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;GROJG".ก"B Internet Explorer 
 

 
 

8$ก'(V' ":5N URL =*%":55!$"5""Y*<;/ZกH"*'<ก![=*%0<H,$/(,;HPJ'J/,\!,$B-'M1*% Address 
JO,-M# URL O(%'\V http://doc.siamtechu.net 
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8$ก'(V'HI$7$B=(V'7*'O(%71*FG'\V 
1. P/<กH\EGN^B _0<H,$/(,;HPJ'J/,\!,$B` -'ก"*5 Windows Application ;D)E*;=#$-M#%$'":55 

 
 

2. ก"*ก=#*BC/-&#P"59#0' -'&'#$ Login 

 
 

2.1 ก"Y\H\EB\ "&(!Q1$'  ก"*ก M)E*QC#-M#%$' ./: "&(!Q1$' -&#9Cก7#*% ./#0กO  

2.1 
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2.2 ก"Y\FB1B\ "&(!Q1$'  ก"*ก;bD$: M)E*QC#-M#%$' ./#0กO  8:G"$กc&'#$8*.8#%-&#

H"$59d%ก$"7(V%Password ;"<EB7#'-&#กO  

 
 

2.3 -'&'#$ Change Password ก"*ก password H\E-M#-'Gf88N5(' -'M1*% Old password ก1*'  
./#08d%ก"*ก password H\E7#*%ก$";G/\E,'-&B1-'M1*% New password ./:M1*% Confirm 

new password JO,7#*%ก"*ก-&#;&B)*'ก(' 8$ก'(V'กO  

 
 

2.4 8:G"$กc&'#$8*.8#%,)',('ก$";G/\E,'.G/% password ;B)E*กO  กZ8:;!"Z8!<V'
=(V'7*'ก$";G/\E,'.G/%      

 

2.2 

2.4 

2.3 
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�����	ก (Home) 
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&'#$."ก;B)E*;=#$!C1ก$"-M#%$'":55 .51%!10'ก$"-M#%$'**ก;GL' 3 !10' P)* 
1. !10';B'Cก$"-M#%$' hdE%G":ก*5FGO#0,;B'C Fi/[, BNBB*% , "$,%$' ,;P")E*%B)* , M10,;&/)*  hdE%8:

*j<5$,-'!10'9(OFG 
2. !10'.!O%ก/1*%;*ก!$" hdE%8:.!O%"$,M)E* ก/1*%;*ก!$" H\EQC#-M#%$'!$B$"9;=#$-M#%$'&")*FO#"(5

!<Hj<71$%k-'ก$"OI$;'<'%$'-'ก/1*% ก/1*%'(V'FO#  
3. !10'.!O%Q/ 8:;G/\E,'.G/%.!O%Q/FG7$Bก$"HI$%$'-'.71/:!10' -'&'#$."ก'\V 8:.!O%

"$,M)E*;*ก!$"H\E,(%FB1FO#;GRO*1$'-'ก/1*% Inbox JO,.51%7$B!<Hj<-'ก$";=#$OC;*ก!$" O(%7(0*,1$% 
 

 
 

 

 

3 

2 

1 
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����ก�	
��
�����
��ก�'P� 4 ��?, ��+กQ ���  
1 ���� RS�� G":ก*5O#0, "$,ก$"O(%'\V 

 
 

 
 

1.1 �+��Tก : 5('Hdก;*ก!$"H\E7#*%ก$" 
1.2 U��U� : !(E%D<BD[;*ก!$"H\E7#*%ก$" 
1.3 V	?*�����ก��	
��� : !I$&"(5-&#JG".ก"B7"08!*501$ B\;*ก!$"-&B1;=#$B$&")*FB1 
1.4 �'�W=-�	�+�@��� : ;D)E*;G/\E,'"&(!Q1$' 
1.5 'X, :  

• ��ก : **ก8$กJG".ก"B 

• �'�W=-�@��
��
�� : !I$&"(5ก$"**ก8$ก":55./:-&#5NPP/*)E';=#$-M#%$' 

• 'X,���V+Y
V��Z'	�ก	� : ;D)E*GRO&'#$ก$"-M#%$'JG".ก"B":55!$"5""Y'\VH(V%&BO 
 

1 
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2 ���� �[���
 ����
�ก�[����
 \�[���
]  G":ก*5FGO#0,if%ก[M(E'ก$"HI$%$'71$%k O(%71*FG'\V 
 

 
 

 
 

2.1 ��,
/ �̂���_� Folders :  h1*'.!O%"$,ก$" folders -'ก"*5H$%h#$,B)* 
2.2 ���,�+กc	 : G"(5='$O7(0*(กm"-'&'#$ก$".!O%Q/H(E0FG JO,='$O7(0*,1$%*(กm"8:

;H1$ก(5 A O(%+$D 
2.3 	�-ก�	�>���*�W=R,�	+� :  8:.!O%*I$'$8!<Hj<H\EFO#"(5=*%QC#-M#%$' 
2.4 ��������ก��	�����ก��	�>��+d : ;"\,กOC7#'.55;*ก!$" ./:;*ก!$"!I$P(nH\E;กZ5*,C1

-'":55 (9#$B\) 
 
 
 

2 

2 
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3 ���� 	�-
�� !I$&"(5ก$"D<BD[;*ก!$"-&#**กB$;GL'"CG.55"$,%$' ;B)E*กO;/)*ก8:G"$กc
&(0=#* 

 
 

3.1 	�-
����V	e��'	�*>�	��� JO,B\!10',1*,;D)E*!I$&"(5;/)*กD<BD[;*ก!$"O(%71*FG'\V 

3.1.1 "$,%$';*ก!$"ก$"!1%**ก ก"*%&'10,%$' [SYS.STD.01.1] 

3.1.2  "$,%$';*ก!$"ก$"!1%**ก ก"*%&'10,%$' [SYS.STD.01.2] 

3.1.3 "$,%$';*ก!$"ก$"!1%**ก ก"*%&B$,;/=!1% [SYS.STD.02.1] 

3.1.4  "$,%$';*ก!$"ก$"!1%**ก ก"*%&B$,;/=!1% [SYS.STD.02.2] 

3.1.5 "$,%$';*ก!$""(5;=#$ ก"*%&'10,%$' [SYS.STD.03.1] 

3.1.6  "$,%$';*ก!$""(5;=#$ ก"*%&'10,%$' [SYS.STD.03.2] 

3.1.7 "$,%$';*ก!$""(5;=#$ ก"*%&'10,&B$,;/="(5 [SYS.STD.04.1] 

3.1.8  "$,%$';*ก!$""(5;=#$ ก"*%&'10,&B$,;/="(5 [SYS.STD.04.2] 

3.1.9 "$,%$'"(5;*ก!$".,ก!"NG7$B&'10,%$'7#'H$% [SYS.STD.05.1] 

3.1.10  "$,%$'"(5;*ก!$".,ก!"NG7$B&'10,%$'7#'H$% [SYS.STD.05.2] 

3.1.11 "$,%$'"(5;*ก!$".,ก!"NG7$B&'10,%$'7#'H$% ./:ก"*%&B$,;/="(5
[SYS.STD.06.1] 

3.1.12  "$,%$'"(5;*ก!$".,ก!"NG7$B&'10,%$'7#'H$% ./:ก"*%&B$,;/="(5
[SYS.STD.06.2] 

3.1.13 "$,%$';*ก!$"H\EOI$;'<'ก$"./#0;!"Z8 / ":&01$%OI$;'<'ก$" [SYS.STD.07.1] 

3.1.14  "$,%$';*ก!$"H\EOI$;'<'ก$"./#0;!"Z8 / ":&01$%OI$;'<'ก$" [SYS.STD.07.2] 

3 

3.1 
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���-��V[   !$B$"9;/)*กD<BD["$,%$'.55 Fi/['$B!กN/ .PDF  ./:!$B$"9;/)*กD<BD[.55

Fi/['$B!กN/ .XLS    hdE%8:B\;')V*&$"$,%$';&B)*'ก('JO,.7ก71$%ก(';bD$:Fi/['$B!กN/H\E
7#*%ก$"!(E%D<BD[;H1$'(V'  (OC!(n/(กmY[+$DG":ก*5) 
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4 ���� ��	�=�
��� G":ก*5FGO#0,if%ก[M(E'ก$"HI$%$'71$%k O(%71*FG'\V 
 

 
 

4.1 'X,����V��
�+Y
��, : ;B)E*กOGN^B'\V 8:GRO&'#$ก$"HI$%$'=*%":55H(V%&BO 
4.2 ��[,	�-��=� : 8:.!O%"$,M)E*QC#-M#%$'&")*&'10,%$'H\E-M#JG".ก"B-'":55H(V%&BO  ;D)E*-M#

-'ก$"P#'&$"$,M)E*./:8(Oก/N1B"$,M)E*&")*&'10,%$' 
 

 
 
 
 

 
 

 4 
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4.3 ���	+������
��ก��	 : !I$&"(5ก$"!"#$%./:.ก#F= ;/="(5./:;/=!1%;*ก!$" 

 
 

4.4 ������_���>���* : B*5*I$'$8-&#5NPP/*)E'!$B$"9;=#$B$ก":HI$ก$"71$%k .H'
7';*%./:!$B$"9HI$ก$"9*'*I$'$8H\EFO#HI$ก$"B*5-&#5NPP/*)E'FO#;M1'ก(' -'!10'=*%
&'10,%$'กZOI$;'<'ก$"0<j\;O\,0ก(''\V 

 
FGH\E (B*5*I$'$8) JO,;/)*กกI$&'O01$5NPP/&")*&'10,%$'-O;GL'QC#B*5*I$'$8 ./:8:
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B*5*I$'$8-&#.ก15NPP/-O JO,กOH\EGN^B  8:G"$กc&'#$71$%B*5*I$'$8=dV'B$
O(%7(0*,1$% 

 
กOH\EGN^B;D<EB"$,M)E*5NPP/&")*&'10,%$' 8:G"$กc&'#$71$% !BNO"$,M)E*=dV'B$ 
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-&#HI$ก$";/)*ก"$,M)E*H\E7#*%ก$"B*5*I$'$8-&#./#0กOH\EGNB̂  8:ก/(5!C1&'#$71$%
;O<BO(%+$D 

 
 

HI$ก$";/)*ก*I$'$8&")*5H5$H8$ก"$,ก$"=#$%/1$% 01$7#*%ก$"-&#"$,M)E*5NPP/&")*
&'10,%$'FO#"(5!<Hj<-O 
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4.5 ��
��ก��	�+VZ��+V� : P05PNBก$"!1%;*ก!$"*(7J'B(7< JO,!$B$"9กI$&'Oก$"!1%FG,(%
5NPP/&")*&'10,%$'FO# 

 

 
 

O(%+$D QC#-M#!$B$"9!1%;*ก!$"*(7J'B(7< ;B)E*B\;*ก!$";=#$&")***ก8$ก":55 JO,;/)*ก01$
8:!1%8$กก/1*%;*ก!$"-O H(V%ก/1*%=*%5NPP/&")*&'10,%$' .71JO,!10'B$ก8:-M#-'!10'
=*%&'10,%$';GL'&/(ก  JO,8:!1%;*ก!$"*(7J'B(7<FG,(% 5NPP/&")*&'10,%$'-O-&#กOH\EGN^B 

 8:G"$กc&'#$71$%!1%;*ก!$"*(7J'B(7< -&#HI$ก$";/)*ก;%)E*'F=-'ก$"!1%
;*ก!$"O(%7(0*,1$%+$D 
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��
��ก��	�+VZ��+V�V�����=�     
- B\;*ก!$";=#$B$,(%5NPP/&")*&'10,%$' 
- B\!1%;*ก!$"**ก5NPP/&")*&'10,%$' 

�
�=��R� 
- FB1กI$&'O / !1%**ก*(7J'B(7<JO,FB1PI$'d%9d%QC#"(5./:QC#!1% 
- ;B)E*QC#!1%7"%ก(5H\E":5N   (ก$"":5N"$,M)E*5NPP/&")*&'10,%$'!$B$"9HI$

FO#JO,กOH\EGNB̂  8:G"$กc&'#$!BNO"$,M)E*=dV'B$-&#QC#-M#HI$ก$";/)*ก
"$,M)E*&")*&'10,%$'H\E7#*%ก$") 

��
R'�W= 

- ก$"":5N"$,M)E*5NPP/&")*&'10,%$'!$B$"9HI$FO#JO,กOH\EGN^B  8:
G"$กc&'#$!BNO"$,M)E*=dV'B$-&#QC#-M#HI$ก$";/)*ก"$,M)E*&")*&'10,%$'H\E
7#*%ก$" 

�
����+=
ก�	 
- -&#HI$ก$"กOH\E    8:B\;Gx$&B$,-'ก$"/%'$B!(E%ก$"-&#;/)*ก O(%+$D

7(0*,1$% 
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./:กOH\EGN^B  ":558:HI$ก$"5('Hdก"$,M)E*O(%ก/1$0./:ก/(5!C1&'#$B*5./:
9*'*I$'$8  JO,B\"$,M)E*&'10,%$'&")*5NPP/G"$กcH\EM)E*;%)E*'F=ก$"!1%;*ก!$" O(%+$D
7(0*,1$% 

 
 

&$ก7#*%ก$";D<EB"$,M)E*5NPP/&")*&'10,%$';GL'MNO-&#QC#-M#กOH\EGN^B  
":558:G"$กc&'#$71$% !BNO"$,M)E*=dV'B$ O(%+$D 
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QC#-M#!$B$"9HI$ก$";/)*ก;D<EB"$,M)E*5NPP/&")*&'10,%$'FO#P"(V%/:&/$,"$,M)E* JO,กOGN^B 
Shift  H\E&'#$.Gx';P")E*%P*BD<0;7*"[ ./#0;/)*ก"$,M)E*H\E7#*%ก$"H(V%&BO ./:กOH\EGN^B 

 ":558:HI$ก$";D<EB"$,M)E*H\E;/)*กH(V%&BO./:ก/(5;=#$!C1&'#$8* !1%;*ก!$"
*(7J'B(7< O(%+$DO#$'/1$% 

 



E-Document  E-Doc for windows user manual 

Powered by Vision Net Co., Ltd.  Page 22 of 150 

E
-
D
o
c
u
m
e
n
t
 fo
r
 w
in
d
o
w
s
 

./:&$ก7#*%ก$"/5"$,M)E*-O-&#HI$ก$"กOFGH\E"$,M)E*'(V' ./:กOGN^B   ":55
8:=dV'&'#$71$%,)',('  O(%+$D 

 
 

-&#HI$ก$"กOH\E GN^B  "$,M)E*'(V'8:&$,FG 8$ก'(V';B)E*HI$ก$"กI$&'OP1$71$% k 

;"\,5"#*,./#0-&# กOH\E  ;D<EBHI$ก$"GRO&'#$71$%ก$"7(V%P1$ก$"!1%;*ก!$"*(7J'B(7< 
 

4.6 *�
�����ก��	 : ก$"=*8*%;/=H\E&'(%!)*;D)E*-M#!I$&"(5ก$"**ก;/="(5&")*;/=!1%;*ก!$"
G":;+H71$%k 

 
 
 
 
 
 
 
 
 
 

8*%;/=;*ก!$" 
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4.7 �������ก��	 : ก$"=*;/=H\E&'(%!)* -'ก"Y\H\EFO#"(5B*5!<Hj<JO,-&#QC#-M#&")*&'10,%$'HI$
ก$"**ก;/=H\E&'(%!)* ;GL'QC#HI$ก$"=*;/= JO,;/)*กFGH\E&'10,%$'H\EB\!<Hj<=*;/= ;/)*ก

G":;+H;/=&'(%!)* ;/)*กM10%0('H\E  ;/)*ก!9$': ./:กOH\EGN^B  ":558:HI$
ก$".!O%;/=H\EFO#B\ก$"8*%F0#./#0=dV'B$ JO, 8:.!O%"$,ก$"-&#H"$5 O(%+$D7(0*,1$% 

 

 
 

 

./:&$ก7#*%ก$"H"$5!9$':;/=&'(%!)*H\EB\ก$"-M#%$'./#0-&#FGH\EM1*%!9$': ./#0;/)*ก
;GL'-M#./#0":558:HI$ก$".!O%;/=H\EFO#B\ก$"-M#%$'./#0 JO,8:.!O%"$,ก$"-&#H"$5 O(%
+$D7(0*,1$% OC8$ก!(n/(กmY[              H\E7<yก-'M1*%                  O(%+$D7(0*,1$%                         
&B$,P0$B01$ 
 

 
 

;/=O(%ก/1$0FO#B\ก$"-M#%$'./#0 
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4.8 Administrative Tools : !I$&"(5QC#OC./":55 ;B)E*กO./#0":558:-&#ก"*ก"&(!Q1$'O(%+$D 
 

 
 

4.9 V+?����ก : M10,-'ก$"G"(5.71%&'#$8*./:ก$"-M#%$'-&#;&B$:!B7$BP0$B7#*%ก$" H(V%
"CG.55ก$".!O%Q/=*%JG".ก"B ก$".8#%;7)*';B)E*B\;*ก!$";=#$ *NGก"Y[ Scanner 
"0B9d%ก$"G"(5P1$ก$"-M#%$'  JO,!$B$"9*'Nn$7-&#&'10,%$'*)E'!$B$"9HI$ก$"P#'&$
;*ก!$"HNกP"(V%H\E!"#$%&")*"(5;*ก!$"*(7J'B(7< 
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•••• ��	�����- : 8:.!O%;P")E*%.B1=1$, H\EHI$ก$"8(O;กZ5;*ก!$" 
 

 
 

•••• ก�	��,
@� : 8:.!O%"$,ก$";*ก!$";=#$-&B1-'&'#$."ก=*%JG".ก"B JO,!$B$"9
7(V%"$,ก$".!O%;*ก!$"FO#!C%!NO9d% 250 "$,ก$" 
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•••• �*�
�V��� :  !$B$"9กI$&'O":,:;0/$ก$".8#%;7)*';*ก!$";=#$-&B1FO# 7(V%.71 FB1.8#%
;7)*' 8'9d% 1 M(E0JB% 

 
 

•••• ��ก����	� : 7(V%P1$;P")E*%!.ก';*ก!$"01$7(0;P")E*%;GL'ก$"HI$%$'.55 P)* .55Gก7< 
&")* *(7J'B(7< 
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•••• �?��'��,(+- : !$B$"9กI$&'O":,:;0/$ก$"/Z*P&'#$8*;B)E*FB1B\ก$"-M#%$'FO#  
7(V%.71 FB17#*%/Z*P&'#$8* 8'9d% 1 M(E0JB% 

 

 
 

•••• ��-� �̂� : !$B$"9.'5"CG/$,;hZ'7[H\E8:G"$กcH#$,=#*P0$B.'5H#$,FO# 
 

 

 

 
 

•••• �+Y���
 : !$B$"9*'Nn$7-&#&'10,%$'*)E'HI$ก$"P#'&$;*ก!$"H\E!"#$%/"(5;*ก!$"
*(7J'B(7<FO# 
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5 ��?-�����  .!O%PC1B)*ก$"-M#%$' ;D)E**I$'0,P0$B!:O0ก-'ก$"-M#%$'.ก1QC#-M#&")*&'10,%$'H\E-M#
-'ก$"zdกm$=(V'7*'&")*0\j\ก$"-M#%$'":55 

 

5.1 About :  8:.!O%=#*BC/;ก\E,0ก(57(0JG".ก"BH\E-M#%$' 

 
5.2 View user manual : 8:.!O%PC1B)*ก$"-M#%$'JG".ก"B hdE%8:;GL'Fi/[ .pdf JO,QC#-M#

":55&")*&'10,%$'!$B$"9!(E% D<BD[;GL';*ก!$"FO# 

5 
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     ก1*'H\E8:;"<EB-M#%$'":55'(V' QC#-M#P0"HI$P0$B"C#8(กก(5!10'G":ก*5&'#$8*ก$"HI$%$'71$%k=*%":55
;!\,ก1*'  

'[l��>��+=

�ก�	�+=

��  G":ก*5FGO#0,GN^B8$กH$%h#$,FG=0$7$B/I$O(5O(%71*FG'\V 
 

 
 

1. GN^BOC+$Dก1*'D<BD[     JO,!$B$"9D<BD[&'#$"$,%$' , "$,ก$"=#*BC/-'!10'&'#$.!O%
"$,/:;*\,O**ก!C1;P")E*%D<BD[FO# 

2. GN^B Refresh       !I$&"(5ก$";"\,กOC"$,ก$"-'ก/1*%;*ก!$"8$ก Server *\กP"(V% JO,-&# Server 
!1%=#*BC//1$!NOB$-&# 

3. GN^BP#'&$     ;D)E*ก$"P#'&$;*ก!$"&")*"$,ก$"71$%k  &")*;GL'ก$"กI$&'O;%)E*'F=-'ก$".!O%
"$,ก$";*ก!$" -M#%$'FO#JO,ก$"P/<กH\E"CG.01'=,$, &")*D<BD[PI$H\E7#*%ก$"P#'&$/%-'M1*%01$%
&/(%"CG.01'=,$, 8$ก'(V'กO  Enter  

 

2 

3 

1 
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	�-ก�	ก���
��ก��	��
@��
�������
���?-
�� 
  P)*"$,M)E*5NPP/=*%QC#-M#ก/1*%;*ก!$"'(V' &$ก;GL'&'10,%$'&")*7I$.&'1%

8:;GL'!(n/(กmY[O(%+$D     +$,-'ก/1*%;*ก!$".71/:ก/1*%8:
G":ก*5FGO#0,!10'71$%k O(%'\V 

• : "$,ก$";*ก!$";=#$ ;กZ5"$,ก$";*ก!$"H\E!1%;=#$B$,(%QC#-M#&")*&'10,%$'  
JO,-' inbox !$B$"9!"#$%  Folder ,1*, k FO#*\ก 

•   : ก/1*%"$,ก$";*ก!$"H\E5NPP/&")*&'10,%$';Q,.D"1;*ก!$"!C1!$j$"Y: 

• : "$,ก$";*ก!$"**ก ;กZ5"$,ก$";*ก!$"H\EQC#-M#&")*&'10,%$'!1%**ก 

•  : "$,ก$";*ก!$"H\E!"#$%=dV'&")*8(O;กZ5ก1*'ก$"!1%;*ก!$"**กFG,(%QC#*)E' 
&")*&'10,%$'*)E' ;D)E*P0$B!:O0ก71*ก$"-M#%$'=*%QC#-M# 

•   : ;GL'ก/1*%;*ก!$"H\E-M#!I$&"(5;*ก!$"H\E9Cก!1%;=#$ 
&")* !1%**ก8$ก!<Hj<|QC#9)*P"*%7I$.&'1%'(V'k  (hdE%.71/:!9$5('8:กI$&'O!<Hj[=*%QC#9)*
P"*%7I$.&'1%'(V'&")*FB1กZFO# JO,8:=dV'*,C1ก(5P0$B;&B$:!B=*%.71/:&'10,%$') 

•  : ;GL'ก/1*%;*ก!$"H\E-M#!I$&"(5;*ก!$"H\E9Cก!1%;=#$ &")* !1%**ก8$ก
&'10,%$'=*%QC#-M#":55 

•  : "$,;*ก!$"H\EQC#-M#&")*&'10,%$';GROM1*%H$%-&#QC#H\E7#*%ก$"H"$5!$B$"9
!)5P#'FO# .717#*%FO#"(5!<Hj<|-'ก$";=#$OC;*ก!$"8$ก&'10,%$'&")*5NPP/QC#!"#$%;*ก!$"
'(V' 
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• : ;B)E*QC#-M#&")*&'10,%$'FB17#*%ก$";*ก!$"M<V'-O !$B$"9FG,(%ก/1*%;กZ5
;*ก!$"H\EFB17#*%ก$"'(V'k ./#0;/)*ก;*ก!$"H\E7#*%ก$"8:/5OC8$ก List =*%;*ก!$"ก/1*%k 
'(V' (O(%+$D7(0*,1$% 8:;GL' List =*%ก/1*%;*ก!$" Sentbox) 

 

 
 

./#0กOH\EGN^B Delete 5'.Gx'D<BD[ 8:B\&'#$71$%.!O%=dV'B$H\E&'#$8*":55;D)E*9$B01$ _PNY

.'1-8&")*H\E8:HI$ก$",#$,"$,ก$"&/(ก'\VFG,(% Recycle Bin` O(%+$D7(0*,1$% 
 

 
 

-&#QC#-M#กOH\EGN^B yes ;D)E*,)',('ก$",#$,;*ก!$"FG,(%9(%=,:  JO,H\E8:;*ก!$";&/1$'(V'8:,(%
*,C1-'":55 .718:*,C1-'!10'H\E;GL' Recycle Bin &$กHI$ก$"h1*'F0#กZ8:B*%FB1;&Z';*ก!$"-'
ก/1*%'\V 
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	�-ก�	��ก��	�W=�-��
�ก���
V��
Q 
 

 
 

• ;B)E*กO;/)*กH\E7(0;*ก!$"./#0HI$ก$"กOH\EGN^B  H$%O#$'=0$B)*8:G"$กc
&'#$71$%=*%;*ก!$"H\E;/)*กJO,!(%;=G ./:&$ก7#*%ก$"h1*'-&#HI$ก$"กOH\EGN^B 

 *\กP"(V%  &'#$71$%H\EG"$กc=dV'กZ8:&$,FG  

 

 

 

QC#-M#!$B$"9P/<ก;D)E*;=#$FG;/)*กOC
;*ก!$"-'.71/:"$,ก$"FO# 
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1 �	��
��+
���(�-
����?��
��ก 
1.1. ;/)*ก01$7#*%ก$"!"#$%&'(%!)*-''$B=*%-P" (ก"Y\H\EPNYFO#"(5B*5!<Hj<8$ก5NPP/&")*
&'10,%$'-Ok) JO,ก$"กO;/)*กH\E"$,M)E*-'ก"*5H$%h#$, ก"Y\7(0*,1$%O(%+$D 8:;GL'ก$"!"#$%
&'(%!)*8$กก/1*%  -''$B=*%5NPP/ M)E* QC#D(~'$":55 1 Vision Net 

 

 
 
 
 
 
 
 
 
 
 
 
 

1.2 

1.1 
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1.2. กOH\EGN^B   ;/)*กG":;+Hก$"!"#$%&'(%!)*;GL'  

 

 
1.3. D<BD[&(0;")E*%;*ก!$"H\E7#*%ก$"!"#$% -'M1*%=*% _&(0;")E*%` 

1.4. กOH\EGN^B  ;D)E*":5N"$,/:;*\,OG/\ก,1*,;D<EB;7<B  JO,8:B\M1*%-&#ก"*ก
"$,/:;*\,O71$%k (O(%+$DG":ก*5)  

1.3 

1.6 

1.7 

1.5 

1.4 

1.8 
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• ?+��W=���� (0('H\EQC#-M#&")*&'10,%$'HI$ก$"!"#$%;*ก!$" &")*0('H\E;*ก!$";=#$-' inbox -'
ก"Y\QC#-M#&")*&'10,%$';GL'QC#"(5) 

• '	��(���ก��	 (!$B$"9กO;/)*ก":5NG":;+H=*%;*ก!$"H\E!"#$%FO#JO,กOGN^B   ) 

• �����+
���  (;B)E*กOH\EGN^B  8:G"$กc&'#$71$%  =dV'B$O(%7(0*,1$%71*FG'\V) 
 

 

8:B\ GN^B  ./:GN^B   ./:  H(V%'\VQC#!"#$%;*ก!$"

1.4 
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8:7#*%HI$ก$"=*&")*HI$ก$"8*%;/=&'(%!)*+$,-'ก1*' 
ก	�Wก�	����� &$กQC#-M#&")*&'10,%$'FB1!$B$"9**ก;/=FO#;*%8:7#*%HI$ก$"8*%;/= hdE%QC#-M#&")*
&'10,%$'7#*%;/)*กH\E M1*%&'10,%$'H\E7#*%ก$"=*;/=H\E&'(%!)* JO,8:B\!(n/(กmY[  -&#;/)*ก01$

&'10,%$'&")*5NPP/-O8:;GL'QC#ก":HI$ก$"=*;/= ./:กOH\EGN^B  8:G"$กc&'#$71$% =dV'B$
O(%+$D7(0*,1$%  

 
 

  ;/)*ก;/=&'(%!)*8$กMNO7(0;/=&'(%!)*+$,-'ก"*ก"$,/:;*\,O71$%k-'M1*%-&#P"59#0' 

./:8d%กOGN^B  ":558:HI$ก$".8#%-&#H"$501$ 

 
  ก$"=*;/=;!"Z8!B5C"Y[ -&#กO  
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  ":558:.!O%&'#$71$%ก$"=*;/=&'#$;O<B O(%+$DO#$'/1$% 
 

 

hdE%&$กQC#-M#,(%FB1;&Z';/=H\EFO#HI$ก$"8*%F0# -&#กO;/)*กH\EM1*%;/=&'(%!)* กO !(n/(กmY[ 
  ./:;/)*ก!9$':;*ก!$" ;GL'D"#*B-M#%$' ;/)*กM10%0('H\E  H\EFO#HI$ก$"=*;/=./:กO

H\EGN^B  ":558:G":B0/Q/./:HI$ก$".!O%;/=&'(%!)*H\ED"#*B-M#%$'
H(V%&BO=*%7"$G":H(5'(V'k  

 

 

 H\EFO#HI$ก$"8*%F0#7$BM10%0('H\E H\E;"$;/)*ก  O(%+$DO#$'/1$% JO,H\EQC#-M#8:;&Z';/=H\EFO#HI$
ก$"8*%=*F0# ./:&$กQC#-M#7#*%ก$"8:-M#;/=H\E=*H('H\'(V' 
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  -&#กOH\EGN^B  ;/=&'(%!)*O(%ก/1$08:G"$กc*,C1-';')V*&$ !10'H\E;GL';/=H\E
&'(%!)*O(%+$D 
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  -'&'#$ก$"=*;/= ;B)E*QC#-M#;/)*กH\E Document code/;/=&'(%!)* 8:;&Z'/(กmY:O(%+$D 
 

 

  JO,!10''\V8:B\F0#!I$&"(5QC#-M#H\EB\!<Hj<;GL'QC#9)*!BNOPNB;/= JO,":558:.!O%-&#;&Z'01$FO#
B\ก$"8*%;/=-OF0#.71,(%FB1FO#'I$;/=H\E=*%&'(%!)*'(V'FG-M# JO,!(%;ก7N8$ก!(n/(กmY[ O(%ก/1$0  ./:
&$ก;/=&'(%!)*H\EFO#HI$ก$"8*% ./: B\ก$"'I$;/='(V'FG-M#8:!(%;ก7N8$ก!(n/(กmY[ O(%+$D JO,8:B\
;P")E*%&B$,9Cก      -'M1*%            O(%+$D7(0*,1$% 
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• 	�,+��+Y��?���	�?  (!$B$"9กO   ;D)E*HI$ก$";/)*ก":O(5M(V'P0$B;"Z0FO#) 

• 	�,+��+Y��?���+�  (!$B$"9กO   ;D)E*HI$ก$";/)*ก":O(5M(V'P0$B/(5FO#) 

• ?+��W=��ก��	  (P)*0('H\EH\E":5N-'7(0;*ก!$") 

• �	W-�  ( -'!10'=*%M1*%'\V!$B$"9ก"*ก7(0*(กm"&")*กOH\EGN^B  กZFO#8:G"$กc!BNO
"$,M)E* / Address Book ./:;B)E*7#*%ก$"8:/5"$,M)E*H\EFO#;/)*กFG./#0;D)E*HI$ก$".ก#F= 

-&#กOH\EGN^B    8:/5"$,M)E*'(V'**ก ./#08d%HI$ก$";/)*ก"$,M)E*-&B1;=#$FG ) 
o *j<5$, (;"\,')   (-'!10'=*%M1*%'\VQC#!"#$%;*ก!$"!$B$"9D<BD[7(0*(กm"71$%kFO#  

JO,8:;GL'ก$"=,$,P0$B;=#$-8 -'M1*% _;"\,'` ) 

• ���
_T
 (=#*P0$B)   (-'H\E'\V*$8ก"*ก"$,/:;*\,O&")*FB1ก"*กกZFO#) 
o *#$%9d% ("$,ก$") (-'H\E'\VP)*ก$".'5!<E%H\E*#$%9d%;GL'Fi/[=#*BC/H\E7#*%ก$";=#$!C1

":55) 

กOH\E  B\!*%!10'-&#;/)*ก P)*         

&$กHI$ก$";/)*กH\E ;M)E*BJ,%&'(%!)*;O<BH\E

1.5 
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B\*,C1-'":558:G"$กc&'#$71$% O(%+$D 

 
  -&#QC#-M#HI$ก$"P#'&$;*ก!$"8$กก/1*%;*ก!"#$% (Document box) &")* ก/1*%;*ก!$"
;=#$ (Inbox) 

  ./#08d%กO;/)*ก;%)E*'F=-'ก$"P#'&$;*ก!$" ;M1'9#$กOGN^B  8:;GL'
ก$"P#'&$;*ก!$"*,1$%"0O;"Z0 7(0*,1$%O(%+$D 

 

 
 

-&#QC#-M#%$'กI$&'O;%)E*'F= P)* PI$P#'&$ ./:M10%0('H\E  H\E7#*%ก$"./:กOH\E GN^B 

  .71&$ก7#*%ก$"P#'&$.55 Quick Search P)*!$B$"9":5N.&/1%H\E
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P#'&$;*ก!$"FO#-&#กOGN^B  
8:G"$กc&'#$8*O(%+$D JO,QC#-M#7#*%HI$ก$"กI$&'O.&/1%H\EP#'&$ ./:8d%กOGN^B 

 
 

 
 

  &")*&$ก7#*%ก$"P#'&$.55*)E'กZ!$B$"9กOGN^B  FO#  ;M1' 9#$;/)*กก$"
P#'&$.55 Advance Search 8:G"$กc&'#$8*O(%+$D hdE%;GL'ก$"P#'&$;*ก!$"*,1$%/:;*\,O 
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JO,QC#-M#!$B$"9กOH\E!(n/(กmY[  ;D)E*กI$&'O&(0=#*-'ก$"P#'&$OC7(0*,1$%
+$DG":ก*5  

 

 
 

hdE%!$B$"9P#'&$FO#8$ก0('H\E;=#$=*%;*ก!$" ,&(0;")E*%,;/=;*ก!$",G":;+H;*ก!$",
":O(5M(V'P0$B/(5,":O(5M(V'P0$B;"Z0,5HP(O,1*, Full text search,0('H\E;*ก!$",
0('H\E"(5,0('H\E!1%,0('H\E!"#$%,;"\,',*j<5$,(;"\,') , 8$ก *j<5$, (8$ก) ,QC#!1%;*ก!$"
,;/="(5,!9$'':ก$""(5;*ก!$",;/="(5,!9$':ก$""(5;*ก!$",&B$,;&7N, Folder 
H\EP#'&$,.&/1%H\EP#'&$ 

&")*&$กFB17#*%ก$"กI$&'O&(0=#*-'ก$"P#'&$-&#กO!(n/(กmY[   ;D)E*;GL'ก$"
GRO&(0=#*H\EFB17#*%ก$"-M#P#'&$ 
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• ��=
�W=��
��,�?-  (H(V%'\V8:B\&")*FB1กZFO#) 

• *�ก (กZ-M#0<j\ก$";O\,0ก('ก(5 _;"\,'` P)*!$B$"9ก"*ก7(0*(กm" &")*กOH\EGN^B  กZFO#

8:G"$กc!BNO"$,M)E* ) ./:&$ก7#*%ก$"/5กZ-&#กO!(n/(กmY[  
o *j<5$, (8$ก)  (-'!10'=*%M1*%'\VQC#!"#$%;*ก!$"!$B$"9D<BD[7(0*(กm"71$%kFO#  

JO,8:;GL'ก$"=,$,P0$B;=#$-8 -'M1*% _8$ก`) 

• *>��?�����  (!$B$"9ก"*ก8I$'0'&'#$ FO#-'ก"Y\H\E;*ก!$"H\E.'5B\8I$'0'B$กก01$
&'dE%) 

• �?��,>�����ก�	  (QC#!"#$%!$B$"9;/)*กFO#H(V% .55กI$&'O":,:;0/$ ./:FB1กI$&'O) 

• ��-[��ก��	  ;"<EB-M#%$'7(V%.71 (JO,8:B\-&#;/)*กH(V%0('H\EGf88N5(' &")* !$B$"9กI$&'O
0('H\EFO#;*%) 
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• ���-��V[  (!$B$"9ก"*ก"$,/:;*\,O;D<EB;7<BFO#7$B7#*%ก$") 
hdE%8:B\M1*%             ;D)E*-&#-!1;P")E*%&B$,         &$ก7#*%ก$";Q,.D"1 / *'Nn$7-&#
&'10,%$'*)E'k HI$ก$"P#'&$;*ก!$"'\VFO# 

1.6 =#*BC/;D<EB;7<B./:O(M'\!)5P#'  QC#-M#!$B$"9ก"*กFO#7$B7#*%ก$"  7$B.71/:G":;+H=*%
;*ก!$"  JO,!$B$"9กI$&'O-&#;*ก!$".71/:G":;+HB\O(M'\./:=#*BC/;D<EB;7<BFO# JO,7#*%
7<O71* Admin =*%":55./:;B)E*HI$ก$";/)E*';B$H[/%B$O#$'/1$%!NO-'!10'=*%ก$"ก"*ก
"$,/:;*\,OH\E;GL';')V*&$8:;GL'!10'=*%!<Hj<|-'ก$".'5;*ก!$";D<EB;7<B 

 
 
 

1.6 
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1.7 !<Hj<|-'ก$".'5;*ก!$";D<EB;7<B QC#-M#7#*%กI$&'O!<Hj<|-'ก$".'5;*ก!$"!$j$"Y:=*%QC#"(5
;*ก!$"  JO,*'Nn$7-&#QC#"(5HNกP' .'5;*ก!$";D<EB;7<BFO# &")* 8:*'Nn$75$%5NPP/&")*

&'10,%$'H\E8:!$B$"9.'5;*ก!$";D<EBFO#  JO,กO   8:;=#$!C1&'#$ _!BNO
"$,M)E*` ;D)E*HI$ก$";/)*ก"$,M)E*H\E7#*%ก$" 7(0*,1$%8:G"$กc&'#$71$%O(%+$DO#$'/1$% 

 

 

1.7 
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./:;B)E*;/)*ก"$,M)E*&")*&'10,%$';"\,5"#*,./#0-&#กOH\E GN^B ;D)E*GRO&'#$8*
!BNO"$,M)E* 
"$,M)E*&")*&'10,%$'H\E;/)*กกZ8:G"$กc*,C1-'M1*% O(%+$D7(0*,1$% 
 

 
 

1.5. 8$ก'(V'-&#HI$ก$" กOH\E GN^B   H\EBNB=0$B)*;D)E*GRO&'#$8*'\V ":558:HI$ก$"5('Hdก=#*BC/H\E
ก"*กFG./#0=#$%7#'JO,*(7J'B(7< ./:8:ก/(5;=#$!C1&'#$ก$"!"#$%;*ก!$" 

1.6. ก"*ก=#*BC/"$,/:;*\,O;')V*&$;*ก!$"*,1$%,1*/%-'M1*% _5HP(O,1*/;')V*&$;*ก!$" 
(Abstract)` 

1.7. กOH\EGN^B  ;D)E*":5NG/$,H$%QC#"(5;*ก!$" ":5N8NOBN1%&B$,-'ก$"!1%;*ก!$" 
"0BH(V%":5N"$,/:;*\,OG/\ก,1*,*)E'k.,ก7$B"$,5NPP/ ":558:HI$ก$";GRO&'#$71$%&'#$
-&B1=dV'B$ hdE%!$B$"9HI$;D<EB;7<B"$,M)E*G/$,H$%QC#"(5FO#-'&'#$'\V JO,8:*j<5$,-'=#* 2.9 

1.8. ก"*ก"$,/:;*\,O/%-'M1*%=#*P0$B.'5H#$, (9#$B\) 

1.8 !$B$"9HI$ก$".'5;*ก!$";D<EB;7<BFO#JO,กOH\EGN^B  ./#0;/)*กG":;+H
ก$".'5;*ก!$"7$BP0$B7#*%ก$" 7(0*,1$%O(%+$D 

 
 

1.9. -'&'#$!1%9d%8:;GRO;=#$!C1&'#$  ;D)E*;D<EB"$,ก$"G/$,H$%QC#"(5 
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JO,;/)*ก"$,M)E*5NPP/&")*&'10,%$'H\E7#*%ก$" ./#0กO.95;B$H[FGH\EM)E*'(V' ;D)E*-&#M1*%

O#$'=0$B)*.!O%"$,/:;*\,OO(%+$DO#$'/1$% ./#08d%กO  hdE%0<j\-M#%$'&'#$ 
_!BNO"$,M)E*` *,1$%/:;*\,O8:*j<5$,-'+$,&/(% 
 

 
 

./:;B)E*กO  ./#0":558:5('HdกM)E*&")*&'10,%$'H\EQC#-M#;/)*ก./:**กB$!C1
&'#$ Forward & Reply Document 7(0*,1$%O(%+$DG":ก*5 

1.10. ;/)*กกI$&'O;Gx$&B$,-'ก$"!1% .,ก7$B"$,5NPP/&")*&'10,%$' 
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1.11. ;/)*กกI$&'O0<j\ก$"!1% .,ก7$B"$,5NPP/&")*&'10,%$' 
;/)*กกI$&'O":O(5ก$"!1% .,ก7$B"$,5NPP/&")*&'10,%$' 
 

 

 
 

1.12. ;/)*กกI$&'O0('H\E7#*%;GRO*1$', 0('H\E7#*%"(5, 0('H\E7#*%!1%71* .,ก7$B"$,5NPP/&")*
&'10,%$' 

1.13. !$B$"9G"(5.71%/I$O(5"$,M)E*ก1*'&/(% (/I$O(5'\V8:B\Q/71*/I$O(5-'ก$"!1%;*ก!$"-'
ก"Y\H\E;/)*กG":;+H0<j\ก$"!1%**ก;GL'.55 _7$B=(V'7*'` &")*;/)*ก"CG.55ก$"!1%;*ก!$"

1.17 

1.10 1.11 1.12 

1.16 
1.15 

1.14 1.13 

1.16 

1.17 

 1.18 

1.19 
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;GL'.55 _7$B/I$O(5`) 
1.14. ก"Y\H\EB\ก$";D<EBG/$,H$%QC#"(5Q<OD/$O !$B$"9/5**กFO# JO,กOFGH\EGN^B'\V 

  
 

1.15. กI$&'O"CG.55ก$"!1%;*ก!$"**ก 01$7#*%ก$"!1%;*ก!$".55-O 
1.16. 5('Hdกก$";7)*' JO,กI$&'O;B)E*QC#"(5OI$;'<'ก$"-Ok ก(57(0;*ก!$"H\E!1%FG 
1.17. กI$&'O _ก$"**ก;/=!1%` 
1.18. ;D<EB;*ก!$".'5 hdE%;*ก!$"H\E.'5-'!10''\V FB1FO#9Cก.'57<OFGก(57#'b5(5;*ก!$" QC#H\E

FO#"(5Fi/[.'5'\VB\;D\,%QC#H\EB\"$,M)E**,C1-'"$,ก$"G/$,H$%QC#"(5 H\E8:"(5;*ก!$";H1$'(V' 
&$ก;ก<Oก$"!1%;*ก!$"b5(5'\V**กFG*\ก QC#H\E"(571*กZ8:FB1;&Z'Fi/[.'5'\V HI$FO#JO,ก$"กO

GN^B   8$ก'(V';/)*ก G":;+Hก$".'5Fi/[ ./#0HI$7$B=(V'7*';/)*กFi/[H\E
7#*%ก$".'5 

1.19. ;B)E*":5N"$,/:;*\,OP"59#0'7$B7#*%ก$"./#08d% กOGRO&'#$8*'\V   
1.20. ;B)E*7"08!*58'.'1-801$FO#":5N"$,/:;*\,OP"59#0' D"#*B!1%./#0 8d%กOH\EGN^B 
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2 �
	+���+
���(�-
� 
 ก$"/%"(5&'(%!)*+$,-'!$B$"9/%"(5FO# 2 0<j\ O(%'\V  

2.1 /%"(5&'(%!)*+$,-'H\E*,C1'*ก":55 -M#-'ก"Y\H\E&'10,%$'+$,-'5$%&'10,%$'FB1
!$B$"9!1%;*ก!$"Q1$'":55FO#8d%!1%&'(%!)*7(08"<%B$H\EQC#"(5 JO,QC#"(58:7#*%/%"(5
;*ก!$";=#$!C1":55;*% 

 
 

2.1.1 ;/)*ก01$7#*%ก$"!"#$%;*ก!$"-''$B=*%-P" (ก"Y\H\EPNYFO#"(5B*5!<Hj<8$ก
5NPP/&")*&'10,%$'-Ok) JO,ก$"กO;/)*กH\E"$,M)E*-'ก"*5H$%h#$, 

2.1.2 กOH\EGN^B   ;/)*กG":;+Hก$"!"#$%;*ก!$";GL' 

 
 
 
 
 
 
 
 
 
 

4.2 

4.1 
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2.1.3 ;/)*ก":5NG":;+Hก$"**ก;/="(5 01$8:**ก&B$,;/="(5&")*FB1 JO,9#$;/)*ก

**ก&B$,;/="(5!$B$"9HI$ก$"G"(5;/=FO# JO,HI$ก$"กOH\EGN^B   
2.1.4 ;/)*ก":5N;Gx$&B$, 7$B8"<%=*%;*ก!$"  JO,กOH\EGNB̂  ;D)E*;/)*ก 
2.1.5 ":5N&(0;")E*%;*ก!$"H\7#*%ก$""(5 

2.1.6 กOH\EGN^B  ;D)E*":5N"$,/:;*\,OG/\ก,1*,;D<EB;7<B (O(%B\"$,/:;*\,O
H\EFO#ก/1$0F0#-'=(V'7*'ก$"!"#$%;*ก!$") 

2.1.7 ก"*ก;')V*P0$BJO,!(%;=G=*%;*ก!$"H\E7#*%ก$" /%-'M1*% _5HP(O,1*` 

2.1.8 กOH\EGN^B  ;D)E*":5NG/$,H$%QC#"(5;*ก!$" ":5N8NOBN1%&B$,-'ก$"
!1%;*ก!$" "0BH(V%":5N"$,/:;*\,OG/\ก,1*,*)E'k.,ก7$B"$,5NPP/ ":558:
HI$ก$";GRO&'#$71$%-&B1=dV'B$ hdE%!$B$"9HI$ก$";D<EB;7<B"$,M)E*G/$,H$%QC#"(5
FO#-'&'#$'\V  0<j\ก$"-M#%$'O(%H\EFO#ก/1$0F0#-'=#* !"#$%;*ก!$"./#0!1%**ก 

2.1.9 ก"*ก"$,/:;*\,O/%-'M1*%=#*P0$B.'5H#$, (9#$B\)  
2.1.10 .'5;*ก!$"!$j$"Y:  QC#H\EFO#"(5;*ก!$"b5(5'\VHNกP' 8:!$B$"9B*%;&Z'Fi/[

'\V FB101$8:;ก<Oก$"!1%71*FG*\กก\EP"(V% QC#"(5HNกP'กZ8:!$B$"9B*%;&Z'Fi/['\VFO# 

JO,ก$"กOGN^B  

2.1.11 ;B)E*7"08!*501$ก"*ก=#*BC/8'P"59#0'./#0 8d%กOGN^B  ":55
8:HI$ก$"5('Hdกก$"!"#$%;*ก!$""(5./#0!1%**กกZ8:;!"Z8!B5C"Y[ 

 

2.1.7 
2.1.6 

2.1.11 

2.1.9 

2.1.8 

2.1.5 

2.1.3 
2.1.4 

2.1.10 
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2.2 /%"(5&'(%!)*+$,-'H\E*,C1-'":55 -'ก"Y\H\EFO#"(5;*ก!$"!1%;=#$B$-' Inbox 8:!$B$"9
/%"(5;*ก!$"FO#JO,FB17#*% !"#$%;*ก!$"-&B1 
2.2.1 -'&'#$.!O%"$,ก$";*ก!$"-' Inbox  0<j\"(5;*ก!$B$"9HI$FO#JO, กO;/)*กH\E

"$,ก$";*ก!$"H\E7#*%ก$""(5 O(5;5<V/P/<yก;=#$!C1&'#$;')V*&$;*ก!$" O(%+$D 

 
 

2.2.2 กOH\EGN^B    8:;GRO&'#$ก$""(5;*ก!$"=dV'B$ 

 

2.2.1 

2.2.2 
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2.2.3 ;/)*กG":;+H-'ก$""(5;*ก!$" 8$ก'(V'กOH\EGN^B  ;GL'*('
;!"Z8!<V'ก$""(5;*ก!$" 
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ก�	*+,ก�	��+
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1 �	��
��+
���(�-��ก���?��
��ก 
1.1. ;/)*ก01$7#*%ก$"!"#$%&'(%!)*+$,'*ก-''$B=*%-P" (ก"Y\H\EPNYFO#"(5B*5!<Hj<8$ก5NPP/

&")*&'10,%$'-Ok) JO,ก$"กO;/)*กH\E"$,M)E*-'ก"*5H$%h#$, ก"Y\7(0*,1$%O(%+$D 8:;GL'
ก$"!"#$%&'(%!)*8$กก/1*%  -''$B=*%5NPP/ M)E* QC#D(~'$":55 1 Vision 
Net 

 

 
 
 
 
 
 
 
 
 
 
 

1.2 

1.1 



E-Document  E-Doc for windows user manual 

Powered by Vision Net Co., Ltd.  Page 59 of 150 

E
-
D
o
c
u
m
e
n
t
 fo
r
 w
in
d
o
w
s
 

 

1.2. กOH\EGN^B   ;/)*กG":;+Hก$"!"#$%&'(%!)*;GL'  

 

 
1.3. D<BD[&(0;")E*%;*ก!$"H\E7#*%ก$"!"#$% -'M1*%=*% _&(0;")E*%` 

1.4. กOH\EGN^B  ;D)E*":5N"$,/:;*\,OG/\ก,1*,;D<EB;7<B  JO,8:B\M1*%-&#ก"*ก
"$,/:;*\,O71$%k (O(%+$DG":ก*5)  

1.3 

1.6 

1.7 

1.5 

1.4 

1.8 
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• ?+��W=���� (0('H\EQC#-M#&")*&'10,%$'HI$ก$"!"#$%;*ก!$" &")*0('H\E;*ก!$";=#$-' inbox -'
ก"Y\QC#-M#&")*&'10,%$';GL'QC#"(5) 

• '	��(���ก��	 (!$B$"9กO;/)*ก":5NG":;+H=*%;*ก!$"H\E!"#$%FO#JO,กOGN^B   ) 

• �����+
���  (;B)E*กOH\EGN^B  8:G"$กc&'#$71$%  =dV'B$O(%7(0*,1$%71*FG'\V) 
 

 

8:B\ GN^B  ./:GN^B   ./:  H(V%'\VQC#!"#$%;*ก!$"

1.4 
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8:7#*%HI$ก$"=*&")*HI$ก$"8*%;/=&'(%!)*!1%+$,'*กก1*' 
ก	�Wก�	����� &$กQC#-M#&")*&'10,%$'FB1!$B$"9**ก;/=FO#;*%8:7#*%HI$ก$"8*%;/= hdE%QC#-M#&")*
&'10,%$'7#*%;/)*กH\E M1*%&'10,%$'H\E7#*%ก$"=*;/=H\E&'(%!)* JO,8:B\!(n/(กmY[  -&#;/)*ก01$

&'10,%$'&")*5NPP/-O8:;GL'QC#ก":HI$ก$"=*;/= ./:กOH\EGN^B  8:G"$กc&'#$71$% =dV'B$
O(%+$D7(0*,1$%  

 
 

  ;/)*ก;/=&'(%!)*8$กMNO7(0;/=&'(%!)*+$,'*กก"*ก"$,/:;*\,O71$%k-'M1*%-&#

P"59#0' ./:8d%กOGN^B  ":558:HI$ก$".8#%-&#H"$501$ 

 
  ก$"=*;/=;!"Z8!B5C"Y[ -&#กO  
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  ":558:.!O%&'#$71$%ก$"=*;/=&'#$;O<B O(%+$DO#$'/1$% 
 

 

hdE%&$กQC#-M#,(%FB1;&Z';/=H\EFO#HI$ก$"8*%F0# -&#กO;/)*กH\EM1*%;/=&'(%!)* กO !(n/(กmY[ 
  ./:;/)*ก!9$':;*ก!$" ;GL'D"#*B-M#%$' ;/)*กM10%0('H\E  H\EFO#HI$ก$"=*;/=./:กO

H\EGN^B  ":558:G":B0/Q/./:HI$ก$".!O%;/=&'(%!)*H\ED"#*B-M#%$'
H(V%&BO=*%7"$G":H(5'(V'k  

 

 

 H\EFO#HI$ก$"8*%F0#7$BM10%0('H\E H\E;"$;/)*ก  O(%+$DO#$'/1$% JO,H\EQC#-M#8:;&Z';/=H\EFO#HI$
ก$"8*%=*F0# ./:&$กQC#-M#7#*%ก$"8:-M#;/=H\E=*H('H\'(V' 
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  -&#กOH\EGN^B  ;/=&'(%!)*O(%ก/1$08:G"$กc*,C1-';')V*&$ !10'H\E;GL';/=H\E
&'(%!)*O(%+$D 
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  -'&'#$ก$"=*;/= ;B)E*QC#-M#;/)*กH\E Document code/;/=&'(%!)* 8:;&Z'/(กmY:O(%+$D 
 

 

  JO,!10''\V8:B\F0#!I$&"(5QC#-M#H\EB\!<Hj<;GL'QC#9)*!BNOPNB;/= JO,":558:.!O%-&#;&Z'01$FO#
B\ก$"8*%;/=-OF0#.71,(%FB1FO#'I$;/=H\E=*%&'(%!)*'(V'FG-M# JO,!(%;ก7N8$ก!(n/(กmY[ O(%ก/1$0  ./:
&$ก;/=&'(%!)*H\EFO#HI$ก$"8*% ./: B\ก$"'I$;/='(V'FG-M#8:!(%;ก7N8$ก!(n/(กmY[ O(%+$D JO,8:B\
;P")E*%&B$,9Cก      -'M1*%            O(%+$D7(0*,1$% 
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• 	�,+��+Y��?���	�?  (!$B$"9กO   ;D)E*HI$ก$";/)*ก":O(5M(V'P0$B;"Z0FO#) 

• 	�,+��+Y��?���+�  (!$B$"9กO   ;D)E*HI$ก$";/)*ก":O(5M(V'P0$B/(5FO#) 

• ?+��W=��ก��	  (P)*0('H\EH\E":5N-'7(0;*ก!$") 

• �	W-�  ( -'!10'=*%M1*%'\V!$B$"9ก"*ก7(0*(กm"&")*กOH\EGN^B  กZFO#8:G"$กc!BNO
"$,M)E* / Address Book ./:;B)E*7#*%ก$"8:/5"$,M)E*H\EFO#;/)*กFG./#0;D)E*HI$ก$".ก#F= 

-&#กOH\EGN^B    8:/5"$,M)E*'(V'**ก ./#08d%HI$ก$";/)*ก"$,M)E*-&B1;=#$FG ) 
o *j<5$, (;"\,')   (-'!10'=*%M1*%'\VQC#!"#$%;*ก!$"!$B$"9D<BD[7(0*(กm"71$%kFO#  

JO,8:;GL'ก$"=,$,P0$B;=#$-8 -'M1*% _;"\,'` ) 

• ���
_T
 (=#*P0$B)   (-'H\E'\V*$8ก"*ก"$,/:;*\,O&")*FB1ก"*กกZFO#) 
o *#$%9d% ("$,ก$") (-'H\E'\VP)*ก$".'5!<E%H\E*#$%9d%;GL'Fi/[=#*BC/H\E7#*%ก$";=#$!C1

":55) 

กOH\E  B\!*%!10'-&#;/)*ก P)*         

&$กHI$ก$";/)*กH\E ;M)E*BJ,%&'(%!)*;O<BH\E

1.5 
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B\*,C1-'":558:G"$กc&'#$71$% O(%+$D 

 
  -&#QC#-M#HI$ก$"P#'&$;*ก!$"8$กก/1*%;*ก!"#$% (Document box) &")* ก/1*%;*ก!$"
;=#$ (Inbox) 

  ./#08d%กO;/)*ก;%)E*'F=-'ก$"P#'&$;*ก!$" ;M1'9#$กOGN^B  8:;GL'
ก$"P#'&$;*ก!$"*,1$%"0O;"Z0 7(0*,1$%O(%+$D 

 

 
 

-&#QC#-M#%$'กI$&'O;%)E*'F= P)* PI$P#'&$ ./:M10%0('H\E  H\E7#*%ก$"./:กOH\E GN^B 

  .71&$ก7#*%ก$"P#'&$.55 Quick Search P)*!$B$"9":5N.&/1%H\E
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P#'&$;*ก!$"FO#-&#กOGN^B  
8:G"$กc&'#$8*O(%+$D JO,QC#-M#7#*%HI$ก$"กI$&'O.&/1%H\EP#'&$ ./:8d%กOGN^B 

 
 

 
 

  &")*&$ก7#*%ก$"P#'&$.55*)E'กZ!$B$"9กOGN^B  FO#  ;M1' 9#$;/)*กก$"
P#'&$.55 Advance Search 8:G"$กc&'#$8*O(%+$D hdE%;GL'ก$"P#'&$;*ก!$"*,1$%/:;*\,O 
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JO,QC#-M#!$B$"9กOH\E!(n/(กmY[  ;D)E*กI$&'O&(0=#*-'ก$"P#'&$OC7(0*,1$%
+$DG":ก*5  

 

 
 

hdE%!$B$"9P#'&$FO#8$ก0('H\E;=#$=*%;*ก!$" ,&(0;")E*%,;/=;*ก!$",G":;+H;*ก!$",
":O(5M(V'P0$B/(5,":O(5M(V'P0$B;"Z0,5HP(O,1*, Full text search,0('H\E;*ก!$",
0('H\E"(5,0('H\E!1%,0('H\E!"#$%,;"\,',*j<5$,(;"\,') , 8$ก *j<5$, (8$ก) ,QC#!1%;*ก!$"
,;/="(5,!9$'':ก$""(5;*ก!$",;/="(5,!9$':ก$""(5;*ก!$",&B$,;&7N, Folder 
H\EP#'&$,.&/1%H\EP#'&$ 

&")*&$กFB17#*%ก$"กI$&'O&(0=#*-'ก$"P#'&$-&#กO!(n/(กmY[   ;D)E*;GL'ก$"
GRO&(0=#*H\EFB17#*%ก$"-M#P#'&$ 
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• ��=
�W=��
��,�?-  (H(V%'\V8:B\&")*FB1กZFO#) 

• *�ก (กZ-M#0<j\ก$";O\,0ก('ก(5 _;"\,'` P)*!$B$"9ก"*ก7(0*(กm" &")*กOH\EGN^B  กZFO#

8:G"$กc!BNO"$,M)E* ) ./:&$ก7#*%ก$"/5กZ-&#กO!(n/(กmY[  
o *j<5$, (8$ก)  (-'!10'=*%M1*%'\VQC#!"#$%;*ก!$"!$B$"9D<BD[7(0*(กm"71$%kFO#  

JO,8:;GL'ก$"=,$,P0$B;=#$-8 -'M1*% _8$ก`) 

• *>��?�����  (!$B$"9ก"*ก8I$'0'&'#$ FO#-'ก"Y\H\E;*ก!$"H\E.'5B\8I$'0'B$กก01$
&'dE%) 

• �?��,>�����ก�	  (QC#!"#$%!$B$"9;/)*กFO#H(V% .55กI$&'O":,:;0/$ ./:FB1กI$&'O) 

• ��-[��ก��	  ;"<EB-M#%$'7(V%.71 (JO,8:B\-&#;/)*กH(V%0('H\EGf88N5(' &")* !$B$"9กI$&'O
0('H\EFO#;*%) 
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• ���-��V[  (!$B$"9ก"*ก"$,/:;*\,O;D<EB;7<BFO#7$B7#*%ก$") 
hdE%8:B\M1*%             ;D)E*-&#-!1;P")E*%&B$,         &$ก7#*%ก$";Q,.D"1 / *'Nn$7-&#
&'10,%$'*)E'k HI$ก$"P#'&$;*ก!$"'\VFO# 

1.7 =#*BC/;D<EB;7<B./:O(M'\!)5P#'  QC#-M#!$B$"9ก"*กFO#7$B7#*%ก$"  7$B.71/:G":;+H=*%
;*ก!$"  JO,!$B$"9กI$&'O-&#;*ก!$".71/:G":;+HB\O(M'\./:=#*BC/;D<EB;7<BFO# JO,7#*%
7<O71* Admin =*%":55./:;B)E*HI$ก$";/)E*';B$H[/%B$O#$'/1$%!NO-'!10'=*%ก$"ก"*ก
"$,/:;*\,OH\E;GL';')V*&$8:;GL'!10'=*%!<Hj<|-'ก$".'5;*ก!$";D<EB;7<B 

 
 
 

1.6 
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1.7 !<Hj<|-'ก$".'5;*ก!$";D<EB;7<B QC#-M#7#*%กI$&'O!<Hj<|-'ก$".'5;*ก!$"!$j$"Y:=*%
QC#"(5;*ก!$"  JO,*'Nn$7-&#QC#"(5HNกP' .'5;*ก!$";D<EB;7<BFO# &")* 8:*'Nn$75$%5NPP/

&")*&'10,%$'H\E8:!$B$"9.'5;*ก!$";D<EBFO#  JO,กO   8:;=#$!C1&'#$ 
_!BNO"$,M)E*` ;D)E*HI$ก$";/)*ก"$,M)E*H\E7#*%ก$" 7(0*,1$%8:G"$กc&'#$71$%O(%+$D
O#$'/1$% 

 

1.7 
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./:;B)E*;/)*ก"$,M)E*&")*&'10,%$';"\,5"#*,./#0-&#กOH\E GN^B ;D)E*GRO&'#$8*
!BNO"$,M)E* 
"$,M)E*&")*&'10,%$'H\E;/)*กกZ8:G"$กc*,C1-'M1*% O(%+$D7(0*,1$% 
 

 
 

1.5. 8$ก'(V'-&#HI$ก$" กOH\E GN^B   H\EBNB=0$B)*;D)E*GRO&'#$8*'\V ":558:HI$ก$"5('Hdก=#*BC/H\E
ก"*กFG./#0=#$%7#'JO,*(7J'B(7< ./:8:ก/(5;=#$!C1&'#$ก$"!"#$%;*ก!$" 

1.6. ก"*ก=#*BC/"$,/:;*\,O;')V*&$;*ก!$"*,1$%,1*/%-'M1*% _5HP(O,1*/;')V*&$;*ก!$" 
(Abstract)` 

1.7. กOH\EGN^B  ;D)E*":5NG/$,H$%QC#"(5;*ก!$" ":5N8NOBN1%&B$,-'ก$"!1%;*ก!$" 
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"0BH(V%":5N"$,/:;*\,OG/\ก,1*,*)E'k.,ก7$B"$,5NPP/ ":558:HI$ก$";GRO&'#$71$%&'#$
-&B1=dV'B$ hdE%!$B$"9HI$;D<EB;7<B"$,M)E*G/$,H$%QC#"(5FO#-'&'#$'\V JO,8:*j<5$,-'=#* 2.9 

1.8. ก"*ก"$,/:;*\,O/%-'M1*%=#*P0$B.'5H#$, (9#$B\) 

1.9. !$B$"9HI$ก$".'5;*ก!$";D<EB;7<BFO#JO,กOH\EGN^B  ./#0;/)*กG":;+Hก$"
.'5;*ก!$"7$BP0$B7#*%ก$" 7(0*,1$%O(%+$D 

 
 

1.10. -'&'#$!1%9d%8:;GRO;=#$!C1&'#$  ;D)E*;D<EB"$,ก$"G/$,H$%QC#"(5 
 

 
 

JO,;/)*ก"$,M)E*5NPP/&")*&'10,%$'H\E7#*%ก$" ./#0กO.95;B$H[FGH\EM)E*'(V' ;D)E*-&#M1*%

O#$'=0$B)*.!O%"$,/:;*\,OO(%+$DO#$'/1$% ./#08d%กO  hdE%0<j\-M#%$'&'#$ 
_!BNO"$,M)E*` *,1$%/:;*\,O8:*j<5$,-'+$,&/(% 
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./:;B)E*กO  ./#0":558:5('HdกM)E*&")*&'10,%$'H\EQC#-M#;/)*ก./:**กB$!C1
&'#$ Forward & Reply Document 7(0*,1$%O(%+$DG":ก*5 

1.11. ;/)*กกI$&'O;Gx$&B$,-'ก$"!1% .,ก7$B"$,5NPP/&")*&'10,%$' 
1.12. ;/)*กกI$&'O0<j\ก$"!1% .,ก7$B"$,5NPP/&")*&'10,%$' 
1.13. ;/)*กกI$&'O":O(5ก$"!1% .,ก7$B"$,5NPP/&")*&'10,%$' 

 

 

1.21 

1.10 1.11 1.12 

1.16 1.15 

1.14 1.13 
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1.14. ;/)*กกI$&'O0('H\E7#*%;GRO*1$', 0('H\E7#*%"(5, 0('H\E7#*%!1%71* .,ก7$B"$,5NPP/&")*
&'10,%$' 

1.15. !$B$"9G"(5.71%/I$O(5"$,M)E*ก1*'&/(% (/I$O(5'\V8:B\Q/71*/I$O(5-'ก$"!1%;*ก!$"-'
ก"Y\H\E;/)*กG":;+H0<j\ก$"!1%**ก;GL'.55 _7$B=(V'7*'` &")*;/)*ก"CG.55ก$"!1%;*ก!$"
;GL'.55 _7$B/I$O(5`) 

1.16. ก"Y\H\EB\ก$";D<EBG/$,H$%QC#"(5Q<OD/$O !$B$"9/5**กFO# JO,กOFGH\EGN^B'\V 

  
 

1.17. กI$&'O"CG.55ก$"!1%;*ก!$"**ก 01$7#*%ก$"!1%;*ก!$".55-O 
1.18. 5('Hdกก$";7)*' JO,กI$&'O;B)E*QC#"(5OI$;'<'ก$"-Ok ก(57(0;*ก!$"H\E!1%FG 
1.19. กI$&'O _ก$"**ก;/=!1%` 
1.20. ;D<EB;*ก!$".'5 hdE%;*ก!$"H\E.'5-'!10''\V FB1FO#9Cก.'57<OFGก(57#'b5(5;*ก!$" QC#H\E

FO#"(5Fi/[.'5'\VB\;D\,%QC#H\EB\"$,M)E**,C1-'"$,ก$"G/$,H$%QC#"(5 H\E8:"(5;*ก!$";H1$'(V' 
&$ก;ก<Oก$"!1%;*ก!$"b5(5'\V**กFG*\ก QC#H\E"(571*กZ8:FB1;&Z'Fi/[.'5'\V HI$FO#JO,ก$"กO

GN^B   8$ก'(V';/)*ก G":;+Hก$".'5Fi/[ ./#0HI$7$B=(V'7*';/)*กFi/[H\E
7#*%ก$".'5 

1.21. ;B)E*":5N"$,/:;*\,OP"59#0'7$B7#*%ก$"./#08d% กOGRO&'#$8*'\V   

1.17 

1.18 

 1.19 

1.20 
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1.22. ;B)E*7"08!*58'.'1-801$FO#":5N"$,/:;*\,OP"59#0' D"#*B!1%./#0 8d%กOH\EGN^B 
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8:!(%;ก7N8$กO#$'h#$,B)*-'!10'H\E;GL'ก/1*%;*ก!$" 8:;&Z'ก/1*%  hdE%;GL'ก/1*%

;*ก!$"!$j$"Y: !I$&"(5-&#5NPP/&")*&'10,%$'H\E!$B$"9;=#$-M#%$'":55%$'!$"5""Y*<;/ZกH"*'<ก![ 
;=#$OC;*ก!$"H\EQC#-M# &")*&'10,%$'.71/:&'10,%$',<',*B;Q,.D"1;*ก!$"-&#QC#*)E'FO#H"$5;D\,%*,1$%;O\,0
JO,8:FB1!$B$"9HI$ก$".ก#F=-Ok ก(57(0;*ก!$"FO# hdE%!10'B$กB(ก8:-M#ก(5PI$!(E%&")*G":ก$z /(กmY:
ก$";Q,.D"1'\V 8: P/#$,ก(5 .Q1'5*"[O7<OG":ก$z -&#QC#-M#%$'FO#H"$5 ;M1'&$กQC#-M#&")*&'10,%$'-O
7#*%ก$"H"$5=1$0H"$5!$"&")*;*ก!$"G":ก$z &")*PI$!(E% H\EB<FO#;GL'P0$B/(5.71*,1$%-O กZ!$B$"9H\E8:
P#'&$;*ก!$"FO#8$กก/1*%'\V .71H(V%'\V7#*%=dV'*,C1ก(5QC#!"#$%;*ก!$"b5(5'(V' 01$,<',*B;Q,.D"1;*ก!$"
O(%ก/1$0-&#;GL';*ก!$"!$j$"Y:&")*FB1 

 

 
 hdE%8:!(%;ก7N8$ก+$DO#$'5'01$ ก/1*%   8:B\*,C1-' Inbox =*%HNกkก/1*%H\E QC#-M#B\
!<Hj<;=#$-M#%$' JO,&$ก;GL';*ก!$"&'10,%$' &$ก7#*%ก$"OCG":ก$z&")*PI$!(E% 8I$;GL'8:7#*%;=#$OC

;*ก!$";Q,.D"1-'ก/1*%  =*%&'10,%$'H\EQC#-M#%$'!(%ก(O*,C1 
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ก�	*+,ก�	ก���
��ก��	��ก (Sentbox) 
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1. V	?*����_�����ก��	��ก 

 
 
 

 
 

1.1 !$B$"9;MZP"$,ก$"!1%;*ก!$" !9$':=*%;*ก!$" .,ก7$B"$,5NPP/ FO#8$ก Sent box 
JO,ก$" กOH\E  

1.2 7"08OC!9$':=*%;*ก!$" 8$ก!(n/(กmY[&'#$"$,ก$"H\E.!O%=dV'B$ 

 
1.3 O(5;5<V/P/<กH\E"$,ก$";*ก!$"H\E!'-8 &")* ;")E*% ;D)E*;=#$!C1&'#$;')V*&$;*ก!$"H\EFO#!1%**ก 

 
 

 

1.1 1.2 

1.3 

1.1 
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2. -ก���ก��ก��	��
��ก 
!$B$"9HI$FO#H\Eก/1*%;*ก!$"**ก   -'ก"Y\H\EPNY;GL'QC#!1%;*ก!$"**ก ./:QC#"(5'(V',(%FB1FO#
HI$ก$";GROOC;*ก!$";H1$'(V'8d%HI$ก$",ก;/<กFO# (JO,,ก;/<กFO# .,ก7$B"$,5NPP/ 

 
 

1.4 -'&'#$ ;')V*&$;*ก!$"=*% กOH\EGN^B   
1.5 8:G"$กc&'#$8*,)',('ก$",ก;/<ก;*ก!$" -&#ก"*ก;&7NQ/-'ก$",ก;/<ก/%-'M1*%01$% 

1.6 8$ก'(V'กOGN^B   
 

 
 

1.7 &$กก$",ก;/<ก;*ก!$";!"Z8!B5C"Y[ ":558:.!O%ก"*5J7#7*5 ,)',('ก$",ก;/<ก;*ก!$"
;!"Z8!<V' 

 

2.1 

2.3 

2.2 

2.4 
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ก�	*+,ก�	ก���
��ก��	���� (Inbox) 
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1. ก���
��ก��	���� 
1.1 ;=#$!C1ก/1*%;*ก!$";=#$JO,ก$" P/<กH\E  

 

 

1.2 ;B)E*7#*%ก$";=#$FGOC;')V*&$;*ก!$"*,1$%P"59#0' -&#O(5;5<V/P/<กH\E"$,ก$";*ก!$" 
 

 
 

1.3 !$B$"9กOGN^B  ;D)E*HI$ก$"h1*'.!O%&'#$8*"$,/:;*\,O ;*ก!$"*,1$%,1* 

1.1 

1.3 

1.2 
!$B$"9;/)*กFO#01$8:;=#$FGOC;')V*&$
;*ก!$"JO,กO;/)*ก8$ก &B$,;/="(5 ,
;")E*% &")*!1%B$8$กH\E-OกZ!$B$"9HI$FO# 
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JO,-'&'#$"$,/:;*\,O;*ก!$"8:;&Z'"$,/:;*\,O71$%k O(%+$D7(0*,1$% 

 
 
 

1.4 =#*BC/=*%QC#!1% JO,":558:.!O%;/=H\E!1% !1%8$ก 0('H\E!1% ":O(5ก$"!1% ./:0(79NG":!%P[/%
'$B/!(E%ก$"=*%ก$"!1%;*ก!$"b5(5'(V' 

1.5 =#*BC/;*ก!$" ":558:.!O% ;/=;*ก!$" ":O(5M(V'P0$B;"Z0 ":O(5M(V'P0$B/(5 G":;+H
;*ก!$" 0('H\EH\E":5N-';*ก!$" ;"\,'9d% *#$%9d% !<E%H\E!1%B$O#0, 8I$'0'&'#$ (9#$B\) ;8#$=*%
;*ก!$" (5NPP/&")*&'10,%$') 0('H\E!"#$%;*ก!$"b5(5'(V' 

1.4 

1.5 
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1.6 5HP(O,1* &")* ;')V*&$;*ก!$" 
1.7 &B$,;&7N (9#$B\) 
1.8 =#*BC/;D<EB;7<B./:O(M'\!)5P#' 
1.9 !9$':ก$"OI$;'<'ก$"./#0;!"Z8 8:.!O%!9$':./:"$,/:;*\,O=*%ก$"OI$;'<'%$' 
1.10 G":0(7<ก$".ก#F= 8:B\ Link .95!(n/(กmY[ ;D)E*.!O%=#*BC/ &$กกO./#0FB1B\ก$".ก#F=

;*ก!$"":558:.8#%01$ _FB1B\"$,ก$" / No record` 
1.11 =#*P0$B.'5H#$, 8:B\ Link .95!(n/(กmY[-&#กO;D)E*.!O%"$,ก$" 
1.12 ;*ก!$".'58$ก7#';")E*%  QC#"(5!$B$"9กOH\E Link ;D)E*.!O%=#*BC/H\E7#';")E*%.'5B$ก(5

;*ก!$"b5(5'\VFO#PNY!$B$"9;"\,กOC Fi/[71$%kH\E9Cก.'5B$ก(5;*ก!$"JO,กOH\E"$,M)E*Fi/[H\E
.'5B$ ก"Y\Fi/[H\E.'5B$;GL'+$D 8:;GRO&'#$71$%ก$".!O%+$D=dV'B$ ./:!$B$"9D<BD[
**ก!C1;P")E*%D<BD[FO# ก"Y\Fi/[H\E.'5;GL'Fi/[G":;+H;*ก!$";M1' Word, PowerPoint, 
Excel �/� JG".ก"B8:;G/\E,'8$กก$";GRO&'#$71$%.!O%+$D;*ก!$" ;GL'ก$"-&#PNY
5('Hdก (Save) ;*ก!$"!C1P*BD<0;7*"[=*%PNY ;D)E*-&#PNY!$B$"9;GROOC-'+$,&/(% 

 

1.6 

1.9 

1.8 

1.7 

 1.12 

 1.10 
 1.11 
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1.13 =#*BC/ก$""(5;*ก!$"  ":558:.!O%0('H\E"(5 ;/="(5 ./:-P";GL'QC#"(5;*ก!$" 
1.14 Q/ก$"/%'$B/!(E%ก$" H(V%'\VQC#!1%8:;GL'QC#":5N;Gx$&B$,;D)E*-&#QC#"(5/%'$B &$กQC#!1%FB1FO#":5N

;Gx$&B$,":558: .8#%;GL' ;D)E*H"$5 
1.15 &B$,;&7N  &$กQC#!1%B\ก$"&B$,;&7N =#*P0$B8:.!O%H\E!10''\V 
1.16 ก$"G�<5(7< 
1.17 =#*BC/ก$"!1%;*ก!$"  &$กB\ก$"7(V%.!O% 
1.18 H$%;O<';*ก!$"  QC#"(5./:QC#!1%!$B$"9กO Link ;D)E*.!O%=#*BC/H$%;O<';*ก!$"FO# 01$FO#B\

ก$"!1%;*ก!$"71*FG,(%5NPP/&")*&'10,%$'*)E'k&")*FB1*,1$%F" JO,":558:.!O%;GL'
ก"$i ./:!$B$"97"08OC!9$':;*ก!$"-'.71/:;!#'H$%FO#O#0,ก$"กOH\E"$,ก$"H$%;O<'
;*ก!$"H\EPNY!'-8 8:.!O%&'#$ _Route Information` =dV'B$ 

1.13 

1.14 

1.15 
1.16 

1.17 
1.18 

1.19 
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 "$,/:;*\,OH\E8:.!O%-'&'#$'\V 8:G":ก*5FGO#0, 
• =#*BC/H(E0FG (;*ก!$"8$ก-P" 9d% -P") 
• Date/Time (0('H\E ;0/$ =*%H$%;O<';*ก!$") 
• &B$,;/= (&B$,;/=!1% &B$,;/="(5;*ก!$") 
• ;Gx$&B$, ( ;D)E* , /%'$BJO, ) 
• =#*P0$B.'5H#$, 

1.18 
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2 ก�		+���ก��	 
2.1 -'&'#$.!O%"$,ก$";*ก!$"-' Inbox  0<j\"(5;*ก!$B$"9HI$FO#JO, กO;/)*กH\E"$,ก$"

;*ก!$"H\E7#*%ก$""(5 O(O;5<V/P/<yก;=#$!C1&'#$;')V*&$;*ก!$" O(%+$D 

 
 

2.2 กOH\EGN^B    8:;GRO&'#$ก$""(5;*ก!$"=dV'B$ 

 

2.2 

2.1 
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2.3 ;/)*กG":;+H-'ก$""(5;*ก!$" 8$ก'(V'กOH\EGN^B  ;GL'*(';!"Z8!<V'ก$""(5
;*ก!$" 

 

 
 

2.4 O(%+$D8:;&Z'01$;B)E*HI$ก$"/%"(5 7"%H\E;GL'GN^BP/<กH\E'\E;D)E*"(5;*ก!$" 8:;G/\E,';GL';/=
&'(%!)*"(5H\E7(05NPP/&")*&'10,%$'FO#OI$;'<'ก$""(5;*ก!$" 

 

2.3 
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3 ก�	V��ก�+���ก��	 

3.1 -'&'#$;')V*&$;*ก!$"-'&'#$ Inbox  กOH\EGN^B   8:;GRO&'#$71$%J7#7*5!I$&"(5
ก$"7*5ก/(5 

 
 

3.2 -'"$,ก$"M)E*G/$,H$%QC#"(58:G"$ก�M)E*=*%QC#H\E!1%;*ก!$"B$&$PNY-&#JO,*(7J'B(7< -'
M1*%!1%FGH\E 

 
 

3.3 ;/)*กG":;+Hก$"!1%;Gx$&B$,-'ก$"!1%;*ก!$" 

 
 

3.4 ก$"!1%7$B/I$O(5P)*0<j\ก$"!1%H\E ":558:!1%&$5NPP/&")*&'10,%$'."ก-'
"$,ก$"QC#"(5;*ก!$" ./:8:5(%P(501$5NPP/."ก-'"$,ก$"QC#"(5;*ก!$"7#*%;GL'QC#!1%;*ก!$"
71*FG,(%5NPP/H\E!*%-'"$,ก$"QC#"(5;*ก!$" ./:8:5(%P(5-&#!1%71*FG;")E*,k8'P"5HNก
"$,M)E*-'"$,ก$" 5NPP/!NOH#$,-'"$,ก$"QC#"(5;*ก!$"'(V'8d%!$B$"9H\E8:!1%71*-&#5NPP/
*)E'FO# .71&$กQC#!1%7#*%ก$"-&#QC#"(5FO#"(5;*ก!$"D"#*Bก('HNกP' -&#'I$;P")E*%&B$,9Cก**ก
8$กM1*% 

3.1 

3.2 

3.3 

3.3 
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3.5 ก"*ก=#*P0$B.'5H#$,  H\E7#*%ก$"!1%-&#.ก1QC#"(5&")*&'10,%$'H\E"(5 (9#$B\) 

 
 

./:&$กHI$;P")E*%&B$,9CกH\EM1*%  
":558:HI$ก$".'5Fi/[;*ก!$"./:=#*P0$B.'5H#$,(9#$B\) =*%5NPP/&")*&'10,%$'ก1*'
&'#$FG,(%QC#"(5&")*&'10,%$'"(5H\EFO#"(5;*ก!$"71*8$ก;"$ .71&$กFB1FO#HI$;P")E*%&B$,-Ok
QC#"(5&")*&'10,%$'"(58:;&Z';D\,%=*P0$B.'5H#$,8$ก5NPP/&")*&'10,%$'H\E!1%B$;H1$'(V'
7$BGก7<  JO,QC#"(5&")*&'10,%$'"(58:FB1;&Z'=#*P0$B.'5H#$,H\EB\ก$".'5B$8$ก7#';")E*%  
9#$PNYFB17#*%ก$"-&#5NPP/&")*&'10,%$'H\E"(5;*ก!$"71*8$กPNY ;&Z'=#*P0$B.'5H#$,H\E
5NPP/&")*&'10,%$'!1%-&#PNY HI$FO#JO,ก$"'I$;P")E*%&B$,9Cก**ก8$กM1*% 

3.6 "CG.55ก$"!1%;*ก!$"B\-&#;/)*ก 2 .55 JO,8:B\"CG.55 !1%**ก ./: "CG.55 ;0\,'**ก  
9#$PNY7#*%ก$"-&#":555('Hdกก<8ก""B=*%QC#"(5 -&#HI$;P")E*%&B$,9CกH\EM1*%  

71$%k 01$7#*%ก$"-&#":55.8#%;7)*';B)E*QC#"(5HI$ก<8ก""B-O 
3.7 ก$"**ก&B$,;/=!1% 

o FB1**ก;/= 
o -M#&B$,;/="(5 
o **ก;/=8$ก [MNO;/=;*ก!$"H\E;"$!"#$%=dV'B$ JO,!$B$"9.ก#F=G"(5;/=FO#] 

 

3.6 

3.5 

3.7 

3.4 
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3.8 ;*ก!$".'5  JO,;*ก!$"8:!1%9)%QC#"(57$B"$,M)E*H\E":5N;H1$'(V' 5NPP/H\EFB1*,C1-'"$,M)E*&")*
!1%9d%8:FB1FO#"(5;*ก!$"&")*Fi/['\V  

0<j\ก$".'5Fi/[ กOGN^B  8:G"$กc /<%P[ -&#;/)*ก0<j\ก$".'5Fi/[ O(%+$D 

 
JO,!$B$"9 'I$;=#$8$กFi/[-';P")E*% (File) 

'I$;=#$8$ก !.ก';'*"[ (Scanner) 
'I$;=#$8$ก ;*ก!$";O<B 
'I$;=#$8$ก H\E*,C1*<';7*"[;'7 (URL) 
'I$;=#$8$ก .55i*"[B (e-Form) 

JO,0<j\ก$"'I$;=#$-&#;/)*กFi/[H\E7#*%ก$".'5./:HI$7$B0<j\ก$" ;M1' ;B)E*'I$;=#$8$กFi/[-'
;P")E*%":55กZ8:.!O%/<%P[ -&#;/)*กFi/[H\E7#*%ก$"O(%+$D -&#QC#-M#;/)*กFi/[H\E7#*%ก$"./#0กO 

GN^B  

 

3.8 
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&")*;B)E*;/)*ก'I$;=#$8$ก !.ก';'*"[ (Scanner) 8:G"$กc&'#$8*O(%+$D &$ก;"$FO#HI$ก$"
71*;P")E*%!.ก' F0#;"\,5"#*,./#0 
 

 
 

JO,;"$7#*%HI$ก$"7(V%P1$ ;/)*ก;P")E*%-&#;&B$:ก(5PNY!B5(7<=*%;P")E*%!.ก' ;D\,%P"(V%."ก

-'ก$"-M#%$' P"(V%;O\,0 8$ก'(V'-&#กOH\E GN^B  JG".ก"B8:HI$ก$"!1%PI$!(E%FG,(%

;P")E*%!.ก';'*"[ ;D)E*HI$ก$"!.ก'./:8(O;กZ5;*ก!$";=#$-'":55 8$ก'(V' ;/)*กFGH\EGN^B  
;GL'*(';!"Z8!<V'ก":50'ก$"7*5ก/(5 8$ก'(V'":558:.!O%/<%P[.8#%=dV'B$01$":55!1%;*ก!$";!"Z8!<V' O(%

+$D -&#กO GN^B  
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4 ก�	��
V����ก��	 

4.1 -'&'#$;')V*&$;*ก!$"-'&'#$ Inbox  กOH\EGN^B  
 

 
 

4.2 8:;GRO&'#$ _!BNO"$,M)E*` =dV'B$-&#;/)*ก"$,M)E*H\E8:กI$&'O;GL'G/$,H$%QC#"(5 hdE%8:*j<5$,
ก$"-M#%$'&'#$ _!BNO"$,M)E*` -'+$,&/(% 

 

 
 
 
 
 
 
 
 
 
 
 

4.1 

4.2 
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4.3 ;B)E*;/)*กG/$,H$%QC#"(5;!"Z8./#0 8:;GRO;=#$!C1&'#$ _Forward & Reply Document` ;D)E*-&#
":5N"$,/:;*\,OH\E7#*%ก$";M1';%)E*'F=ก$"!1%;*ก!$" "$,M)E*5NPP/&")*&'10,%$'QC#"(5
;*ก!$" , =#*P0$B.'5H#$,  

 
 

hdE%;B)E*;/)E*';B#$H[/1$%B$O#$'/1$%8:B\-&#;/)*ก -'!10'H\EQC#-M#!$B$"9กI$&'OQC#"(5=#*P0$B
.'5H#$,  , 5('Hdกก$";7)*' , ;/=!1% , ./:;*ก!$".'5 FO#;&B)*'0<j\ก$" 7*5ก/(5  

 
 
 
 
 
 
 

4.3 
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5 ก�	V��ก�+���ก��	���
��- 

 
 

5.1  ก$"7*5ก/(5;*ก!$".55%1$, -&#QC#-M#กOH\EGN^B  ":558:-&#QC#-M#;/)*ก O(%
+$DG":ก*5 

 

 
 
 

JO,":558:=dV'"$,M)E*5NPP/&")*&'10,%$'H\E!1%;*ก!$"B$ JO,H\EQC#-M#FB17#*%;/)*ก .71*,1$%
-O  hdE%QC#-M#!$B$"9 ;/)*ก /%'$B/!(E%ก$" ./: ;/)*ก":O(5P0$B!I$P(n=*%ก$"!1%;*ก!$"b5(5'\VFO# hdE%

8:7#*%D<BD[=#*P0$B.'5H#$,O#0, 8$ก'(V'กOH\EGN^B  8$ก'(V'":558:.8#%=dV'B$01$
":55!1%;*ก!$";!"Z8!<V' O(%+$D 

 

 
 

 

5.1 
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6 -ก���ก	�-ก�	��ก��	 

 
 

6.1 ก$",ก;/<ก"$,ก$" -&#กOGN^B   ":558:=dV'/(กmY:O(%+$D 

 
 

JO,-&#QC#-M#-!1;&7NQ/H\E7#*%ก$",ก;/<ก"$,ก$";*ก!$"'\V ./:-&#กOH\EGN^B  
":558:HI$ก$",ก;/<ก;*ก!$"b5(5'(V' ./: ก/(5;=#$!C1&'#$;')V*&$;*ก!$"JO,8:.!O%
!(n/(กmY[ก$",ก;/<ก;*ก!$"-&#;&Z'O(%+$D 

 

6.1 
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6.2 ก$",ก;/<ก;*ก!$"H\EHI$ก$""$,ก$",ก;/<กFG./#0 ;B)E*QC#-M#FO#HI$ก$",ก;/<ก;*ก!$"./:
7#*%ก$"'I$;*ก!$"ก/(5B$-M#-&B1 -&#;GROH\E&'#$;*ก!$"H\EHI$ก$",ก;/<ก8:;&Z'!(n/(กmY[

ก$",ก;/<ก;*ก!$" O(%+$D กOGN^B  8:B\/(กmY: ;&B)*'9CกกO!0<Hh[ /%FG 

 
 

-&#QC#-M#กOH\EGN^B  *\กP"(V%&'dE% ":558:9$B01$ QC#-M#.'1-8&")*FB1H\E8:/5 

!(n/(กmY[ก$",ก;/<ก8$ก;*ก!$"'\V O(%+$D -&#กOGN^B  !(n/(กmY[ก$",ก;/<ก
8:&$,FG 
 

 

6.2 
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7 �����U�=��V�� 

 
 

7.1 -'&'#$;')V*&$;*ก!$" กOH\EGN^B   8:B\!10';D<EB;7<B-&#;/)*กO(%+$D7(0*,1$% 

 
o  _ 7\ก/(5 ` P)*ก$"H\EQC#-M#!1%;*ก!$"ก/(5FG,(%QC#!1% ;D)E*-&#QC#!1%.ก#F=;*ก!$" &")* 

;*ก!$" 
b5(5'(V'FB1;ก\E,0=#*%ก(5QC#-M# /(กmY:;&B)*'ก$" 7*5ก/(5;*ก!$" ;D\,%.71;*ก!$"
H\E9Cก7\ก/(5*$8;GL';*ก!$"H\EB\=#*BC/FB1!B5C"Y[8d%9Cก7\ก/(5;D)E*-&#QC#!1%'I$ก/(5FG
.ก#F= 

o  _ =#*P0$B!$j$"Y: ` P)* QC#-M#!$B$"9'I$;*ก!$"H\EFO#"(5;Q,.D"1!C1!$j$"Y: 
JO,!$B$"9;=\,'=#*P0$B;D<EB;7<BFO# !$B$"9ก":HI$FO#-'!10'=*% Document 
box, Sent box ./: inbox  ก$"�$ก=#*P0$B/(กmY:'\V;G"\,5FO#ก(5ก$"GRO
G":ก$z5'5*"[O HNกP'H\E"(5;*ก!$"8:!$B$"9B*%;&Z'=#*P0$BFO#HNกP' 

o  _.'5;*ก!$";D<EB;7<B` P)* QC#-M#!$B$"9.'5Fi/[;D<EB;7<B-'7(0;*ก!$"b5(5H\E
FO#"(571*B$FO#&$กQC#!1%FO#HI$ก$";GRO!<Hj<F0# 

o  _;GRO;*ก!$"` P)* QC#-M#!$B$"9;GRO&'#$Fi/[;')V*&$;*ก!$"FO#8$ก&'#$'\V;M1'ก(' 

7.1 
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ก�	*+,ก�	ก���
��ก��	�	��
  
(Document Box) 
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ก�	�ก�R���ก��	 8:!$B$"9HI$FO#-'ก"Y\H\EPNY;GL'QC#!"#$%;*ก!$"b5(5'(V' (;*ก!$"H\E8:HI$ก$"
.ก#F=FO#8:7#*%*,C1-' Document box ) 

1. กO;/)*กH\E _Document box`  
2. O(5;5<V/P/<กH\E"$,ก$";*ก!$"H\E7#*%ก$".ก#F= 

 
 

3. กOH\EGN^B  ;D)E*;GRO&'#$;')V*&$=dV'B$ 

 

1 
2 

3 
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4. HI$ก$".ก#F="$,/:;*\,O71$%k +$,-';*ก!$" -&#P"59#0';"\,5"#*, 8$ก'(V'8d%กOGN^B  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4 
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ก�	�����ก��	�U�=��V���������V��n�+�ก	�W�ก�R���ก��	 

              
• -&#กOH\EGN^B  8:G"$กc&'#$71$%;D)E*-M#;/)*กFi/[H\E8:.'5;*ก!$" 

 ;/)*กFi/[H\E7#*%ก$" 8$ก'(V'กOGN^B ;D)E*;GL'ก$"
,)',('ก$"'I$;*ก!$";=#$!C1":55 
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ก�	��
V����ก��	 

• O#0,ก$"กOH\EGN^B  8:G"$กc &'#$!BNO"$,M)E* -&#OI$;'<'0<j\ก$";O\,0ก('ก(5 =#* 4 
&'#$ 75 ก$"!1%71*;*ก!$" 

 
 

ก�		�
+���ก��	 

• กOH\EGN^B  ;D)E*;GRO;=#$!C1&'#$":%(5ก$"-M#%$';*ก!$" 

 
 

• ก"*ก;&7NQ/H\E":%(5ก$"-M#%$';*ก!$" 

• 8$ก'(V'กOGN^B  ;D)E*;GL'ก$",)',('ก$"":%(5ก$"-M#%$';*ก!$"  
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• ":558:HI$ก$"":%(5!$"b5(5'(V' ./: ก/(5;=#$!C1&'#$;')V*&$;*ก!$"JO,8:.!O%
!(n/(กmY[ก$"":%(5;*ก!$"-&#;&Z'O(%+$D 

• ก$",ก;/<ก;*ก!$"H\EHI$ก$"":%(5FG./#0  ;B)E*QC#-M#FO#HI$ก$"":%(5;*ก!$"./:7#*%ก$"'I$

;*ก!$"ก/(5B$-M#-&B1 -&#;GROH\E&'#$;*ก!$"H\EHI$ก$"":%(58:;&Z'GN^B  B\

/(กmY:;&B)*'9CกกO!0<Hh[ /%FG  -&#QC#-M#HI$ก$"กOH\EGN^B  *\กP"(V%&'dE% 
":558: 9$BQC#-M#01$.'1-8&")*FB1H\E8:/5 !(n/(กmY[ก$"":%(5;*ก!$"  O(%+$D -&#กOGN^B 

 !(n/(กmY[ก$"":%(5;*ก!$"8:&$,FG 
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./#08d%!$B$"9HI$ก$"-Okก(5;*ก!$"b5(5'(V'FO#*,1$%;O<B 
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ก�	'	+�V+Y
���ก���ก�	��ก� 

-&#QC#-M#;/)*กก/1*%H\E8:'I$;=#$;*ก!$" ./#0;/)*กH\EGN^B   7(0*,1$%;GL'ก$";/)*ก ;D<EB
"$,ก$"!.ก'-'ก/1*% &'(%!)*;=#$+$,-' O(%+$D7(0*,1$% O#$'/1$% 

 
 

;/)*กFGH\E  8:G"$กc&'#$8* O(%+$D 

 
 

;D)E*-&#QC#-M#;/)*ก"$,ก$";D<EB;*ก!$".'5 JO,QC#-M#7#*%-!1"$,/:;*\,O "&(! ;")E*% &")*PI$*j<5$, 

1.2 

1.1 
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;D)E*!:O0ก-'ก$"P#'&$Fi/[ 8$ก'(V'กOH\EGN^B  O(%+$D ;/)*ก'I$;=#$8$ก 
!.ก';'*"[ (Scanner) 
;B)E*กO;/)*ก./#08:G"$กc&'#$71$%=dV'B$  .95;B'C8:*,C1H\E _ H(E0FG ` O(%+$D 
 

 
 

• @��+U0�ก�	��ก���ก��	 -&#QC#-M#;/)*ก '$B!กN/=*%Fi/[H\E8:!.ก' ก$";/)*ก'$B!กN/Fi/[ 
P)*ก$";/)*กP0$B/:;*\,O=*%;*ก!$"H\E8:!.ก'**กB$8$ก7#'b5(5 

• ��=�RS�� 8$ก'(V';/)*กก$"7(V%M)E*Fi/[H\E8:!.ก' 01$7#*%ก$"กI$&'O;*% &")* -&#":55กI$&'O-&# 
JO,-M#0('H\E./:;0/$ ;GL'7(0กI$&'O    
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./#0;/)*กFGH\E.95;B'C _ 7(V%P1$ ` 

 
 

• �['ก	�� / ��ก����	� ;B)E*กO;/)*กกZ8:G"$กc&'#$71$%!I$&"(5ก$"7(V%P1$;P")E*%!.ก'=dV'B$ 
JO,&$กB\ก$"71*;P")E*%!.ก'B$กก01$ 1 ;P")E*%=dV'FG -&#QC#-M#":5N;P")E*%!.ก'H\E7#*%ก$"-M#  

• �?������W-,��
(�U H(V%'\V":558:กI$&'OF0#-&#;"\,5"#*,./#0 JO,!10'B$กQC#-M#8d%FB1
8I$;GL'7#*%7(V%P1$-'!10''\V &$ก;B)E*FO#;/)*ก'$B!กN/Fi/[H\EB\P0$B/:;*\,O!C%F0#./#0 ;M1' ;/)*ก > 
( .PDF ) 

• �W &$ก;P")E*%!.ก' !$B$"9!.ก'!\FO# ":55กZB\;B'C"*%"(5ก$"!.ก'!\ ;M1'ก(' 

• ��ก���ก��	���ก�	�'�
RS��  ":55!$B$"9-&#!.ก'./:.G/%;*ก!$"**ก;GL'Fi/[ 
.PDF FO# H(V%'\V;D)E*Gx*%ก('ก$".ก#F=Fi/[71$%k 8$กFi/[=*%7#'b5(57#'  JO,!$B$"9;/)*ก.'0
./:='$Oก":O$mFO# 
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./#0;/)*กFGH\E.95;B'C _ PNY+$D ` 

 
 

• �[�(�URS�� QC#-M#!$B$"9;/)*กPNY+$DFi/[ '$B!กN/71$%k FO# O(%+$D7(0*,1$% 8$ก'(V' กOGN^B 

 ;GL'*(';!"Z8!<V'ก":50'ก$"ก$"7(V%P1$ ก1*'ก$'!.ก';*ก!$" 
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1. ?�0Wก�	��ก���ก��	 

 
 

1.1. ;/)*ก"CG.55Fi/[8$กก$"!.ก'  
o Image file (JPG)  - Q/8$กก$"!.ก' 8:FO#Fi/["CG+$D 8:FO#&'dE%Fi/[71*&'dE%

&'#$ก":O$m 
o Adobe Acrobat Document (PDF)  - Q/8$กก$"!.ก' 8:FO#Fi/[ PDF Fi/[G":;+H

'\V!$B$"95""8N&/$,k&'#$ก":O$m-'&'dE%Fi/[ !$B$"9*1$'./:D<BD[;GL'MNOFO# JO,
;P")E*%H\E8:;GROFi/[G":;+H'\VFO#'(V' 8:7#*%7<O7(V%JG".ก"B Acrobat reader ก1*' 

o Multi-Page Fax Document (TIFF)  - Q/8$กก$"!.ก' 8:FO#Fi/[ TIFF Fi/[G":;+H
'\V!$B$"95""8N&/$,k&'#$ก":O$m-'&'dE%Fi/[ !$B$"9*1$'./:D<BD[;GL'MNOFO# +$D
H\EFO#;GL';*ก!$"=$0OI$ ='$O;/Zก ;&B$:!I$&"(5;*ก!$"H\EG":ก*5O#0,7(0&'(%!)*;GL'
!10'-&n1 

1.2. ":5NM)E*Fi/[H\E;ก<O8$กก$"!.ก';*ก!$" 

1.3. กOGN^B  +$DH\EFO#8$กก$"!.ก'8:G"$ก�-'"$,ก$"-'M1*%O#$'/1$% 

1.1 

1.2 

1.3 
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1.4. กOGN^B  ;B)E*PNY!.ก';*ก!$"P"57$B7#*%ก$" 

1.5. &$ก7#*%ก$" .G/%Fi/[-&#กOH\EGN^B  

 
 

 

1.6.  ":558:G"$กc&'#$71$%=dV' QC#-M#7#*%ก$".G/%Fi/[;GL'.55-O  -&#กO;/)*กFi/['$B!กN/H\E
7#*%ก$" ./:;B)E*กOกZ8:G"$กc &'#$71$%=dV';D)E*-&#ก"*กM)E*Fi/[-&B1H\E7#*%ก$"!"#$% 

            
 

1.7. ก"*กM)E*Fi/[-'M1*% ./:กOGN^B  
1.8. JG".ก"B8:.G/%Fi/["CG+$DH\EQ1$'ก$"!.ก' -&#;GL'Fi/[ PDF &")* TIFF 7$B7#*%ก$" 

1.6 

1.5 
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ก�	'	+��V�
ก�	
��
����
Z'	�ก	� 

• ;"\,กJG".ก"B'\VJO,ก$"FG,(% ;B'C&/(กO#$'5' > ;P")E*%B)* > 7(0;/)*ก  O(%+$D 

 
• V+?����ก > ��	�����- O(%+$D hdE%&$กB\B$กก01$ 1 -&#;/)*ก;P")*=1$,H\E7#*%ก$" .71JO,!10'B$ก

":558:7(V%;P")*=1$,H\E-M#%$'F0#*,C1./#0 QC#-M#8d%FB17#*%กI$&'O7"%!10''\V 
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• V+?����ก > ก�	��,
@�  hdE%QC#-M#!$B$"9กI$&'OFO#01$ ;B)E*B\;*ก!$"-&B1;=#$B$7#*%ก$"-&#
.!O%"$,ก$"/1$!NO-'&'#$."ก=*%JG".ก"B8I$'0'ก\E"$,ก$" JO,!$B$"97(V%-&#.!O%Q/FO#
!C%!NO9d% 250 "$,ก$" 

 

 
 

./:QC#-M#!$B$"9;/)*ก"CG.55ก$".!O%Q/FO#  JO,;/)*ก .55 ก"*5;/)E*'/% &")* ;GRO&'#$71$%

-&B1 ./#0กOGNB̂  ":558:HI$ก$"5('Hdก=#*BC/7$BH\EQC#-M#7(V%F0# 
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• V+?����ก > ก�	�*�
�V��� JO,":,:;0/$ก$".8#%;7)*''(V'!$B$"9":5NFO#./:!$B$"9,ก;/<ก
ก$".8#%;7)*'FO# JO,QC#-M#!$B$"97(V%.8#%;7)*' 

 
 

;B)E*B\;*ก!$";=#$-&B1 FO#!C%!NO 60 '$H\ &")*8:FB17(V%.8#%;7)*'กZ!$B$"9HI$FO# 
o !10'H\E;GL';!\,%.8#%;7)*' ":558:7(V%P1$-&#-M#;!\,%8$ก":55 .71&$กQC#-M#B\Fi/[;!\,%กZ

!$B$"9'I$;=#$B$;D)E*-M#.8#%;7)*';B)E*B\;*ก!$"-&B1;=#$B$FO# 
o !1%8O&B$,;7)*'B$,(%H\E*,C1H\E":5N=#$%/1$%   JO,QC#-M#%$'!$B$"9!1% 8B&B$,.8#%;7)*'

B$,(%H\E*,C1H\EQC#-M#7#*%ก$"-&#!1%FG&$ JO,H(V%'\V7#*%FO#"(5ก$"*'NB(7<8$กH$%B&$0<H,$/(,
O#0,01$!$B$"9!1%;B/[.8#%;7)*'FG,(%;B/[*)E'k H\E'*ก;&')*8$กก$"-M#%$';P")*=1$,
+$,-'*%P[ก"&")*FB1 

.71":55ก$".8#%;7)*'8:HI$%$';B)E*;GROJG".ก"B'\VF0#;H1$'(V'  O(%'(V'9#$7#*%ก$"-&#JG".ก"B'\V

.8#%;7)*'HNกP"(V%H\EB\;*ก!$";=#$ !$B$"9HI$FO#JO,;GROJG".ก"B'\V;B)E*;"<EB-M#%$'P*BD<0;7*"[ ;B)E*
JG".ก"B'\V9Cก,1*/% JG".ก"B8:ก/$,;GL' tray icon .71QC#-M#,(%!$B$"9-M#JG".ก"BFO#JO,ก$" 
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Double click H\E icon =*%JG".ก"B O(%+$D 
 

 
• V+?����ก > ��ก����	�  0<j\ก$"!.ก';*ก!$" -&#QC#-M#;/)*กกI$&'O01$ ;P")E*%!.ก'H\E71**,C1 ;GL'

;P")E*%!.ก'"N1'-O ;D)E*P0$B!*OP/#*%-'ก$"-M#JG".ก"B":55!$"5""Y*<;/ZกH"*'<ก![ 
 

 

 
 

;B)E*;/)*ก./#0กOGN^B  ":558:HI$ก$"5('Hdก=#*BC/7$BH\EQC#-M#7(V%F0# 
 

• V+?����ก > �?��'��,(+-  ":55!$B$"97(V% /Z*ก&'#$8* ;B)E*QC#-M#FB1FO#B\ก$"-M#%$'JG".ก"B
;GL'":,:;0/$!C%!NOFO#9d% 60 '$H\  

 

 

 
 

;B)E*;/)*ก./#0กOGN^B  ":558:HI$ก$"5('Hdก=#*BC/7$BH\EQC#-M#7(V%F0# 
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• V+?����ก > ��-� �̂�  -'ก"Y\H\EH$%!9$5(';&Z'P0"-&#;*ก!$"!$"5""Y*<;/ZกH"*'<ก![!$B$"9
.'5/$,;hZ' ;GL'Fi/[FO# QC#-M#!$B$"9 !.ก'/$,;hZ';D)E*'I$B$-M#-'JG".ก"BFO#  

 

 

 
 

;B)E*;/)*ก./#0กOGN^B  ":558:HI$ก$"5('Hdก=#*BC/7$BH\EQC#-M#7(V%F0# 
 

• V+?����ก > �+Y���
  hdE%QC#-M#!$B$"9;/)*ก"$,ก$"*'Nn$7-&#&'10,%$'*)E'k HI$ก$"P#'&$;*ก!$" 
HNกP"(V%H\E!"#$% / "(5;*ก!$"*(7J'B(7< FO#  

         

 

 
 

JO,HI$;P")E*%&B$,         -'M1*% ;/)*ก"$,ก$"*'Nn$7-&#&'10,%$'*)E'k HI$ก$"P#'&$;*ก!$" 

HNกP"(V%H\E!"#$% / "(5;*ก!$"*(7J'B(7< ./#0กO   ":558:5('Hdก=#*BC/7$BH\EQC#-M#7(V%F0# 
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��[,	�-��=�  JO,;/)*กH\E ;P")E*%B)* > !BNO"$,M)E* 

 
 

8:G"$กc!BNO"$,M)E* O(%+$DO#$'/1$% 
 

 
 

• ;/)*ก!BNO"$,M)E*-' > M1*%!BNO"$,M)E*=*% hdE%-'!10''\V8:B\Q/-'ก"Y\H\EQC#-M#%$'FO#HI$ก$"!"#$%
ก/N1BG/$,H$%QC#"(5 ;*$F0#-M#%$';GL'ก$"!10'7(0 &$ก;/)*ก!BNO"$,M)E*H\EFB19Cก7#*%กZ8:FB1.!O%
"$,ก$"ก/N1BO(%ก/1$0H\EFO#!"#$%;*$F0#  JO,Gก7<8:B\ 1 "$,ก$" P)*!BNO"$,M)E*!10'7(0=*%5NPP/  
PNY!$B$"9H\E8:!"#$%./:5('HdกG/$,H$%&")*ก/N1BG/$,H$%H\EQC#-M#!1%9d%51*,k JO,"$,M)E*H\E*,C1
-'!BNO"$,M)E*=*%QC#-M# 8:FB1!$B$"9OC&")*-M#%$'FO#JO,5NPP/*)E' ./:-'ก"Y\H\EPNYB\"$,ก$"-' 
_!BNO"$,M)E*=*%` B$กก01$ 1 "$,ก$" "$,ก$"H\E;D<EB=dV''(V'P)*!BNO"$,M)E*=*%&'10,%$'H\EQC#-M#
"(5Q<OM*5 QC#-M#!$B$"98(Oก$"!BNO"$,M)E*=*%&'10,%$'FO#  JO,ก$";/)*ก!BNO"$,ก$"=*%
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&'10,%$'-'M1*%;/)*ก !BNO"$,M)E*=*%&'10,%$'8:B\G":J,M'[*,1$%B$ก-'ก"Y\H\E&'10,%$'=*%
PNY7#*%ก$"H\E8:8(OHI$"$,M)E*./:ก/N1B-&#;GL'B$7"�$';O\,0ก('H(V%&'10,%$' ;D"$:!BNO"$,M)E*
&'10,%$'!$B$"9*'Nn$7-&#5NPP/-'&'10,%$';=#$-M#%$'FO# HNกP'กZ8:B\"$,M)E*ก/N1B;&B)*'ก(' 
9#$B\ก$".ก#F=กZ8:.ก#F=H\E8NO;O\,0 HNกkP'กZ;&Z'P0$B;G/\E,'.G/% -'!10'5''\V,(%"0BFG9d%ก$"
กI$&'O;%)E*'F=-'ก$"P#'&$"$,M)E*H\E7#*%ก$" (8:*j<5$,-'!10'71*FG) 

 
• ;/)*กก/N1B"$,M)E*-'ก"*5H$%h#$,B)* B\ก/N1BD)V'�$'H\E":558(O;7"\,B;*$F0#P)* 

o "$,M)E*H(V%&BO -'ก/N1B'\V8:"05"0B"$,M)E*H(V%&BOH\EB\ 8$กHNกkก/N1B-'!BNO"$,M)E*=*%
QC#-M#H\E9Cก!"#$%=dV'B$.!O%"10Bก(' ก/N1B'\V8:M10,-'ก$"P#'&$"$,M)E*H(V%&BOH\EB\*,C1-'
":55 (8:ก/1$09d%-'!10'9(OFG) 

o ก/N1B!1%71*;*ก!$" ก/N1B'\V8:M10,*I$'0,P0$B!:O0ก-'ก"Y\H\E8I$;GL'8:7#*%B\ก$"!1%
;*ก!$"71*FG,(%&/$,kG/$,H$%QC#"(5./:;GL'G/$,H$%QC#"(5ก/N1B;O\,0ก(' &")*M10,-'
ก$"ก":8$,;*ก!$" ก/N1B'\V8:HI$&'#$H\E8(O;กZ5"$,M)E*5NPP/&")*&'10,%$'H\EB(ก8:-M#-'
ก$"ก":8$,;*ก!$"**กFG 

o "$,M)E*/1$!NO P)*ก/N1BH\EQC#-M#%$'!1%;*ก!$"FG-&#/1$!NO 
o ก/N1B JO,+$,-'ก/N1B'\V8:B\ Folder ก/N1B,1*, ;M1' "$,M)E*H\E-M#G":8I$ &")*ก/N1B*)E'k 

./#0.71H\EQC#-M#8:กI$&'O  JO,8:M10,*I$'0,P0$B!:O0ก.ก1QC#-M# -'ก"Y\H\EB\G/$,H$%
QC#"(5-Ok H\EB\ก$"-M#%$'51*,P"(V% QC#-M#!$B$"9;D<EB"$,M)E*G/$,H$%QC#"(5'(V';=#$-'ก/N1B'\V
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FO# ;D)E*/O=(V'7*'-'ก$"P#'&$G/$,H$%QC#"(5FO# 
o 9(%=,: -'ก"Y\H\E7#*%ก$"/5"$,M)E*5NPP/&")*ก/N1B-Ok !$B$"9HI$FO#JO,P/<VกH\E

"$,ก$"H\E7#*%ก$"/5./#0/$กB$-!1F0#H\E9(%=,: QC#-M#!$B$"9;D<EBก/N1BFO#JO,ก$"กOGN^B 
&")*/5ก/N1BFO# (JO,8:FB1!$B$"9/5ก/N1BH\E":558(O;7"\,B-&#FO#) 

 
 

o !$B$"9!"#$%ก/N1B;D<EB;7<BFO#JO,ก$"กOH\EGN^B  JG".ก"B8:.!O%&'#$71$%
=dV'B$-&#QC#-M#ก"*กM)E*ก/N1B-&B1H\E7#*%ก$"!"#$% 
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 ./#0กOH\EGN^B   ":558:HI$ก$";D<EBก/N1B"$,M)E*H\E!"#$%;=#$!C1 ก/N1B O(%
+$D7(0*,1$% 

 
 

O(%7(0*,1$% 8:B\"$,M)E* ก/N1B VN ;D<EB;=#$B$-' ก/N1B"$,M)E* 
o &")*7#*%ก$"/5ก/N1B"$,M)E*H\E!"#$%=dV'กZ!$B$"9HI$FO#JO,ก$"P/<กH\Eก/N1B"$,M)E*H\E

7#*%ก$" ./#0/$กB$0$%H\E _9(%=,:` 
o ;B)E*;/)*กก/N1B"$,M)E*-'M1*% _"$,M)E*H(V%&BO`  M1*% _"$,M)E*H(V%&BO` (M1*%ก/$%) 8:

.!O%"$,M)E*H\E*,C1+$,-7#ก/N1B'(V'k 
 

 
 

o !$B$"9;/)*กP#'&$"$,M)E*FO#JO,":5NM)E*H\E7#*%ก$"P#'&$/%-'M1*% 
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o !$B$"9":5N=*5;=7-'ก$"P#'&$FO#O#0,ก$"P/<กH\E"CG.01'=,$, 8$ก'(V'8d%;/)*ก
กI$&'O=*5;=7H\E7#*%ก$"P#'&$ O(%+$D P#'&$H(V%&BO P#'&$-'!(%ก(O;O\,0ก(' P#'&$
-'!(%ก(O;O\,0ก('./:":O(57EI$ก01$  O(%+$D 
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V	�'	��+�  
 ;GL'7(0.H'=*%7"$G":H(5**ก;/="(5/!1% H\E*,C1-'"CG.55O<8<7*/ ;D)E*-M#-'ก$""(5!1%
;*ก!$" .71FB18I$;GL'01$QC#H\E8:"(5&")*!1%;*ก!$"8I$;GL'7#*%B\7"$G":H(5 ;D"$:JG".ก"B!$B$"9-&#
PNY"(5&")*!1%;*ก!$"JO,FB17#*%**ก;/="(5&")*;/=!1%FO# 

• ;=#$!C1&'#$8*ก$"-M#%$' (!"#$%./:.ก#F=) FO#JO, ;B'C;P")E*%B)* > ;/="(5/!1%;*ก!$" 
 

 
 

• !$B$"9H\E8:;D<EB7"$G":H(5JO,ก$"กOGN^B  ;D)E*;GRO&'#$71$% _Create new running 
number` 
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1. =#*BC/H(E0FG 

1.1 ":5NM)E*/%-'M1*% !"#$%-&#ก(5 01$8:!"#$%7"$G":H(5-&#-P" ;&7NH\E7#*%;/)*ก5NPP/;D"$:

 

 2.1 

 3.1 

 3.2 

 3.3 

    3.4 

    3.5 

 2.2 

    3.6 

 1 

 2 

 3 
 1.1 
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7"$G":H(5H\E!"#$%=dV''(V'8:-M#.,กก('.71/:&'10,%$' 8:FB1B\ก$"-M#G'ก(' 
2. G":;+H 

2.1 ;/="(5  QC#-M#!$B$"97(V%01$8:-&#&'10,%$'&")*5NPP/*)E';&Z'&B$,;/="(5'\V&")*FB1 ก"Y\H\E
!"#$%;/="(5;*ก!$";bD$:&'10,%$' JO,H\EB<-M1&'10,%$'ก/$% H\E**ก;/=-&#ก(5H$%
B&$0<H,$/(, 

2.2 ;/=!1% 
3. ก$"!"#$%"&(! 

3.1 ":5NG�H\E  : -M#!I$&"(5ก$"!"#$%"&(! -'M1*% _G�H\È  
3.2 ":5N;/1BH\E : -M#!I$&"(5ก$"!"#$%"&(! -'M1*% _;/1BH\È  
3.3 ":5N=dV';/1B-&B1;/=H\E : 8I$'0';/=!C%!NO;B)E*9d%;/='\V./#0 ;/=-' _;/1BH\È  8:9CกG"(5=dV'

&'dE%&B$,;/= ./: `;/=Gf88N5('` 8:9CกG"(5;GL';/= 1 9#$PNYFB17#*%ก$"-&#B\ก$"G"(5
;/=-&#ก"*ก;GL' _9999999`  

3.4 ":5N;/=Gf88N5(' : ;/=H\E8:9CกG":H(5!C1;*ก!$" ./:8:G"(5=dV'&'dE%&B$,;/=&/(%8$ก
ก$"G":H(5 

 
 

 
 

3.5 ":5N "CG.55ก$"!"#$%"&(! : JG".ก"B8:-M#"CG.55-'M1*%'\V-'ก$"G":H(5;/=5';*ก!$" 
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9#$M1*%'\VFB19Cกก"*ก=#*P0$B-OkJG".ก"B8:FB1G":H(5;/=-O5';*ก!$" O(%'(V'8d%7#*%
กI$&'O"CG.55ก$"!"#$%"&(!-&#ก(57"$G":H(5 (!$B$"9zdก"CG.55-'ก$"!"#$%"&(!FO#
-'+$PQ'0ก) 

3.6 HI$;P")E*%&B$,9CกH\E _-M#":557(V%7#';/=*(7J'B(7<̀  -'ก"Y\H\E7#*%ก$"-M#%$' (!$B$"9
":5Nก$"7(V%7#';/=FO#*(7J'B(7< FO#JO,ก$"":5N0('H\E) 
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������_���>���*  
 ;GL'ก$"B*5*I$'$8-&#5NPP/*)E' !$B$"9;=#$B$ก":HI$ก$"71$%k.H'FO# 8:-M#-'ก"Y\
H\EB*5*I$'$8-&#5NPP/-'&'10,%$';=#$B$8(Oก$";*ก!$"=*%&'10,%$' 

• ;=#$-M#%$'FO#JO,กOH\E;B'C  ;P")E*%B)* > B*5./:9*'*I$'$8 

 
 

 
 

• ;/)*กQC#B*5*I$'$8&")*5H5$H=*% (QC#B*5) 01$7#*%ก$"B*5*I$'$8=*%5NPP/&")*&'10,%$' (-'
"$,ก$"H\EPNYB\!<Hj<) 

• กOH\EGN^B    
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• ;/)*กH\EGN^B  8:=dV'&'#$!BNO"$,M)E*B$-&#;/)*ก -&#HI$ก$";/)*ก
"$,M)E*5NPP/&")*&'10,%$'H\E7#*%ก$" 

• ;/)*กHI$;P")E*%&B$,   H\E&'#$M1*%*I$'$8&")*5H5$H8$ก"$,ก$"=#$%/1$% ./#0กOGN^B 

 
• JG".ก"B8:HI$ก$",)',(' ก$"B*5*I$'$8;!"Z8!<V'  -&#กO GN^B  
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• 9*'*I$'$8 -&#;/)*ก"$,M)E*&")*&'10,%$'H\E7#*%ก$"9*'*I$'$8O(%+$D 
 

 
 

• ;/)*กHI$;P")E*%&B$,   H\E&'#$M1*%*I$'$8&")*5H5$H8$ก"$,ก$"=#$%/1$% ./#0กOGN^B 

 
• JG".ก"B8:HI$ก$",)',(' ก$"9*'*I$'$8;!"Z8!<V'  -&#กO GN^B  
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��
��ก��	�+VZ��+V�  

• P05PNBกcก$"!1%;*ก!$".554 
 

 
 

1. 8:G"$กc&'#$8*O(%+$DO#$'/1$% ;/)*กH\EM)E*&'10,%$'&")*5NPP/ &$ก7#*%ก$"!1%;*ก!$"*(7J'B(7<FG
,(%5NPP/ 

 
 

&")*&'10,%$'-O -&#กOH\EGN^B   

 1 
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2. 8:=dV'&'#$8*!1%;*ก!$"*(7J'B(7< 
2.1 -&#QC#-M#HI$ก$";/)*ก01$7#*%ก$"!1%;*ก!$"71*;B)E*B\;*ก!$";=#$B$ &")*B\ก$"!1%;*ก!$"

**ก 
2.2 ;%)E*'F= -&#QC#-M#กI$&'O ;B)E*!1%**ก*(7J'B(7<B\&")*FB1กI$&'O 

 

 
 

2.3 !1%FGH\E -&#กOH\E  8:G"$กc!BNO"$,M)E*=dV'B$-&#QC#-M#HI$ก$";/)*ก"$,M)E*5NPP/&")*
&'10,%$' 

2.4 /%'$B / !(E%ก$" -&#":5N;Gx$&B$,-'ก$"!1%;*ก!$"01$7#*%ก$"-&#QC#"(5 /%'$B ;/)*ก 
_;Gx$&B$,;D)E*` กOGN^B  ":5N;Gx$&B$,=*%ก$"!1%;*ก!$" 9#$FB1":5N8:-M#;Gx$&B$,
;O\,0ก(5ก$"!1%;*ก!$";=#$!C1&'10,%$' &")*!1%;*ก!$"*ก8$&'10,%$' 

2.5 8$ก'(V'กOH\EGN^B  ;GL'*(';!"Z8!<V'ก":50'ก$" 
 
 
 
 
 
 
 
 

 

 2 

 2.1 

 2.2 

 2.3 

 2.4 

 2.5 



E-Document  E-Doc for windows user manual 

Powered by Vision Net Co., Ltd.  Page 134 of 150 

E
-
D
o
c
u
m
e
n
t
 fo
r
 w
in
d
o
w
s
 

ก�	�� / *�
���  
!10''\V8:;GL'ก$"*I$'0,P0$B!:O0ก./:8(O":;5\,5-'ก$"**ก;/=;*ก!$" QC#H\E8:8*%;/=FO#8:7#*%

;GL'P'H\EFO#"(5!<Hj<&")*;GL';8#$=*%;H1$'(V' ./:QC#H\E8:=*;/=FO#8:7#*%;GL'P'H\EFO#"(5!<Hj<-'ก$"=*;/=
;H1$'(V' QC#-M#%$'*)E'k&$ก7#*%ก$"-M#;/= H\EFB1-M1=*%7';*%./:FB1FO#"(5!<Hj<-'ก$"=* 8:7#*%7<O71*ก(5
&'10,%$';8#$=*%;/= ;D)E*8*%;/=-&# 
 

 
 

1. ;=#$!C1&'#$ก$"8*%;*ก!$"JO, ;B'C ;P")E*%B)* > 8*%;/=;*ก!$"  

 

 
 

 
 

  2 

  1 
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2. !$B$"98*%;/= JO,กOGN^B ./#0":558:.!O%&'#$8*=dV'B$-&#QC#-M#%$';/)*ก ;D)E*-!1"$,/:;*\,Oก$"
8*%  

 

 
 

2.1 "CG.55 ;")E*% 0('H\E8*%;*ก!$" ;"\,' 8$ก  &B$,;&7N ./:-'M1*%8*%-&#ก(5 P)* &$ก
&'10,%$'&")*7(05NPP/FB1B\!<Hj<8*%;/=.*ก!$";*%7#*%-&#&'10,%$'!$"5""Yก/$%

;GL'QC#8*%-&# &'10,%$'!$"5""Yก$"8:7#*%HI$ก$";/)*กH\EGN^B  ;D)E*;/)*ก01$ ;/=H\E
8*%'(V' 8*%-&#&'10,%$'&")*5NPP/-O ;")E*%*:F" ;"\,' -P" 8$ก -P"  

2.2 ./#0กOH\EGN^B  ":558:ก/(5B$!C1&'#$;O<B O(%+$DO#$'/1$% .718:B\"$,ก$"
;/= ;")E*%H\EHI$ก$"8*%;*$F0# 

 
 

 2.2 

 2.1 
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3. ก"*%;/=;D)E*-&#%1$,71*ก$"P#'&$JO,กOH\EGN^B   
 

 
 

• ":5NPI$P#'&$ (JO,P#'&$8$ก&(0=#*&")*&B$,;&7NH\E":5N-'=(V'7*'=*%ก$"=*&")*8*%;/=) ;/)*ก
!9$':=*%;/= กI$&'OM10%0('H\E H\E7#*%ก$"(;/)*กFO#8$ก0('H\E;*ก!$"&")*0('H\E!"#$%) 8$ก'(V'กO

GN^B  
 

 
 

• !$B$"9,ก;/<ก;/=FO# -'ก$"Y\H\EB\ก$"8*%;/=FG./#0FB1B\ก$"'I$;/='(V'FG-M# &")*8*%Q<O �/� 
JO,กO;/)*กH\E"$,ก$"H\7#*%ก$",ก;/<ก 8$ก'(V'กOP/<yก=0$ 8:G"$กc&'#$8*O(%+$D -&#;/)*กH\E 
,ก;/<กก$"8*%;/= 

   3 
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 8:G"$ก�&'#$71$% _,ก;/<กก$"8*%;/=` O(%+$DO#$'/1$% 

 

 
 

3.1 ;/)*กG":;+Hก$",ก;/<ก;/= ;GL'.55,ก;/<ก;/=  JO,8:;GL'!(n/(กmY[   B\
;P")E*%&B$,  .!O%-&#H"$5 (JO,!$B$"9'I$;/=ก/(5B$-&#FO#-&B1) 

3.2 ,ก;/<ก;/= JO,*'Nn$7-&#B\ก$"8*%;/='\VFO#*\ก+$,-'":,:;0/$H\EกI$&'O(;/=H\E9Cก
,ก;/<ก":558:'I$B$**ก-&#ก(5QC#=*"$,-&B1+$,-7#ก"*5":,:;0/$H\EกI$&'O) ./#0กO 

 8:.!O%ก"*5.8#% !9$':ก$",ก;/<ก;!"Z8!B5C"Y[-&#กO  *\ก

P"(V% ;GL'*(';!"Z8!<V'=(V'7*'ก$",ก;/<ก;/=          
 

JO,":558:ก/(5B$!C1&'#$8*;O<B ./:8:B\!(n/(กmY[;ก<O=dV'H\E&'#$7(0;*ก!$"H\E8*%;/= !(%;ก7N
O(%+$DO#$'/1$% 

 ,ก;/<ก;/= JO,FB1B\;%)E*'F= !$B$"9'I$;/=ก/(5B$-M#-&B1FO# &$ก;B)E*FO#B\ก$"'I$;/=ก/(5B$-M#
-&B1 QC#=*;/="$,9(OFG8:FO#;/='\V*(7J'B(7< 
 ,ก;/<ก;/=JO,B\;%)E*'F=  JO,*'Nn$7-&#B\ก$"8*%;/='\VFO#*\ก+$,-'  ":&01$% 0(';0/$H\EกI$&'O 

 3.1 

 3.2 
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• !$B$"9'I$;/=H\E,ก;/<ก./#0ก/(5B$-M#-&B1FO# JO,กOH\E"$,ก$"H\EHI$ก$",ก;/<กFG./#0 8$ก'(V'กO
P/<yก=0$ 8:G"$กc&'#$8*O(%+$D -&#;/)*กH\E 'I$;/=ก/(5B$-M#-&B1 

 
 

ก"*ก"$,/:;*\,O;M1';O\,0ก(5ก$"8*%;*ก!$"-&#P"59#0'./#0กO   
 

   
 
 
 
 



E-Document  E-Doc for windows user manual 

Powered by Vision Net Co., Ltd.  Page 139 of 150 

E
-
D
o
c
u
m
e
n
t
 fo
r
 w
in
d
o
w
s
 

 
 

• ก"*ก"$,/:;*\,O71$%k-&#P"59#0';M1';O\,0ก(5ก$"8*%;/= ./:":5NG":;+Hก$".H"กhdE%;GL'
!10'!I$P(nH\E8:B\!10'-'ก$"กI$&'O01$;/=H\E8:FO#8$กก$".H"ก8:**กB$;GL';/=-O 

 

  
 

• 8$ก'(V'8d%กOGN^B  ":558:HI$ก$".H"ก;/=;*ก!$"-&#./:.!O%=dV'-'"$,ก$"8*%
;/=;*ก!$" 

• !$B$"9.ก#F=0('H\E;*ก!$"./:"CG.55;/=;*ก!$"-'"$,ก$"8*%;/=;*ก!$"FO# JO,ก$"P/<ก=0$
H\E"$,ก$"H\E7#*%ก$".ก#F= ;/)*ก"$,ก$" _.ก#F=;/=./:0('H\E;*ก!$" 
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• HI$ก$".ก#F=;/=;*ก!$"&")*0('H\E;*ก!$"7$B7#*%ก$" (;/=;*ก!$"H\E;GL';/=&/(ก8:FB1!$B$"9
.ก#F=FO#) 

• 8$ก'(V'กOGN^B  ":558:HI$ก$".ก#F="$,/:;*\,OH\EFO#":5NF0#./:.!O%-'"$,ก$"
;/=;*ก!$" 
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ก�		+���ก��	�'P��[,  
      *I$'0,P0$B!:O0ก-'ก$""(5;*ก!$" -'ก"Y\H\E&'dE%0('B\;*ก!$";=#$B$H\E _Inbox` =*%PNYB$กB$, 
HI$FO#JO,;/)*กH\Eก"*5"$,ก$";*ก!$" PNY!$B$"9;/)*กFO#B$กก01$ 1 "$,ก$"JO, 

• -M#GN^B Shift &")* Ctrl 5'.Gx'D<BD[M10,-'ก$";/)*ก"$,ก$";*ก!$"H\E7#*%ก$""(5 

• กOH\E;B'C Tools > ["(5;GL'MNO�] 

 
• 8:;=#$!C1&'#$"(5;*ก!$" _Receive document(s)` ;D)E*HI$ก$""(5;*ก!$" -&#;/)*ก"CG.55-'ก$"

"(5;*ก!$" hdE%B\O#0,ก(' 3 0<j\ P)* 
1. FB1**ก;/="(5 -'ก"Y\H\EQC#"(5FB1B\&B$,;/="(5 &")*FB18I$;GL'7#*%**ก;/="(5 
2. -M#&B$,;/="(5;O<B 8$ก5NPP/&")*&'10,%$'ก1*'&'#$ 
3. **ก;/="(5 JO,;/)*ก8$ก;/="(5H\E7#*%ก$"-M# PNY!$B$"9G"(5;/=7"$G":H(5H\E;/)*ก

JO,กOGN^B   8:G"$กc&'#$71$%-&#PNYก"*ก;/=-&B1H\E7#*%ก$"G"(5 

 

                  
 

 
• 8$ก'(V'กOGNB̂  ;GL'*(';!"Z8!<V'ก":50'ก$""(5;*ก!$";GL'MNOJO,ก$"G"(5;/= 
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ก�	�������ก��	 

• P/<ก;/)*กH\Eก/1*%;*ก!$"H\E7#*%ก$"P#'&$ (OC7(0*,1$%8$ก+$DG":ก*5) 

 
 

• P/<กH\E"CG.01'=,$, ./#0;/)*กกI$&'O=*5;=7ก$"P#'&$ -'&(0=#* _Find in last � day` 

• กI$&'OG":;+Hก$"P#'&$ (Normal search &")*  Full text search) 

• ;/)*กG":;+Hก$"กI$&'O;%)E*'F=-'ก$"P#'&$ JO,71$%ก('H\EP0$B!$B$"9-'ก$";D<EB;%)E*'F=-'
ก$"P#'&$ B\O#0,ก('!*%G":;+HP)* 
� Quick search : ;GL'ก$"P#'&$H\E"0O;"Z0./:%1$, JO,":5NPI$H\E7#*%ก$"P#'&$ M10%0('H\E

7#*%ก$"P#'&$;*ก!$" ./: Folder H\EP#'&$ 
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� Advance search : ;GL'ก$"P#'&$H\EB\P0$B/:;*\,O!C% !$B$"9":5N;%)E*'F=H\E7#*%ก$"
P#'&$FO#B$กก01$ก$"P#'&$H(E0FG ;M1' 0('H\E;*ก!$";=#$, 0('H\E!1%;*ก!$", &(0;")E*%, 
5HP(O,1*, &'10,%$'H\E!1%;*ก!$"B$, &'10,%$'H\E"(5;*ก!$", G":;+H;*ก!$", M(V'
P0$B/(5, ;/="(5-;/=!1% ;GL'7#' !$B$"9P#'&$PI$FO#B$กก01$ 2 PI$FO#JO,-M#  AND, OR 

 
 

• &")*PNY!$B$"9-M#0<j\P#'&$*,1$%%1$,FO#JO,ก$"ก"*กPI$H\E7#*%ก$"P#'&$/%-'M1*%01$% ./#0กO
GN^B Enter 5'P\,[5*"[O ":558:HI$ก$".!O%Q/8$กก$"P#'&$=dV'H\E"$,ก$";*ก!$"-'ก/1*%H\EPNY
;/)*ก 
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(��@�?ก 
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(��@�?ก ก 
 

PI$*j<5$,"$,ก$"!<Hj< !I$&"(5ก$"B*5!<Hj<|&")*B*5*I$'$8 
"&(!
!<Hj< 

PI$*j<5$, P0$B&B$, 

100 *1$'"$,ก$";7)*' / Read alert list B\!<Hj<-'ก$";=#$!C1ก/1*% Alert box (;H1$'(V') 
=*%QC#H\EB*5!<Hj<-&# ;D)E*OC"$,ก$";7)*'
;H1$'(V' 

110 8(Oก$""$,ก$";7)*' / Manage alert list B\!<Hj<-'ก$";=#$!C1ก/1*% Alert box(;H1$'(V') 
=*%QC#H\EB*5!<Hj<-&# JO,!$B$"98(Oก$"
"$,ก$";7)*'FO# ;M1'ก$" ;GRO ก$"/5"$,ก$"
;7)*' ก$"8(Oก$"Ji/;O*"[+$,-' ;GL'7#' 

120 /5"$,ก$";7)*' / Delete alert list B\!<Hj<-'ก$";=#$!C1ก/1*% Alert box(;H1$'(V') 
;D)E*;GRO*1$'//5"$,ก$";7)*' =*%QC#H\EB*5
!<Hj<-&# 

200 "(5;*ก!$"/ Receive document B\!<Hj<-'ก$";=#$9d% Inbox(;H1$'(V') =*%QC#H\E
B*5!<Hj<-&# JO,!$B$"9;GRO*1$'"$,ก$"
;*ก!$"/!$B$"9"(5;*ก!$" FO#;H1$'(V' 

205 *1$';*ก!$";=#$;H1$'(V' / Read inbox only B\!<Hj<-'ก$";=#$9d% Inbox (;H1$'(V')=*%QC#H\E
B*5!<Hj<-&# .71ก$";=#$9d%O(%ก/1$0 HI$FO#
;D\,%;GRO*1$'"$,ก$";*ก!$";H1$'(V' FB1
!$B$"9HI$ก$".ก#F= "(5;*ก!$" &")*ก":HI$
ก$"71$%kก(5"$,ก$";*ก!$"FO# 

210 8(Oก$";*ก!$""(5 / Manage inbox B\!<Hj<-'ก$";=#$9d% Inbox(;H1$'(V') =*%QC#H\E
B*5!<Hj<-&# JO,B\!<Hj<;7ZBH\E-'ก$"8(Oก$"
"$,ก$";*ก!$"H\E*,C1+$,-7# Inbox  ;M1'ก$"
"(5;*ก!$" ก$"8(OJi/;O*"[;*ก!$" ก$"/5
;*ก!$" .71FB1FO#"0B9d%ก$"!1%;*ก!$"**ก
(Reply ./: Forward) 

220 B\!<Hj<"(5 E-Mail  .8#%;B)E*B\;*ก!$";=#$/ B\!<Hj<-'ก$""(5 E-mail ;B)E*B\;*ก!$";=#$!C1
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Mail alert ก/1*% Inbox  (ก"Y\'\VQC#กI$&'O!<Hj<P)*QC#OC./
":5501$8:*'Nn$7-&#QC#-M#%$'P'-O!$B$"9
"(5 E-Mail .8#% ;B)E*B\;*ก!$";=#$ .71H(V%'\V
":558:7#*%;GRO!<Hj<-'ก$"-M#%$'if%ก[M(E'
O(%ก/1$0;*$F0#O#0, ) 

300 !1%;*ก!$" / Send document B\!<Hj<-'ก$";=#$9d% Sent box(;H1$'(V') =*%QC#
H\EB*5!<Hj<-&# ;D)E*OC"$,ก$" !1%;*ก!$"**ก
H(V%&BO 

310 8(Oก$";*ก!$"**ก / Manage Sent box B\!<Hj<-'ก$";=#$9d% Sent box(;H1$'(V') =*%QC#
H\EB*5!<Hj<-&# JO,B\!<Hj<-'ก$"8(Oก$"
"$,ก$";*ก!$"=$**ก +$,-'ก/1*%FO#
H(V%&BO 

320 9*';*ก!$"H\E!1% / Revoke sent 
document 

B\!<Hj<-'ก$";=#$9d% Sent box(;H1$'(V') =*%QC#
H\EB*5!<Hj<-'ก"Y\H\E;*ก!$",(%FB19Cก;GRO
*1$') 

400 !"#$%%$'!.ก';*ก!$" / Create scan job B\!<Hj<-'ก$";=#$9d% Upload box(;H1$'(V') 
=*%QC#H\EB*5!<Hj<-&# JO,!$B$"9!"#$%%$'
!.ก';*ก!$";D<EBFO# 

410 8(Oก$"ก/1*%;*ก!$"!.ก' / Manage 
scan box 

B\!<Hj<-'ก$";=#$9d% Upload box(;H1$'(V') 
=*%QC#H\EB*5!<Hj<-&# JO,!$B$"9!"#$%%$'
!.ก';*ก!$"/8(Oก$""$,ก$"!.ก'+$,-7#
ก/1*%'\V 

420 /5"$,ก$"%$'!.ก';*ก!$" / Delete 
scan job 

B\!<Hj<-'ก$";=#$9d% Upload box(;H1$'(V') 
=*%QC#H\EB*5!<Hj<-&# JO,!$B$"9;=#$FGHI$
ก$"/5"$,ก$"!.ก'FO# 

430 .ก#F="$,ก$"%$'!.ก';*ก!$" / Edit 
scan job 

B\!<Hj<-'ก$";=#$9d% Upload box(;H1$'(V') 
=*%QC#H\EB*5!<Hj<-&# JO,!$B$"9;=#$FG;GRO
./:HI$ก$".ก#F="$,ก$"!.ก'FO# 

500 !"#$%;*ก!$" / Create document B\!<Hj<-'ก$";=#$9d%  Document box(;H1$'(V')
=*%QC#H\EB*5!<Hj<-&# JO,!$B$"9;=#$FGHI$
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ก$"!"#$%;*ก!$"(;H1$'(V')./#05('Hdก;กZ5F0#-' 
Document box '(V'FO# .71FB1!$B$"9HI$ก$"
!1%;*ก!$"**ก &")*ก":HI$ก$"*)E'kก(5
"$,ก$";*ก!$"FO# 

502 .ก#F=;*ก!$" / Edit document box B\!<Hj<-'ก$";=#$9d% Document box(;H1$'(V') 
=*%QC#H\EFO#B*5!<Hj<-&# JO,!$B$"9;=#$FG
8(Oก$".ก#F=;')V*&$+$,-';*ก!$" "0B9d%
ก$".'5Fi/[;D<EB;7<B .71FB1!$B$"9HI$ก$"
!1%;*ก!$"FO# 

505 *1$';*ก!$"!"#$%;H1$'(V' / Read 
document only 

B\!<Hj<-'ก$";=#$9d% Document box(;H1$'(V') 
=*%QC#H\EFO#B*5!<Hj<-&# .71ก$";=#$9d%O(%ก/1$0 
HI$FO#.P1;D\,%*1$'"$,ก$";*ก!$"+$,-'
;H1$'(V' 

510 8(Oก$";*ก!$"!"#$% / Manage document 
box 

B\!<Hj<-'ก$";=#$9d% Document box(;H1$'(V') 
=*%QC#H\EFO#B*5!<Hj<-&# JO,!$B$"9;=#$FG
8(Oก$"J,ก,#$,"$,ก$";*ก!$"+$,-'FO# 

600 ;GL';8#$=*% / Owner QC#H\EFO#"(5!<Hj<'\V !$B$"9ก":HI$ก$"-OkกZFO#
(H(V%&BO) ก(5;*ก!$"H(V%&BO=*%QC#H\EB*5!<Hj<
-&# ;!B)*';GL';8#$=*% 

602 "(5!)5H*O*I$'$8  / Right inheritance QC#H\EFO#"(5!<Hj<'\V 8:FO#"(5ก$"!)5H*O"$,ก$"
!<Hj<71$%k 8$กQC#H\EB*5!<Hj<-&# '(E'
&B$,P0$B01$ &$กQC#B*5!<Hj<FO#"(5ก$"B*5
!<Hj<-Ok 8$ก5NPP/ก1*'&'#$ QC#H\E"(5B*5!<Hj< 
8:!)5H*O"$,ก$"!<Hj<71$%k;&/1$'(V'B$8$ก
QC#B*5!<Hj<O#0, 

610 !"#$% eForm QC#H\EFO#"(5!<Hj<'\V !$B$"9!"#$% eForm FO# 
(":557#*%;GROก-&#5"<ก$"if%ก[M(E' eForm) 

612 .ก#F==#*BC/-' eForm QC#H\EFO#"(5!<Hj<'\V !$B$"9;=#$FG.ก#F==#*BC/-' 
eForm FO# (JG".ก"B7#*%;GRO-&#5"<ก$"":55 
eForm O#0,) 
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615 OC;*ก!$"H\E!"#$%8$ก eForm QC#H\EFO#"(5!<Hj<'\V !$B$"9;=#$FGOC;*ก!$" H\E
!"#$%8$ก eForm FO# (JG".ก"B8:7#*%;GRO
-&#5"<ก$"":55 eForm O#0,) 

700 8(Oก$"./:-M#%$'!BNO"$,M)E* / Manage 
address book 

QC#H\EFO#"(5!<Hj<'\V8:!$B$"9;=#$FG8(Oก$"./:
;"\,ก-M#%$'!BNO"$,M)E* =*%QC#H\EB*5!<Hj<FO# 
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(��@�?ก �  
 

�?�����-��
�+d�+กc��V��
Q JO,8:.,กFO#;GL'ก/N1B71$% k O(%'\V 
a. ��,
�_�����ก��	 

 &B$,9d% ;*ก!$";=#$H\E,(%FB1FO#;GRO*1$' P)*8:;GL'"CG _h*%8O&B$,GRO!\;&/)*%;=#BH\E,(%FB1B\
ก$";GROh*%` 

 &B$,9d% ;*ก!$"H\EQC#!1%,(%FB1FO#HI$ก$"!1%.718:7#*%B\ก$"!1%FG,(%QC#"(5.'1'*' P)*8:;GL'"CG 
_;&B)*'JG!ก$"[O`  ** !(n/(กmY['\V8:;&Z'FO#-'ก/1*% Document box =*%QC#!"#$%;H1$'(V' **  

 &B$,9d% ;*ก!$""(5H\E;GRO*1$'./#0 P)*8:;GL'"CG _h*%8O&B$,!\=$0H\EB\ก$";GROh*%./#0` 
 &B$,9d% ;*ก!$""(5H\E;GRO*1$'./:FO#HI$ก$"/%"(5./#0 P)*8:;GL'"CG _h*%8O&B$,!\=$0H\EB\

ก$";GROh*%./#0 ./:B\;*ก!$".'5*,C1=#$%h*%` 
   &B$,9d% ;*ก!$"H\EFO#7*5ก/(5&")*!1%71*FG,(%5NPP/&")*&'10,%$'*)E'  P)*8:;GL'"CG _h*%

8O&B$,!\=$0H\EB\ก$";GRO./:B\/Cกz"M\V**ก` 
 

b. ��,
ก�*ก		�V��
��
��ก��	Z,-�	W-
�>�,+��+Y�V���?���>��+d��
ก�	��
 
&B$,9d% ;*ก!$"H\EB\":O(5P0$B!I$P(n=*%ก$"!1%O10'H\E!NO P)*B\!(n/(กmY[ _�_�V+?�+กc	�W

�,
`  
&B$,9d% ;*ก!$"H\EB\":O(5P0$B!I$P(n=*%ก$"!1%7EI$ P)*B\!(n/(กmY[ `�_�V+?�+กc	�W���` 
&B$,9d% ;*ก!$"H\EB\":O(5P0$B!I$P(n=*%ก$"!1%O10' P)*B\!(n/(กmY[ `�_�V+?�+กc	�W�Y>�

�
��`  
** &$กFB1B\!(n/(กmY[.95!\-Ok 5'7(0;*ก!$" &B$,9d% ":O(5P0$B!I$P(n=*%ก$"!1%'(V' ;GL'ก$"
!1%Gก7< 

 

• ��,
�_���ก�	��
V����ก��	Z,-�+VZ��+V� 
  &B$,9d% ":55FO#HI$ก$"!1%!I$;'$;*ก!$"b5(5'\V**กJO,*(7J'B(7<;B)E*QC#"(5FO#"(5;*ก!$" P)*8:

B\!(n/(กmY["CG _cc �W�Y>��
��` H\EBNB/1$%h#$,=*%!9$':;*ก!$"71$%k O(%7(0*,1$%71*FG'\V 
 

• ��,
�_���ก�	-ก���ก��ก��	 
&B$,9d% ":55FO#HI$ก$",ก;/<ก;*ก!$"b5(5'\V./#0 JO,!(n/(กmY["CG8:G"$กcH\EBNB5'=0$
=*%!9$':;*ก!$"71$% k  
 

• ��,
�_���ก�		�
+���ก��	 
 &B$,9d% ":55FO#HI$ก$"":%(5;*ก!$"b5(5'\V JO,!(n/(กmY["CG;P")E*%&B$, _ก[d�*����` 8:

G"$กcH\E&'#$;')V*&$;*ก!$"H\EFO#HI$ก$"":%(5F0# 
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(��@�?ก � 
 
P0$B&B$,=*%!(n/(กmY[H\E-M#-'ก$"กI$&'O"CG.55=*%7"$G":H(5 D"#*B.!O%7(0*,1$%ก$"
G":,Nก7[-M# 
 

�+d�+กc�� �>��0���- 
%Y ;/=G�H\E H\E":5N-'M1*%ก"*ก 
%B ;/=;/1BH\E H\E":5N-'M1*%ก"*ก 
%N ;/=Gf88N5(' H\E":5N-'M1*%ก"*ก 
%y G� P.z. Gf88N5('=*%":55 
%b G� D.z. Gf88N5('=*%":55 
%% ;P")E*%&B$, _%` 
 
7(0*,1$%ก$"!"#$%"&(! 
ก$"G":,Nก7[-M# !BBN7<01$ 

� G�H\E H\E":5N-'7"$G":H(5=*%PNYP)* 2546 
� ;/1BH\E H\E":5N-'7"$G":H(5=*%PNYP)* 2 
� ;/=Gf88N5(' H\E":5N-'7"$G":H(5=*%PNYP)* 471 
� G� D.z.Gf88N5('P)* 2547 

 

	�'���ก�	�	��
	�+� ����W=*�'	��+�
���ก��	 
%N/%b 471/2547 
%5N 00471 
%2b-%N 47-471 
%2B-%N/%Y 03-471/2546 
zj 0520.207/%4N zj 0520.207/0471 
 


