<_W* ก13*()*ก$'% QVWdb&S<&(';$'F'%c)M&'S<&(';B%_*Y>&%67

$OQkOX3'(lS;ก'%>\');O;(';S;ก13*( ก13*(;6J;Y>&  
3. $32;0$>(d1 IK)91VWU;091(0$>(d1Y9X'Fก'%Q\'(';S;0X31K$32; S;B;&'0%ก;VJ IK0$>(

%'U<_W*)*ก$'%QVWU6(YF3Y>&)9D>*3';S;ก13*( Inbox E>U073(X'F$OQkOS;ก'%)M&'>b)*ก$'% >6(X62*U3'( 
 

 
 

 

 

1 

2 

3 
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����ก�	
��
�����
��ก�'A� 3 ��;= ��BกC ���  
1 ���� Home )F_W*)1_*กQVW)F;b;VJ IK9%'กnB;&'B16กM*(E9%0ก%F ^iW(IK0$>($%=9)*ก$'%QVW)M&'F'

SBF3 a%&*FQ6J(0$>(%'Uก'%)*ก$'%QVW)M&'SBF3Q6J(BF> >6(`'aX62*U3'( 

 
 

2 ���� ��	�9�
��� ����
�ก�D����
 E��	�9�
���F  9%Kก*7Y9>&2Uof(กR<6W;ก'%Q\'(';X3'(l 
>6(X3*Y9;VJ 

 

 
 

 
 

2 
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2.1 �'�G9<�	�B�H��� :  $'F'%c)91VWU;%B6$d3';SBF3Y>& (2OkVก'%S<&(';Y>&*kO7'US;B62M&*
ก'%)M&'$b3%K77M&* 2.3) 

2.2 ��D=	�<��9� : IK0$>(%'U<_W*db&S<&(';B%_*B;32U(';QVWS<&E9%0ก%FS;%K77Q6J(BF>  )a_W*S<&
S;ก'%A&;B'%'U<_W*01KI6>ก1=3F%'U<_W*B%_*B;32U('; 

 
 

3. ���� �'�G9<�H��
��
�� $\'B%67X&*(ก'%)91VWU;db&)M&'S<&(';%K77 )F_W*)1_*กQVW)F;b;VJ E9%0ก%FIK
0$>(B;&'I*)M&'$b3%K77 )a_W*SB&db&S<&(';S$3<_W*db&S<&(';01K%B6$d3'; 
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     ก3*;QVWIK)%OWFS<&(';%K77;6J; db&S<&A2%Q\'A2'F%b&I6กก67$32;9%Kก*7B;&'I*ก'%Q\'(';X3'(lM*(%K77
)$VUก3*;  

'DI��:��B9

�ก�	�B9

��  9%Kก*7Y9>&2U9=]FI'กQ'(^&'UY9M2'X'F1\'>67>6(X3*Y9;VJ 
 

 
 

1. 9=]Fก'%I6>ก'%Eo1)>*%R    $\'B%67I6>ก'%%b9077M*(Eo1)>*%R 9%Kก*7>&2U)F;bU3*U >6(;VJ 

•    Refresh    $\'B%67ก'%)%VUก>bEo1)>*%RQVW$'F'%c)M&'ci(Y>&  I'ก Server *VกA%6J( E>U
SB& Server $3(M&*Fb113'$=>F'SB& 

•  $%&'(Eo1)>*%RSBF3  $\'B%67ก'%$%&'(Eo1)>*%RSBF3 

•   )91VWU;<_W*Eo1)>*%R  $\'B%67ก'%)91VWU;<_W*Eo1)>*%R 

•   17Eo1)>*%R  $\'B%67ก'%17Eo1)>*%RQVWYF3X&*(ก'% 

•   U&'U$b3Eo1)>*%R....   $\'B%67ก'%U&'U%'Uก'%Y9$b3Eo1)>*%RQVWX&*(ก'% 

2. 9=]FA&;B'     )a_W*ก'%A&;B')*ก$'%B%_*%'Uก'%X3'(l  B%_*)9:;ก'%ก\'B;>)(_W*;YMS;ก'%0$>(
%'Uก'%)*ก$'% S<&(';Y>&E>Uก'%A1OกQVW%b9023;MU'U B%_*aOFaRA\'QVWX&*(ก'%A&;B'1(S;<3*(23'(
B16(%b9023;MU'U I'ก;6J;ก>  Enter  

3. 9=]F Refresh       $\'B%67ก'%)%VUก>b%'Uก'%S;ก13*()*ก$'%I'ก Server *VกA%6J( E>USB& 
Server $3(M&*Fb113'$=>F'SB& 

 
 

3 

2 

1 
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	�<ก�	ก���
��ก��	��
H��
�������
���;<
�� 
  A_*%'U<_W*7=AA1M*(db&S<&ก13*()*ก$'%;6J; B'ก)9:;B;32U(';B%_*X\'0B;3(

IK)9:;$6r16กsNR>6(`'a     `'US;ก13*()*ก$'%0X31Kก13*(IK
9%Kก*7Y9>&2U$32;X3'(l >6(;VJ 

• : %'Uก'%)*ก$'%)M&' )กP7%'Uก'%)*ก$'%QVW$3()M&'F'U6(db&S<&B%_*B;32U(';  
E>US; inbox $'F'%c$%&'(  Folder U3*U l Y>&*Vก 

•   : ก13*(%'Uก'%)*ก$'%QVW7=AA1B%_*B;32U(';)dU0a%3)*ก$'%$b3$'k'%NK 

• : %'Uก'%)*ก$'%**ก )กP7%'Uก'%)*ก$'%QVWdb&S<&B%_*B;32U(';$3(**ก 

•  : %'Uก'%)*ก$'%QVW$%&'(MiJ;B%_*I6>)กP7ก3*;ก'%$3()*ก$'%**กY9U6(db&*_W; 
B%_*B;32U(';*_W; )a_W*A2'F$K>2กX3*ก'%S<&(';M*(db&S<& 

•   : )9:;ก13*()*ก$'%QVWS<&$\'B%67)*ก$'%QVWcbก$3()M&' 
B%_* $3(**กI'ก$OQkOudb&c_*A%*(X\'0B;3(;6J;l  (^iW(0X31K$c'76;IKก\'B;>$OQkRM*(db&c_*
A%*(X\'0B;3(;6J;B%_*YF3กPY>& E>UIKMiJ;*Ub3ก67A2'F)BF'K$FM*(0X31KB;32U(';) 

•  : )9:;ก13*()*ก$'%QVWS<&$\'B%67)*ก$'%QVWcbก$3()M&' B%_* $3(**กI'ก
B;32U(';M*(db&S<&%K77 

•   : %'U)*ก$'%QVWdb&S<&B%_*B;32U(';)9D><3*(Q'(SB&db&QVWX&*(ก'%Q%'7
$'F'%c$_7A&;Y>& 0X3X&*(Y>&%67$OQkOuS;ก'%)M&'>b)*ก$'%I'กB;32U(';B%_*7=AA1db&$%&'(
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)*ก$'%;6J; 

• : )F_W*db&S<&B%_*B;32U(';YF3X&*(ก'%)*ก$'%<OJ;S> $'F'%cY9U6(ก13*()กP7
)*ก$'%QVWYF3X&*(ก'%;6J;l 01&2)1_*ก)*ก$'%QVWX&*(ก'%IK17>bI'ก List M*()*ก$'%ก13*(l 
;6J; (>6(`'aX62*U3'( IK)9:; List M*(ก13*()*ก$'% Sentbox) 

 

 
 

01&2ก>QVW9=]F Delete 7;09v;aOFaR IKFVB;&'X3'(0$>(MiJ;F'QVWB;&'I*%K77)a_W*c'F23' wA=N
0;3SIB%_*QVWIKQ\'ก'%U&'U%'Uก'%B16ก;VJY9U6( Recycle Biny >6(`'aX62*U3'( 
 

 
 

SB&db&S<&ก>QVW9=]F    )a_W*U_;U6;ก'%U&'U)*ก$'%Y9U6(c6(MUK  E>UQVWIK)*ก$'%
)B13';6J;IKU6(*Ub3S;%K77 0X3IK*Ub3S;$32;QVW)9:; Recycle Bin B'กQ\'ก'%^3*;Y2&กPIKF*(YF3
)BP;)*ก$'%S;ก13*(;VJ 
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	�<ก�	��ก��	�G9�<��
�ก���
J��
C 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

db&S<&$'F'%cA1Oก)a_W*)M&'Y9)1_*ก>b
)*ก$'%S;0X31K%'Uก'%Y>& 
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ก���
�	��
��ก��	 (Document box) 
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1 �	��
��ก��	  Document  
1.1 )1_*ก23'X&*(ก'%$%&'()*ก$'%S;;'FM*(SA% (ก%NVQVWA=NY>&%67F*7$OQkOI'ก7=AA1B%_*

B;32U(';S>l) E>Uก'%ก>QVW%'U<_W*S;ก%*7Q'(^&'U  >6(X62*U3'(S;`'a9%Kก*7  
 

    
 

 
 
 

1.2 ก>QVW9=]F      )1_*ก9%K)`Q)9:;   
 

 
 

1.1 
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IK9%'กnB;&'I*>6(`'aX62*U3'( 

 

 
 

1.3 aOFaRB62)%_W*()*ก$'%S;<3*(M*( w)%_W*(y 
1.4 ก%*กM&*A2'F%'U1K)*VU>X3'(lS;<3*( w7QA6>U3*y 

1.5 ก>QVW9=]F  )a_W*%K7=%'U1K)*VU>91VกU3*U)aOWF)XOF  E>UIKFV<3*(SB&ก%*ก
%'U1K)*VU>X3'(l (>6(`'a9%Kก*7) 

 
 
 
 
 

1.2 

1.4 

1.5 1.3 
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• ;B��G9���� (26;QVWdb&S<&B%_*B;32U(';Q\'ก'%$%&'()*ก$'% B%_*26;QVW)*ก$'%)M&'S; inbox S;
ก%NVdb&S<&B%_*B;32U(';)9:;db&%67) 

• '	��(���ก��	 ($'F'%cก>)1_*ก%K7=9%K)`QM*()*ก$'%QVW$%&'(Y>&E>Uก>9=]F   ) 

• �����B
���  (A_*)1MB;6($_*QVW%K7=S;X62)*ก$'%) 

• 	�=B��BR��;���	�;  ($'F'%cก>   )a_W*Q\'ก'%)1_*ก%K>67<6J;A2'F)%P2Y>&) 

• 	�=B��BR��;���B�  ($'F'%cก>   )a_W*Q\'ก'%)1_*ก%K>67<6J;A2'F167Y>&) 

• ;B��G9��ก��	  (A_*26;QVWQVW%K7=S;X62)*ก$'%) 

• �	G<�  ( S;$32;M*(<3*(;VJ$'F'%cก%*กX62*6กs%B%_*ก>QVW9=]F  กPY>&IK9%'กn$F=>
%'U<_W* / Address Book 01K)F_W*X&*(ก'%IK17%'U<_W*QVWY>&)1_*กY901&2)a_W*Q\'ก'%0ก&YM 

SB&ก>QVW9=]F    IK17%'U<_W*;6J;**ก 01&2Ii(Q\'ก'%)1_*ก%'U<_W*SBF3)M&'Y9 ) 

1.5 

1.6 
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o *kO7'U ()%VU;)   (S;$32;M*(<3*(;VJdb&$%&'()*ก$'%$'F'%caOFaRX62*6กs%X3'(lY>&  
E>UIK)9:;ก'%MU'UA2'F)M&'SI S;<3*( w)%VU;y ) 

• ���
ST
 (M&*A2'F)   (S;QVW;VJ*'Iก%*ก%'U1K)*VU>B%_*YF3ก%*กกPY>&) 
o *&'(ci( (%'Uก'%) (S;QVW;VJA_*ก'%0;7$OW(QVW*&'(ci()9:;Yo1RM&*Fb1QVWX&*(ก'%)M&'$b3%K77) 

FV$*($32;SB&)1_*ก A_*  ก>QVW9=]F       IK9%'กn
B;&'X3'( >6(`'a 

 
SB&db&S<&Q\'ก'%A&;B')*ก$'%I'กก13*()*ก$%&'( (Document box) B%_* ก13*(
)*ก$'%)M&' (Inbox) 

 

SB&db&S<&(';ก\'B;>)(_W*;YM A_* A\'A&;B' 01K<32(26;QVW  QVWX&*(ก'%01Kก>QVW 9=]F  

   
B%_*ก>QVW9=]F  )a_W*ก%*กM&*Fb1B;6($_*SBF3 IK9%'กn
B;&'X3'( >6(`'a 
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o )1MB;6($_* (A_*)1MB;6($_*QVW%K7=S;X62)*ก$'%) 
o )%_W*(  (aOFaRB62)%_W*()*ก$'%) 
o 26;QVW)*ก$'%  (A_*26;QVWQVW%K7=S;X62)*ก$'%) 

SB&db&S<&(';ก>QVW 9=]F     
 

• ��9
�G9��
��=�;<  (Q6J(;VJIKFVB%_*YF3กPY>&) 

• ���B=<�� (ก%*กM&*Fb1%'U1K)*VU>);_J*B')*ก$'%*U3'(U3*1() 

• U�ก (กPS<&2OkVก'%)>VU2ก6;ก67 w)%VU;y A_*$'F'%cก%*กX62*6กs% B%_*ก>QVW9=]F  กPY>&IK

9%'กn$F=>%'U<_W* ) 01KB'กX&*(ก'%17กPSB&ก>$6r16กsNR  
o *kO7'U (I'ก)  (S;$32;M*(<3*(;VJdb&$%&'()*ก$'%$'F'%caOFaRX62*6กs%X3'(lY>&  E>U

IK)9:;ก'%MU'UA2'F)M&'SI S;<3*( wI'กy) 

• U:��;�����  ($'F'%cก%*กI\';2;B;&' Y>&S;ก%NVQVW)*ก$'%QVW0;7FVI\';2;F'กก23'
B;iW() 

• ก	��	�<��;��=:�����ก�	  (db&$%&'($'F'%c)1_*กY>&Q6J( 077ก\'B;>%KUK)21' 01K
YF3ก\'B;>) 

• ��<D��ก��	  )%OWFS<&(';X6J(0X3 (E>UIKFVSB&)1_*กQ6J(26;QVW9fII=76; B%_* $'F'%cก\'B;>
26;QVWY>&)*() 

• ���<��JD  ($'F'%cก%*ก%'U1K)*VU>)aOWF)XOFY>&X'FX&*(ก'%) 
^iW(IKFV<3*(             )a_W*SB&S$3)A%_W*(BF'U         B'กX&*(ก'%)dU0a%3 / *;=r'XSB&
B;32U(';*_W;l Q\'ก'%A&;B')*ก$'%;VJY>& 

 

1.6 $OQkOuS;ก'%0;7)*ก$'%)aOWF)XOF db&S<&X&*(ก\'B;>$OQkOuS;ก'%0;7)*ก$'%$'k'%NKM*(db&%67
)*ก$'%  E>U*;=r'XSB&db&%67Q=กA; 0;7)*ก$'%)aOWF)XOFY>& B%_* IK*;=r'X7'(7=AA1B%_*
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B;32U(';QVWIK$'F'%c0;7)*ก$'%)aOWFY>&  E>Uก>   IK)M&'$b3B;&' w$F=>%'U<_W*y 
)a_W*Q\'ก'%)1_*ก%'U<_W*QVWX&*(ก'% X62*U3'(IK9%'กnB;&'X3'(>6(`'a>&';13'( 

 
 

01K)F_W*)1_*ก%'U<_W*B%_*B;32U(';)%VU7%&*U01&2SB&ก>QVW 9=]F  )a_W*9D>B;&'I*$F=>
%'U<_W* 
%'U<_W*B%_*B;32U(';QVW)1_*กกPIK9%'กn*Ub3S;<3*( >6(`'aX62*U3'( 
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1.7 $'F'%cQ\'ก'%0;7)*ก$'%X&;)%_W*(Y>& 2 2OkVA_* ก>QVW9=]F 

  IK9%'กnB;&'I* >6(`'a     

 
 

I'ก;6J;ก>QVW9=]F   )a_W*Q\'ก'%A&;B'Yo1RQVWX&*(ก'%0;7I'ก)A%_W*(A*FaO2)X*%RM*(

db&S<&(';01K$'F'%c)1_*กYo1RY>&F'กก23' 1 Yo1R  )F_W*Q\'ก'%)1_*กYo1RA%7c&2;SB&ก>9=]F  

B%_* ก>9=]F     IK9%'กnB;&'I* >6(`'a 
 
 
 

1.7 

1.8 
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o <_W*  (ก%*ก<_W*)*ก$'%QVWX&*(ก'%0;7) 
o URL  (%K7=<_W* URL  QVWX&*(ก'%*&'(*O() 

I'ก;6J;ก>9=]F   )9:;*6;)$%PI$OJ;ก'%0;7)*ก$'%X&;)%_W*( 

1.8 )F_W*ก%*ก%'U1K)*VU>X3'(lS;)*ก$'%A%7c&2;01&2 SB&ก>QVW9=]F  %K77IKQ\'
ก'%$%&'()*ก$'% 01&2)กP7)*ก$'%QVWcbก$%&'(;6J;Y2&S;ก13*(  )9:;*6;I7
M6J;X*;ก'%$%&'()*ก$'% 
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2 �	��
��ก��	���;��
��ก 
2.1 )1_*ก23'X&*(ก'%$%&'()*ก$'%S;;'FM*(SA% (ก%NVQVWA=NY>&%67F*7$OQkOI'ก7=AA1B%_*

B;32U(';S>l) E>Uก'%ก>)1_*กQVW%'U<_W*S;ก%*7Q'(^&'U )BF_*;ก67ก'%$%&'()*ก$'%S;
B;&' 19  
ก%NVX62*U3'(>6(`'a IK)9:;ก'%$%&'()*ก$'%I'กก13*(  S;;'FM*(7=AA1 
<_W* db&a6|;'%K77 1 Vision Net 

 

 
 

2.2 ก>QVW9=]F   )1_*ก9%K)`Qก'%$%&'()*ก$'%)9:;  

 
 
 

2.3 aOFaRB62)%_W*()*ก$'%QVWX&*(ก'%$%&'( S;<3*(M*( wB62)%_W*(y 

2.4 ก>QVW  )a_W*%K7=%'U1K)*VU>91VกU3*U)aOWF)XOF (>6(FV%'U1K)*VU>QVWY>&ก13'2Y2&S;

2.2 

2.1 

2.3 2.4 
2.5 

2.6 

2.7 
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M6J;X*;ก'%$%&'()*ก$'%) 
2.5 ก%*กM&*Fb1%'U1K)*VU>);_J*B')*ก$'%*U3'(U3*1(S;<3*( w7QA6>U3*/);_J*B')*ก$'% 

(Abstract)y 

2.6 ก>QVW9=]F  )a_W*%K7=91'UQ'(db&%67)*ก$'% %K7=I=>F=3(BF'US;ก'%$3()*ก$'% 
%2FQ6J(%K7=%'U1K)*VU>91VกU3*U*_W;l0UกX'F%'U7=AA1 %K77IKQ\'ก'%)9D>B;&'X3'(B;&'
SBF3MiJ;F' ^iW($'F'%cQ\')aOWF)XOF%'U<_W*91'UQ'(db&%67Y>&S;B;&';VJ E>UIK*kO7'US;M&* 2.9 

2.7 0;7)*ก$'%$'k'%NK  E>Uก>QVW9=]F   db&QVWY>&%67)*ก$'%}767;VJQ=กA; IK$'F'%c
F*()BP;Yo1R;VJ YF323'IK)กO>ก'%$3(X3*Y9*VกกVWA%6J( db&%67Q=กA;กPIK$'F'%cF*()BP;Yo1R;VJY>& 

 
 

2.8 B;&'I*ก'%$3(ci( >6(`'aX62*U3'(9%Kก*7 
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2.9 )1_*กก\'B;>)9v'BF'US;ก'%$3( 0UกX'F%'U7=AA1B%_*B;32U(';  E>Uก>QVW9=]F 

  %K77IK)9D>)M&'$b3B;&'I*    )a_W*)aOWF%'Uก'%
91'UQ'(db&%67 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.8 
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E>U)1_*ก%'U<_W*7=AA1B%_*B;32U(';QVWX&*(ก'% 01&2ก>0c7)F'QRY9QVW<_W*;6J; )a_W*SB&<3*(

>&';M2'F_*0$>(%'U1K)*VU>>6(`'a>&';13'( 01&2Ii(ก>  ^iW(2OkVS<&(';B;&' 
w$F=>%'U<_W*y *U3'(1K)*VU>IK*kO7'US;`'UB16( 

01K)F_W*ก>  01&2%K77IK76;Qiก<_W*B%_*B;32U(';QVWdb&S<&)1_*ก01K**กF'$b3
B16กก'%$%&'(01&2$3()*ก$'% 
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2.10 $'F'%c9%670X3(1\'>67%'U<_W*ก3*;B16( (1\'>67;VJIKFVd1X3*1\'>67S;ก'%$3()*ก$'%S;ก%NV
QVW)1_*ก9%K)`Q2OkVก'%$3(**ก)9:;077 wX'FM6J;X*;y B%_*)1_*ก%b9077ก'%$3()*ก$'%)9:;
077 wX'F1\'>67y) 

2.11 ก%NVQVWFVก'%)aOWF91'UQ'(db&%67dO>a1'> $'F'%c17**กY>& E>Uก>Y9QVW9=]F;VJ 

 
 

2.12 ก\'B;>%b9077ก'%$3()*ก$'%**ก 23'X&*(ก'%$3()*ก$'%077S> 
2.13 ก\'B;> wก'%**ก)1M$3(y 

2.14 )F_W*ก%*กM&*Fb1)*ก$'%A%7c&2;01&2 Ii(ก>QVW9=]F  

2.15 %K77IK0$>(B;&'I*B16กM*(ก'%$%&'(01&2$3()*ก$'% >6(`'aX62*U3'( )F_W*X%2I$*7I;

0;3SI23'Y>&%K7=%'U1K)*VU>A%7c&2; a%&*F$3(SB&ก>9=]F   

 
 

 

2.9 2.10 2.11 

2.12 

2.13 

2.14 
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2.12 
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3 	B���ก��	 

 
 

3.1 )1_*ก23'X&*(ก'%$%&'()*ก$'%S;;'FM*(SA% (ก%NVQVWA=NY>&%67F*7$OQkOI'ก7=AA1B%_*
B;32U(';S>l) E>Uก'%ก>)1_*กQVW%'U<_W*S;ก%*7Q'(^&'U  

3.2 ก>QVW9=]F    )1_*ก9%K)`Qก'%$%&'()*ก$'%)9:;    
 

 
 
 

3.3 )1_*ก%K7=9%K)`Qก'%**ก)1M%67 23'IK**กBF'U)1M%67B%_*YF3 E>Uc&')1_*ก**กBF'U)1M

%67$'F'%cQ\'ก'%9%67)1MY>& E>UQ\'ก'%ก>QVW9=]F   
3.4 )1_*ก%K7=)9v'BF'U X'FI%O(M*()*ก$'% E>Uก>QVW9=]F  )a_W*)1_*ก 
3.5 %K7=B62)%_W*()*ก$'%QVWX&*(ก'%%67 

3.2 

3.1 

3.3 

3.4 

3.6 

3.7 

3.5 
3.8 

3.9 
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3.6 ก>QVW9=]F  )a_W*%K7=%'U1K)*VU>91VกU3*U)aOWF)XOF (>6(FV%'U1K)*VU>QVWY>&ก13'2Y2&
S;M6J;X*;ก'%$%&'()*ก$'%) 

3.7 ก%*ก);_J*A2'FE>U$6()M9M*()*ก$'%QVWX&*(ก'% 1(S;<3*( w7QA6>U3*y 
3.8 0;7)*ก$'%)aOWF)XOF Y>&E>Uก'%0;7)*ก$'%I'กX&;)%_W*(2OkVก'%0;7Y>&ก13'2Y901&2M&'(X&;

S;)%_W*(ก'%$%&'()*ก$'%M&* 1.7 

3.9 )F_W*X%2I$*723'Y>&ก%*กM&*Fb1I;A%7c&2;01&2 Ii(ก>9=]F   %K77IKQ\'ก'%
76;QiกM&*Fb1ก'%%67)*ก$'% 
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4 	B���ก��	���;��
��ก 

 
 

4.1 )1_*ก23'X&*(ก'%$%&'()*ก$'%S;;'FM*(SA% (ก%NVQVWA=NY>&%67F*7$OQkOI'ก7=AA1B%_*
B;32U(';S>l) E>Uก'%ก>)1_*กQVW%'U<_W*S;ก%*7Q'(^&'U 

4.2 ก>QVW9=]F   )1_*ก9%K)`Qก'%$%&'()*ก$'%)9:;  

 

4.3 )1_*ก%K7=9%K)`Qก'%**ก)1M%67 23'IK**กBF'U)1M%67B%_*YF3 E>Uc&')1_*ก**กBF'U)1M

%67$'F'%cQ\'ก'%9%67)1MY>& E>UQ\'ก'%ก>QVW9=]F   
4.4 )1_*ก%K7=)9v'BF'U X'FI%O(M*()*ก$'%  E>Uก>QVW9=]F  )a_W*)1_*ก 

4.2 

4.7 

4.4 

4.5 

4.1 

4.3 

4.6 

4.8 

4.9 
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4.5 %K7=B62)%_W*()*ก$'%QVX&*(ก'%%67 

4.6 ก>QVW9=]F  )a_W*%K7=%'U1K)*VU>91VกU3*U)aOWF)XOF (>6(FV%'U1K)*VU>QVWY>&ก13'2Y2&
S;M6J;X*;ก'%$%&'()*ก$'%) 

4.7 ก%*ก);_J*A2'FE>U$6()M9M*()*ก$'%QVWX&*(ก'% 1(S;<3*( w7QA6>U3*y 

4.8 ก>QVW9=]F  )a_W*%K7=91'UQ'(db&%67)*ก$'% %K7=I=>F=3(BF'US;ก'%$3()*ก$'% 
%2FQ6J(%K7=%'U1K)*VU>91VกU3*U*_W;l0UกX'F%'U7=AA1 %K77IKQ\'ก'%)9D>B;&'X3'(SBF3
MiJ;F' ^iW($'F'%cQ\'ก'%)aOWF)XOF%'U<_W*91'UQ'(db&%67Y>&S;B;&';VJ  2OkVก'%S<&(';>6(QVWY>&
ก13'2Y2&S;M&* $%&'()*ก$'%01&2$3(**ก 

4.9 )F_W*X%2I$*723'ก%*กM&*Fb1I;A%7c&2;01&2 Ii(ก>9=]F  %K77IKQ\'ก'%
76;Qiกก'%$%&'()*ก$'%%6701&2$3(**กกPIK)$%PI$F7b%NR 
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ก���
��ก��	��ก (Sentbox) 

 



E-Document  E-Doc for Web Application Manual 

Powered by Vision Net Co., Ltd.  Page 36 of 71 

E
-
D
o
c
u
m
e
n
t
 fo
r
 W
e
b
  

1 ก���
��ก��	��ก 

 
 
 

 
 

1.1 $'F'%c)<PA%'Uก'%$3()*ก$'% $c';KM*()*ก$'% 0UกX'F%'U7=AA1 Y>&I'ก Sent box 

E>Uก'% ก>QVW  
1.2 X%2I>b$c';KM*()*ก$'% I'ก$6r16กsNRB;&'%'Uก'%QVW0$>(MiJ;F' 

 
1.3 >67)7OJ1A1OกQVW%'Uก'%)*ก$'%QVW$;SI B%_* )%_W*( )a_W*)M&'$b3B;&');_J*B')*ก$'%QVWY>&$3(**ก 

 
 

 

1.1 

1.3 

1.1 

1.2 
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2 ก�	<ก���กก�	��
��ก��	 $'F'%cQ\'Y>&QVWก13*()*ก$'%**ก   S;ก%NVQVWA=N)9:;db&$3(
)*ก$'%**ก 01Kdb&%67;6J;U6(YF3Y>&Q\'ก'%)9D>>b)*ก$'%)Q3';6J;Ii(Q\'ก'%Uก)1OกY>& (E>UUก)1OกY>& 
0UกX'F%'U7=AA1 

 
 

2.1 S;B;&' );_J*B')*ก$'%M*(   ก>QVW9=]F   
2.2 IK9%'กnB;&'I*U_;U6;ก'%Uก)1Oก)*ก$'% SB&ก%*ก)BX=d1S;ก'%Uก)1Oก1(S;<3*(23'( 

2.3 I'ก;6J;ก>9=]F  
 

 
 

2.4 B'กก'%Uก)1Oก)*ก$'%)$%PI$F7b%NR %K77IK0$>(ก%*7EX&X*7 U_;U6;ก'%Uก)1Oก)*ก$'%
)$%PI$OJ;              

 

2.1 

2.3 
2.2 



E-Document  E-Doc for Web Application Manual 

Powered by Vision Net Co., Ltd.  Page 38 of 71 

E
-
D
o
c
u
m
e
n
t
 fo
r
 W
e
b
  

 
 

 
 
 
 

 
 

ก���
��ก��	���� (Inbox) 
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1. ก���
��ก��	���� 

1.1 )M&'$b3ก13*()*ก$'%)M&'E>Uก'% A1OกQVW   

 

 

1.2 )F_W*X&*(ก'%)M&'Y9>b);_J*B')*ก$'%*U3'(A%7c&2; SB&>67)7OJ1A1OกQVW%'Uก'%)*ก$'% 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.1 1.2 
$'F'%c)1_*กY>&23'IK)M&'Y9>b);_J*B'
)*ก$'%E>Uก>)1_*กI'ก BF'U)1M%67 ,
)%_W*( B%_*$3(F'I'กQVWS>กP$'F'%cQ\'Y>& 
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1.3 M&*Fb1M*(db&$3( E>U%K77IK0$>()1MQVW$3( $3(I'ก 26;QVW$3( %K>67ก'%$3( 01K26Xc=9%K$(AR1(
;'F/$6W(ก'%M*(ก'%$3()*ก$'%}767;6J; 

1.4 M&*Fb1)*ก$'% %K77IK0$>( )1M)*ก$'% %K>67<6J;A2'F)%P2 %K>67<6J;A2'F167 9%K)`Q
)*ก$'% 26;QVWQVW%K7=S;)*ก$'% )%VU;ci( *&'(ci( $OW(QVW$3(F'>&2U I\';2;B;&' (c&'FV) )I&'M*(
)*ก$'% (7=AA1B%_*B;32U(';) 26;QVW$%&'()*ก$'%}767;6J; 

 

 

1.3 

1.4 

1.7 

1.9 

 1.10 

1.8 
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1.5 7QA6>U3* B%_* );_J*B')*ก$'%(c&'FV) 
1.6 BF'U)BX= (c&'FV) 
1.7 $c';Kก'%>\');O;ก'%01&2)$%PI IK0$>($c';K01K%'U1K)*VU>M*(ก'%>\');O;('; 
1.8 9%K26XOก'%0ก&YM IKFV Link 0c7$6r16กsNR )a_W*0$>(M&*Fb1 B'กก>01&2YF3FVก'%0ก&YM

)*ก$'%%K77IK0I&(23' wYF3FV%'Uก'% / No recordy 
1.9 M&*A2'F0;7Q&'U IKFV Link 0c7$6r16กsNRSB&ก>)a_W*0$>(%'Uก'% 
1.10 )*ก$'%0;7I'กX&;)%_W*(  db&%67$'F'%cก>QVW Link )a_W*0$>(M&*Fb1QVWX&;)%_W*(0;7F'ก67

)*ก$'%}767;VJY>&A=N$'F'%c)%VUก>b Yo1RX3'(lQVWcbก0;7F'ก67)*ก$'%E>Uก>QVW%'U<_W*Yo1RQVW
0;7F' ก%NVYo1RQVW0;7F')9:;`'a IK)9D>B;&'X3'(ก'%0$>(`'aMiJ;F' 01K$'F'%caOFaR
**ก$b3)A%_W*(aOFaRY>& ก%NVYo1RQVW0;7)9:;Yo1R9%K)`Q)*ก$'%)<3; Word, PowerPoint, 
Excel ~1~ E9%0ก%FIK)91VWU;I'กก'%)9D>B;&'X3'(0$>(`'a)*ก$'% )9:;ก'%SB&A=N
76;Qiก (Save) )*ก$'%$b3A*FaO2)X*%RM*(A=N )a_W*SB&A=N$'F'%c)9D>>bS;`'UB16( 

 

1.11 M&*Fb1ก'%%67)*ก$'%  %K77IK0$>(26;QVW%67 )1M%67 01KSA%)9:;db&%67)*ก$'% 
1.12 d1ก'%1(;'F/$6W(ก'% Q6J(;VJdb&$3(IK)9:;db&%K7=)9v'BF'U)a_W*SB&db&%671(;'F B'กdb&$3(YF3Y>&%K7=

)9v'BF'U%K77IK 0I&()9:; )a_W*Q%'7 
1.13 BF'U)BX=  B'กdb&$3(FVก'%BF'U)BX= M&*A2'FIK0$>(QVW$32;;VJ 
1.14 ก'%9�O76XO 

 1.12 

1.13 

 1.11 

1.14 

1.16 

1.15 
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1.15 M&*Fb1ก'%$3()*ก$'%  B'กFVก'%X6J(0$>( 
1.16 Q'()>O;)*ก$'%  db&%6701Kdb&$3($'F'%cก> Link )a_W*0$>(M&*Fb1Q'()>O;)*ก$'%Y>& 23'Y>&FV

ก'%$3()*ก$'%X3*Y9U6(7=AA1B%_*B;32U(';*_W;lB%_*YF3*U3'(Y% E>U%K77IK0$>()9:;
ก%'o 01K$'F'%cX%2I>b$c';K)*ก$'%S;0X31K)$&;Q'(Y>&>&2Uก'%ก>QVW%'Uก'%Q'()>O;
)*ก$'%QVWA=N$;SI IK0$>(B;&' wRoute Informationy MiJ;F' 

 
 

 %'U1K)*VU>QVWIK0$>(S;B;&';VJ IK9%Kก*7Y9>&2U 
• M&*Fb1Q6W2Y9 ()*ก$'%I'กSA% ci( SA%) 
• Date/Time (26;QVW )21' M*(Q'()>O;)*ก$'%) 
• BF'U)1M (BF'U)1M$3( BF'U)1M%67)*ก$'%) 
• 1(;'F/$6W(ก'% ( 1(;'F)a_W* , 1(;'FE>U ) 
• M&*A2'F0;7Q&'U/$6W(ก'% 

1.16 
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2. ก�		B���ก��	 
2.1 S;B;&'0$>(%'Uก'%)*ก$'%S; Inbox  2OkV%67)*ก$'F'%cQ\'Y>&E>U ก>)1_*กQVW%'Uก'%

)*ก$'%QVWX&*(ก'%%67 >6>)7OJ1A1O�ก)M&'$b3B;&');_J*B')*ก$'% >6(`'a 

 
 

2.2 ก>QVW9=]F    IK)9D>B;&'ก'%%67)*ก$'%MiJ;F' 

 

2.3 )1_*ก9%K)`QS;ก'%%67)*ก$'% I'ก;6J;ก>QVW9=]F  )9:;*6;)$%PI$OJ;ก'%%67
)*ก$'% 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.2 

2.1 
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2.4 >6(`'aIK)BP;23')F_W*Q\'ก'%1(%67 X%(QVW)9:;9=]FA1OกQVW;VW)a_W*%67)*ก$'% IK)91VWU;)9:;)1M
B;6($_*%67QVWX627=AA1B%_*B;32U(';Y>&>\');O;ก'%%67)*ก$'% 

 

2.3 

2.4 
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3. ก�	J��ก�B���ก��	 

3.1 S;B;&');_J*B')*ก$'%S;B;&' Inbox  ก>QVW9=]F   IK)9D>B;&'X3'(EX&X*7
$\'B%67ก'%X*7ก167 

 
 

3.2 S;%'Uก'%<_W*91'UQ'(db&%67IK9%'ก�<_W*M*(db&QVW$3()*ก$'%F'B'A=NSB&E>U*6XE;F6XO S;
<3*($3(Y9QVW 

 
 

3.3 ก'%$3(X'F1\'>67A_*2OkVก'%$3(QVW %K77IK$3(B'7=AA1B%_*B;32U(';0%กS;
%'Uก'%db&%67)*ก$'% 01KIK76(A6723'7=AA10%กS;%'Uก'%db&%67)*ก$'%X&*()9:;db&$3()*ก$'%
X3*Y9U6(7=AA1QVW$*(S;%'Uก'%db&%67)*ก$'% 01KIK76(A67SB&$3(X3*Y9)%_W*UlI;A%7Q=ก
%'U<_W*S;%'Uก'% 7=AA1$=>Q&'US;%'Uก'%db&%67)*ก$'%;6J;Ii($'F'%cQVWIK$3(X3*SB&7=AA1
*_W;Y>& 0X3B'กdb&$3(X&*(ก'%SB&db&%67Y>&%67)*ก$'%a%&*Fก6;Q=กA; SB&;\')A%_W*(BF'Ucbก**ก

3.6 

3.3 

3.5 

3.4 

3.2 

3.1 
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I'ก<3*( 
3.4 ก%*กM&*A2'F0;7Q&'U  QVWX&*(ก'%$3(SB&0ก3db&%67B%_*B;32U(';QVW%67 (c&'FV) 

01KB'กQ\')A%_W*(BF'UcbกQVW<3*(  
%K77IKQ\'ก'%0;7Yo1R)*ก$'%01KM&*A2'F0;7Q&'U(c&'FV) M*(7=AA1B%_*B;32U(';ก3*;
B;&'Y9U6(db&%67B%_*B;32U(';%67QVWY>&%67)*ก$'%X3*I'ก)%' 0X3B'กYF3Y>&Q\')A%_W*(BF'US>l
db&%67B%_*B;32U(';%67IK)BP;)aVU(M*A2'F0;7Q&'UI'ก7=AA1B%_*B;32U(';QVW$3(F')Q3';6J;
X'F9กXO  E>Udb&%67B%_*B;32U(';%67IKYF3)BP;M&*A2'F0;7Q&'UQVWFVก'%0;7F'I'กX&;)%_W*(  
c&'A=NYF3X&*(ก'%SB&7=AA1B%_*B;32U(';QVW%67)*ก$'%X3*I'กA=N )BP;M&*A2'F0;7Q&'UQVW
7=AA1B%_*B;32U(';$3(SB&A=N Q\'Y>&E>Uก'%;\')A%_W*(BF'Ucbก**กI'ก<3*( 

3.5 %b9077ก'%$3()*ก$'%FVSB&)1_*ก 2 077 E>UIKFV%b9077 $3(**ก 01K %b9077 )2VU;**ก  
3.6 ก'%**กBF'U)1M$3( 

o YF3**ก)1M 
o S<&BF'U)1M%67 
o **ก)1MI'ก [<=>)1M)*ก$'%QVW)%'$%&'(MiJ;F' E>U$'F'%c0ก&YM9%67)1MY>&] 

 

I'ก;6J; )1_*กY9QVW9=]F  )9:;*6;)$%PI$OJ;ก%K72;ก'%X*7ก167 I'ก;6J;

%K77IK0$>(1O(AR0I&(MiJ;F'23'%K77$3()*ก$'%)$%PI$OJ; >6(`'a SB&ก> 9=]F  
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4. ก�	��
J�� 

4.1 S;B;&');_J*B')*ก$'%S;B;&' Inbox  ก>QVW9=]F  
 

 
 

4.2  %K77IK)9D>)M&'$b3B;&' wForward & Reply Documenty )a_W*SB&%K7=%'U1K)*VU>QVWX&*(ก'%
)<3; )(_W*;YMก'%$3()*ก$'% %'U<_W*7=AA1B%_*B;32U(';db&%67)*ก$'% , M&*A2'F0;7Q&'U  

 
 

^iW()F_W*)1_W*;)F&'QR13'(F'>&';13'(IKFVSB&)1_*ก S;$32;QVWdb&S<&$'F'%cก\'B;>db&%67M&*A2'F
0;7Q&'U  , 76;Qiกก'%)X_*; , )1M$3( , 01K)*ก$'%0;7 Y>&)BF_*;2OkVก'% X*7ก167  

4.3 )F_W*ก>9=]F    IK)9D>B;&' w$F=>%'U<_W*y MiJ;F'SB&)1_*ก%'U<_W*QVWIK
ก\'B;>)9:;91'UQ'(db&%67 ^iW(IK*kO7'Uก'%S<&(';B;&' w$F=>%'U<_W*y M&'(X&;01&2 

 
 
 
 
 
 
 

4.2 

4.1 
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4.3 
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5 ก�	J��ก�B����
��< 

 
 

5.1  ก'%X*7ก167)*ก$'%077(3'U SB&db&S<&ก>QVW9=]F  %K77IKSB&db&S<&)1_*ก >6(
`'a9%Kก*7 

 

 
 
 

E>U%K77IKMiJ;%'U<_W*7=AA1B%_*B;32U(';QVW$3()*ก$'%F' E>UQVWdb&S<&YF3X&*()1_*ก 0X3*U3'(
S>  ^iW(db&S<&$'F'%c )1_*ก 1(;'F/$6W(ก'% 01K )1_*ก%K>67A2'F$\'A6rM*(ก'%$3()*ก$'%}767;VJY>& ^iW(

IKX&*(aOFaRM&*A2'F0;7Q&'U>&2U I'ก;6J;ก>QVW9=]F  I'ก;6J;%K77IK0I&(MiJ;F'23'
%K77$3()*ก$'%)$%PI$OJ; >6(`'a 

 

 
 

 

6 <ก���ก	�<ก�	 
 

 
 

 

6.1 ก'%Uก)1Oก%'Uก'% SB&ก>9=]F   %K77IK0$>(B;&'I*MiJ;F'16กsNK>6(`'a 

5.1 

6.1 
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E>USB&db&S<&S$3)BX=d1QVWX&*(ก'%Uก)1Oก%'Uก'%)*ก$'%;VJ 01KSB&ก>QVW9=]F  %K77
IKQ\'ก'%Uก)1Oก)*ก$'%}767;6J; 01K ก167)M&'$b3B;&');_J*B')*ก$'%E>UIK0$>($6r16กsNR
ก'%Uก)1Oก)*ก$'%SB&)BP;>6(`'a 

 
 

6.2 ก'%Uก)1Oก)*ก$'%QVWQ\'ก'%%'Uก'%Uก)1OกY901&2 )F_W*db&S<&Y>&Q\'ก'%Uก)1Oก)*ก$'%01K
X&*(ก'%;\')*ก$'%ก167F'S<&SBF3 SB&)9D>QVWB;&')*ก$'%QVWQ\'ก'%Uก)1OกIK)BP;$6r16กsNR

ก'%Uก)1Oก)*ก$'% >6(`'a ก>9=]F   
 

SB&db&S<&ก>QVW9=]F  *VกA%6J(B;iW( %K77IKc'F23' db&S<&0;3SIB%_*YF3QVWIK17 

$6r16กsNRก'%Uก)1OกI'ก)*ก$'%;VJ >6(`'a SB&ก>9=]F  $6r16กsNRก'%Uก)1Oก
IKB'UY9 
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7 �����Y�9��J��  

 
 
 

7.1 S;B;&');_J*B')*ก$'% ก>QVW9=]F   IKFV$32;)aOWF)XOFSB&)1_*ก>6(`'aX62*U3'( 

 
o  w XVก167 y A_*ก'%QVWdb&S<&$3()*ก$'%ก167Y9U6(db&$3( )a_W*SB&db&$3(0ก&YM)*ก$'% B%_* 

)*ก$'%}767;6J;YF3)กVWU2M&*(ก67db&S<& 16กsNK)BF_*;ก'% X*7ก167)*ก$'% )aVU(0X3
)*ก$'%QVWcbกXVก167*'I)9:;)*ก$'%QVWFVM&*Fb1YF3$F7b%NRIi(cbกXVก167)a_W*SB&db&$3(;\'
ก167Y90ก&YM 

7.1 
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o  w0;7)*ก$'%)aOWF)XOFy A_* db&S<&$'F'%c0;7Yo1R)aOWF)XOFS;X62)*ก$'%}767QVW
Y>&%67X3*F'Y>&B'กdb&$3(Y>&Q\'ก'%)9D>$OQkOY2& 

o  w0;7)*ก$'%X&;)%_W*(y A_* db&S<&$'F'%c0;7Yo1R)*ก$'%^iW()9:;)9:;ก'%0;7
)*ก$'%I'กB;32U(';X&;)%_W*( 
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ก���
��ก��	��5�	�� (Public box) 
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IK$6()กX=I'ก>&';^&'UF_*S;$32;QVW)9:;ก13*()*ก$'% IK)BP;ก13*(  ^iW()9:;ก13*(
)*ก$'%$'k'%NK $\'B%67SB&7=AA1B%_*B;32U(';QVW$'F'%c)M&'S<&(';%K77(';$'%7%%N*O)1PกQ%*;Oก$R 
)M&'>b)*ก$'%QVWdb&S<& B%_*B;32U(';0X31KB;32U(';UO;U*F)dU0a%3)*ก$'%SB&db&*_W;Y>&Q%'7)aVU(*U3'()>VU2
E>UIKYF3$'F'%cQ\'ก'%0ก&YMS>l ก67X62)*ก$'%Y>& ^iW($32;F'กF6กIKS<&ก67A\'$6W(B%_*9%Kก'� 16กsNK
ก'%)dU0a%3;VJ IK A1&'Uก67 0d3;7*%R>XO>9%Kก'� SB&db&S<&(';Y>&Q%'7 )<3;B'กdb&S<&B%_*B;32U(';S>
X&*(ก'%Q%'7M3'2Q%'7$'%B%_*)*ก$'%9%Kก'� B%_*A\'$6W( QVWFOY>&)9:;A2'F1670X3*U3'(S> กP$'F'%cQVWIK
A&;B')*ก$'%Y>&I'กก13*(;VJ 0X3Q6J(;VJX&*(MiJ;*Ub3ก67db&$%&'()*ก$'%}767;6J; 23'UO;U*F)dU0a%3)*ก$'%
>6(ก13'2SB&)9:;)*ก$'%$'k'%NKB%_*YF3 
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 ^iW(IK$6()กX=I'ก`'a>&';7;23' ก13*(   IKFV*Ub3S; Inbox M*(Q=กlก13*(QVW db&S<&FV
$OQkO)M&'S<&('; E>UB'ก)9:;)*ก$'%B;32U('; B'กX&*(ก'%>b9%Kก'�B%_*A\'$6W( I\')9:;IKX&*()M&'>b

)*ก$'%)dU0a%3S;ก13*(  M*(B;32U(';QVWdb&S<&(';$6(ก6>*Ub3 
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ก�	�ก�8���ก��	 
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ก'%0ก&YM)*ก$'% IK$'F'%cQ\'Y>&S;ก%NVQVWA=N)9:;db&$%&'()*ก$'%}767;6J; ()*ก$'%QVWIKQ\'ก'%0ก&YM
Y>&IKX&*(*Ub3S; Document box ) 

1. ก>)1_*กQVW wDocument boxy  
2. >67)7OJ1A1OกQVW%'Uก'%)*ก$'%QVWX&*(ก'%0ก&YM 

 
 

3. ก>QVW9=]F  )a_W*)9D>B;&');_J*B'MiJ;F' 

 
 

4. Q\'ก'%0ก&YM%'U1K)*VU>X3'(l `'US;)*ก$'% SB&A%7c&2;)%VU7%&*U I'ก;6J;Ii(ก>9=]F  

 
 
 
 
 
 
 
 
 
 
 
 

1 

2 

3 
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ก�	�����ก��	�Y�9��J���������J��\�B�ก	�G�ก�8���ก��	 

              

• SB&ก>QVW9=]F  IK9%'กnB;&'X3'()a_W*S<&)1_*กYo1RQVWIK0;7)*ก$'% 

 )1_*กYo1RQVWX&*(ก'% ^iW($'F'%cQ\'Y>& 2 2OkVQVWY>&ก13'2F'01&2

M&'(X&;  I'ก;6J;ก>9=]F   )a_W*)9:;ก'%U_;U6;ก'%;\')*ก$'%)M&'$b3%K77 

 
 
 
 
 

4 
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ก�	��
J����ก��	 

• >&2Uก'%ก>QVW9=]F  IK9%'กn B;&'$F=>%'U<_W* SB&>\');O;2OkVก'%)>VU2ก6;ก67ก'%
$3()*ก$'%ci(S;B62M&*ก'%$%&'(01&2$3( 

 
 

ก�		�
B���ก��	 

• ก>QVW9=]F   )a_W*)9D>)M&'$b3B;&'%K(67ก'%S<&(';)*ก$'% 

 
 

• ก%*ก)BX=d1QVW%K(67ก'%S<&(';)*ก$'% 

• I'ก;6J;ก>9=]F  )a_W*)9:;ก'%U_;U6;ก'%%K(67ก'%S<&(';)*ก$'%  
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• %K77IKQ\'ก'%%K(67$'%}767;6J; 01K ก167)M&'$b3B;&');_J*B')*ก$'%E>UIK0$>(
$6r16กsNRก'%%K(67)*ก$'%SB&)BP;>6(`'a 

• ก'%Uก)1Oก)*ก$'%QVWQ\'ก'%%K(67Y901&2  )F_W*db&S<&Y>&Q\'ก'%%K(67)*ก$'%01KX&*(ก'%;\'
)*ก$'%ก167F'S<&SBF3 SB&)9D>QVWB;&')*ก$'%QVWQ\'ก'%%K(67IK)BP;9=]F 

  FV16กsNK)BF_*;cbกก>$2OQ^R 1(Y9  SB&db&S<&Q\'ก'%ก>

QVW9=]F   *VกA%6J(B;iW( %K77IK c'Fdb&S<&23'0;3SIB%_*YF3QVW

IK17 $6r16กsNRก'%%K(67)*ก$'%  >6(`'a SB&ก>9=]F  $6r16กsNRก'%%K(67
)*ก$'%IKB'UY9 
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01&2Ii($'F'%cQ\'ก'%S>lก67)*ก$'%}767;6J;Y>&*U3'()>OF 
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• ��D=	�<��9�  E>U)1_*กQVW )A%_W*(F_* > $F=>%'U<_W* 

 
 

IK9%'กn$F=>%'U<_W* >6(`'a>&';13'( 
 

 
 
 

• )1_*ก$F=>%'U<_W*S; > <3*($F=>%'U<_W*M*( ^iW(S;$32;;VJIKFVd1S;ก%NVQVWdb&S<&(';Y>&Q\'ก'%$%&'(
ก1=3F91'UQ'(db&%67 )*'Y2&S<&(';)9:;ก'%$32;X62 B'ก)1_*ก$F=>%'U<_W*QVWYF3cbกX&*(กPIKYF30$>(
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%'Uก'%ก1=3F>6(ก13'2QVWY>&$%&'()*'Y2&  E>U9กXOIKFV 1 %'Uก'% A_*$F=>%'U<_W*$32;X62M*(7=AA1  
A=N$'F'%cQVWIK$%&'(01K76;Qiก91'UQ'(B%_*ก1=3F91'UQ'(QVWdb&S<&$3(ci(73*Ul E>U%'U<_W*QVW*Ub3
S;$F=>%'U<_W*M*(db&S<& IKYF3$'F'%c>bB%_*S<&(';Y>&E>U7=AA1*_W; 01KS;ก%NVQVWA=NFV%'Uก'%S; 
w$F=>%'U<_W*M*(y F'กก23' 1 %'Uก'% %'Uก'%QVW)aOWFMiJ;;6J;A_*$F=>%'U<_W*M*(B;32U(';QVWdb&S<&
%67dO><*7 db&S<&$'F'%cI6>ก'%$F=>%'U<_W*M*(B;32U(';Y>&  E>Uก'%)1_*ก$F=>%'Uก'%M*(
B;32U(';S;<3*()1_*ก $F=>%'U<_W*M*(B;32U(';IKFV9%KEU<;R*U3'(F'กS;ก%NVQVWB;32U(';
M*(A=NX&*(ก'%QVWIKI6>Q\'%'U<_W*01Kก1=3FSB&)9:;F'X%�';)>VU2ก6;Q6J(B;32U('; )a%'K$F=>
%'U<_W*B;32U(';$'F'%c*;=r'XSB&7=AA1S;B;32U(';)M&'S<&(';Y>& Q=กA;กPIKFV%'U<_W*ก1=3F
)BF_*;ก6; c&'FVก'%0ก&YMกPIK0ก&YMQVWI=>)>VU2 Q=กlA;กP)BP;A2'F)91VWU;091( S;$32;7;;VJU6(
%2FY9ci(ก'%ก\'B;>)(_W*;YMS;ก'%A&;B'%'U<_W*QVWX&*(ก'% (IK*kO7'US;$32;X3*Y9) 
 

 
 

• )1_*กก1=3F%'U<_W*S;ก%*7Q'(^&'UF_* FVก1=3Fa_J;�';QVW%K77I6>)X%VUF)*'Y2&A_* 
o %'U<_W*Q6J(BF> S;ก1=3F;VJIK%27%2F%'U<_W*Q6J(BF>QVWFV I'กQ=กlก1=3FS;$F=>%'U<_W*M*(

db&S<&QVWcbก$%&'(MiJ;F'0$>(%32Fก6; ก1=3F;VJIK<32US;ก'%A&;B'%'U<_W*Q6J(BF>QVWFV*Ub3S;
%K77 (IKก13'2ci(S;$32;c6>Y9) 
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o ก1=3F$3(X3*)*ก$'% ก1=3F;VJIK<32U*\';2UA2'F$K>2กS;ก%NVQVWI\')9:;IKX&*(FVก'%$3(
)*ก$'%X3*Y9U6(B1'Ul91'UQ'(db&%6701K)9:;91'UQ'(db&%67ก1=3F)>VU2ก6; B%_*<32US;
ก'%ก%KI'U)*ก$'% ก1=3F;VJIKQ\'B;&'QVWI6>)กP7%'U<_W*7=AA1B%_*B;32U(';QVWF6กIKS<&
S;ก'%ก%KI'U)*ก$'%**กY9 

o %'U<_W*13'$=> A_*ก1=3FQVWdb&S<&(';$3()*ก$'%Y9SB&13'$=> 
o ก1=3F E>U`'US;ก1=3F;VJIKFV Folder ก1=3FU3*U )<3; %'U<_W*QVWS<&9%KI\' B%_*ก1=3F*_W;l 

01&20X3QVWdb&S<&IKก\'B;>  E>UIK<32U*\';2UA2'F$K>2ก0ก3db&S<& S;ก%NVQVWFV91'UQ'(
db&%67S>l QVWFVก'%S<&(';73*UA%6J( db&S<&$'F'%c)aOWF%'U<_W*91'UQ'(db&%67;6J;)M&'S;ก1=3F;VJ
Y>& )a_W*1>M6J;X*;S;ก'%A&;B'91'UQ'(db&%67Y>& 

o c6(MUK S;ก%NVQVWX&*(ก'%17%'U<_W*7=AA1B%_*ก1=3FS>l $'F'%cQ\'Y>&E>UA1OJกQVW
%'Uก'%QVWX&*(ก'%1701&21'กF'S$3Y2&QVWc6(MUK db&S<&$'F'%c)aOWFก1=3FY>&E>Uก'%ก>9=]F 
B%_*17ก1=3FY>& (E>UIKYF3$'F'%c17ก1=3FQVW%K77I6>)X%VUFSB&Y>&) 
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o $'F'%c$%&'(ก1=3F)aOWF)XOFY>&E>Uก'%ก>QVW9=]F   E9%0ก%FIK0$>(B;&'X3'(
MiJ;F'SB&db&S<&ก%*ก<_W*ก1=3FSBF3QVWX&*(ก'%$%&'( 

 
 

 
 
 

ก%*ก<_W*ก1=3FQVWX&*(ก'%$%&'( 01&2ก>QVW9=]F   %K77IKQ\'ก'%)aOWFก1=3F
%'U<_W*QVW$%&'()M&'$b3 ก1=3F >6(`'aX62*U3'( 
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>6(X62*U3'( IKFV%'U<_W* ก1=3F VN )aOWF)M&'F'S; ก1=3F%'U<_W* 
o B%_*X&*(ก'%17ก1=3F%'U<_W*QVW$%&'(MiJ;กP$'F'%cQ\'Y>&E>Uก'%)1_*ก%'U<_W*ก1=3FQVW

X&*(ก'%17 01&2)1_*ก17Eo1)>*%R >6(`'aX62*U3'( 
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o %K77IK$*7c'F)a_W*U_;U6;ก'%17Eo1)>*%Rก1=3F*VกA%6J( SB&ก>9=]F  

 
 

o %K77IKQ\'ก'%17Eo1)>*%R;6J;**กI'ก$F=>%'U<_W* >6(`'aX62*U3'( 
 

 
 
 

o $'F'%c)1_*กA&;B'%'U<_W*Y>&E>U%K7=<_W*QVWX&*(ก'%A&;B'1(S;<3*( 

 
 
 

  ก�		B���ก��	�'A��D=  
      *\';2UA2'F$K>2กS;ก'%%67)*ก$'% S;ก%NVQVWB;iW(26;FV)*ก$'%)M&'F'QVW wInboxy M*(A=NF'กF'U 
Q\'Y>&E>U)1_*กQVWก%*7%'Uก'%)*ก$'% A=N$'F'%c)1_*กY>&F'กก23' 1 %'Uก'%E>U 

• S<&9=]F Shift B%_* Ctrl 7;09v;aOFaR<32US;ก'%)1_*ก%'Uก'%)*ก$'%QVWX&*(ก'%%67 

• ก>QVW)F;b)aOWF)XOF > [%67)9:;<=>�] 
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• IK)M&'$b3B;&'%67)*ก$'% yDialog Windowy )a_W*Q\'ก'%%67)*ก$'% SB&)1_*ก%b9077S;ก'%%67
)*ก$'% ^iW(FV>&2Uก6; 3 2OkV A_* 

1. YF3**ก)1M%67 S;ก%NVQVWdb&%67YF3FVBF'U)1M%67 B%_*YF3I\')9:;X&*(**ก)1M%67 
2. S<&BF'U)1M%67)>OF I'ก7=AA1B%_*B;32U(';ก3*;B;&' 
3. **ก)1M%67 E>U)1_*กI'ก)1M%67QVWX&*(ก'%S<& A=N$'F'%c9%67)1MX%'9%KQ67QVW)1_*ก

E>Uก>9=]F   IK9%'กnB;&'X3'(SB&A=Nก%*ก)1MSBF3QVWX&*(ก'%9%67 
 

 

                  

I'ก;6J;ก>9=]F    )9:;*6;)$%PI$OJ;ก%K72;ก'%%67)*ก$'%)9:;<=>E>Uก'%9%67)1M 
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ก�	�������ก��	 

• A1Oก)1_*กQVWก13*()*ก$'%QVWX&*(ก'%A&;B' (>bX62*U3'(I'ก`'a9%Kก*7) 

 
 

• A1OกQVW%b9023;MU'U 01&2)1_*กก\'B;>M*7)MXก'%A&;B' >6(`'aX62*U3'( 
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• B%_*A=N$'F'%cS<&2OkVA&;B'*U3'((3'UY>&E>Uก'%ก%*กA\'QVWX&*(ก'%A&;B'1(S;<3*(23'( 01&2ก>
9=]F Enter 7;AVUR7*%R> %K77IKQ\'ก'%0$>(d1I'กก'%A&;B'MiJ;QVW%'Uก'%)*ก$'%S;ก13*(QVW
A=N)1_*ก 

 

                                  
 
 
 
 
 

 
 

 


