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ÿÜõÕāÜäĀÂäâ Internet Explorer 
 

 

ÉóÂÚòĈÚäñÛù URL ÃîÈäñÛÛëóäÛääÔîõÿæĆÂØäîÚõÂë°ĂÚË¬îÈ Address (āÕãØöć URL ØöćÉñäñÛùÚòĈÚÉñ
ĀÖÂÖ¬óÈÂòÚîîÂăÜĂÚĀÖ¬æñ Site) 
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ÉóÂÚòĈÚØČóÖóâÃòĈÚÖîÚÕòÈÖ¬îăÜÚöĈ 

1. ÂÕ  

 
 

2. ÂäîÂÃ­îâúæ ĂÚìÚ­óÿÃ­óëú¬äñÛÛĂì­ÅäÛ×­èÚ 

 
 

 

2.1 ÂäÔöØöćâöäìòëÝ¬óÚ  Ăì­ÂäîÂËøćîÝú­ĂË­ÈóÚĀæñäìòëÝ¬óÚ Ăì­×úÂÖ­îÈĀæ­èÂÕ  
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2.2 ÂäÔöØöćăâ¬âöäìòëÝ¬óÚ  Ăì­ÂäîÂÿÊßóñËøćîÝú­ĂË­ÈóÚĀæ­èÂÕ  ÉñÜäóÂÏìÚ­óÉîĀÉ­ÈĂì­ÖòĈÈ

äìòëÝ¬óÚ ÿäõćâÖ­ÚĂì­ÂÕ  

 
 

2.3 ĂÚìÚ­óÿÜæöćãÚäìòëÝ¬óÚ Ăì­ÂäîÂäìòëÝ¬óÚØöćĂË­ĂÚÜòÉÉùÛòÚ ĂÚË¬îÈäìòëÝ¬óÚÿÕõâÂ¬îÚ  Āæ­èÉ÷ÈÂäîÂ 
äìòëÝ¬óÚØöćÖ­îÈÂóäÿÜæöćãÚĂìâ¬ĂÚË¬îÈäìòëÝ¬óÚĂìâ¬ ĀæñË¬îÈäìòëÝ¬óÚØèÚ āÕãÖ­îÈÂäîÂĂì­
äìòëÝ¬óÚĂìâ¬ĀæñäìòëÝ¬óÚØèÚÿìâøîÚÂòÚ ÉóÂÚòĈÚÂÕ  

 
 

ÉñÜäóÂÏìÚ­óÉîĀÉ­ÈãøÚãòÚÂóäÿÜæöćãÚĀÜæÈ Password ÿâøćîÂÕ  ÂĆÉñÿëäĆÉëõĈÚ
ÃòĈÚÖîÚÂóäÿÜæöćãÚĀÜæÈ     
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ìÚ­óĀäÂ (Home) 
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ìÚ­óĀäÂÿâøćîÿÃ­óëú¬ÂóäĂË­ÈóÚäñÛÛ ĀÛ¬Èë¬èÚÂóäĂË­ÈóÚîîÂÿÜĆÚ 3 ë¬èÚ Åøî 

1. ë¬èÚÿâÚúÂóäĂË­ÈóÚ Ì÷ćÈÜäñÂîÛăÜÕ­èãÿâÚú ăàæ°, âùââîÈ , äóãÈóÚ ,ÿÅäøćîÈâøî , Ë¬èãÿìæøî  Ì÷ćÈÉñîÙõÛóã
ĂÚë¬èÚ×òÕăÜ 

 
2. ë¬èÚĀëÕÈÂæ¬îÈÿîÂëóä Ì÷ćÈÉñĀëÕÈäóãËøćî Âæ¬îÈÿîÂëóä ØöćÝú­ĂË­ÈóÚëóâóä×ÿÃ­óĂË­ÈóÚìäøîăÕ­äòÛëõØÙõċ

Ö¬óÈąĂÚÂóäÕČóÿÚõÚÈóÚĂÚÂæ¬îÈ Âæ¬îÈÚòĈÚăÕ­ 

 
3. ë¬èÚĀëÕÈÝæ ÉñÿÜæöćãÚĀÜæÈĀëÕÈÝæăÜÖóâÂóäØČóÈóÚĂÚĀÖ¬æñë¬èÚ ĂÚìÚ­óĀäÂÚöĈ ÉñĀëÕÈäóãËøćî
ÿîÂëóäØöćãòÈăâ¬ăÕ­ÿÜõÕî¬óÚĂÚÂæ¬îÈ Inbox āÕãĀÛ¬ÈÖóâëõØÙõċĂÚÂóäÿÃ­óÕúÿîÂëóä ÕòÈÖòèîã¬óÈ 
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ÿâÚúÂóäĂË­ÈóÚ 
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ÿâÚúÂóäĂË­ÈóÚĀÛ¬ÈîîÂÿÜĆÚ 4 ìâèÕ ìæòÂą Åøî  

1 ÿâÚú ăàæ° ÜäñÂîÛăÜÕ­èãàòÈÂ°ËòćÚÂóäØČóÈóÚÖ¬óÈą ÕòÈÖ¬îăÜÚöĈ 

 
 

 

1.1 ÛòÚØ÷Â : ÛòÚØ÷ÂÿîÂëóäØöćÖ­îÈÂóä 
1.2 ßõâß° : ëòćÈßõâß°ÿîÂëóäØöćÖ­îÈÂóä 
1.3 ÖäèÉëîÛÿîÂëóäĂìâ¬ : ëČóìäòÛĂì­āÜäĀÂäâÖäèÉëîÛè¬ó âöÿîÂëóäĂìâ¬ÿÃ­óâóìäøîăâ¬ 
1.4 ÿÜæöćãÚäìòëÝ¬óÚ : ÿÜæöćãÚäìòëÝ¬óÚÃîÈÝú­ĂË­āÜäĀÂäâÜòÉÉùÛòÚ 
1.5 Lock Screen : ÿÃ­óëú¬ìÚ­óÉîÂäîÂäìòëÝ¬óÚÿâøćîÖ­îÈÂóäßòÂóäØČóÈóÚËòćèÅäóè 
1.6 ÜõÕ :  

¶ îîÂ : îîÂÉóÂāÜäĀÂäâ 

¶ ÿÜæöćãÚÝú­ĂË­ÈóÚ : îîÂÉóÂāÜäĀÂäâĀæñĂì­ÛùÅÅæîøćÚÿÃ­óĂË­ÈóÚ 

¶ ÜõÕĀæñÖòĈÈÖ­ÚāÜäĀÂäâ : ÜõÕìÚ­óÂóäĂË­ÈóÚāÜäĀÂäâäñÛÛëóäÛääÔÚöĈØòĈÈìâÕ 
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2 ÿâÚú âùââîÈ ÿâÚúĂÚÂæù¬âÃîÈ ́âùââîÈµ  ÜäñÂîÛăÜÕ­èãàòÈÂ°ËòćÚÂóäØČóÈóÚÖ¬óÈą ÕòÈÖ¬îăÜÚöĈ 
 

 
 

2.1 ĀëÕÈ/Ì¬îÚĀ×Û Folders :  Ì¬îÚĀëÕÈäóãÂóä Folders ĂÚÂäîÛØóÈÌ­óãâøî 
2.2 ÃÚóÕîòÂêä : ÜäòÛÃÚóÕÖòèîòÂêäĂÚìÚ­óÂóäĀëÕÈÝæØòćèăÜ āÕãÃÚóÕÖòèîã¬óÈîòÂêäÉñÿØ¬óÂòÛ A 
ÕòÈáóß 

2.3 Āâ¬ĀÛÛÿîÂëóäĀæñÿîÂëóäëČóÅòÎ : ÿäöãÂÕúÖ­ÚĀÛÛÿîÂëóä ĀæñÿîÂëóäëČóÅòÎØöćÿÂĆÛîãú¬ĂÚ
äñÛÛ (×­óâö) 

3 ÿâÚú ÿÅäøćîÈâøî ÜäñÂîÛăÜÕ­èãàòÈÂ°ËòćÚÂóäØČóÈóÚÖ¬óÈą ÕòÈÖ¬îăÜÚöĈ 
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3.1 ÜõÕìÚ­óÖ¬óÈØòĈÈìâÕ : ÜõÕìÚ­óÂóäØČóÈóÚÃîÈäñÛÛØòĈÈìâÕ 
3.2  ëâùÕäóãËøćî : ĀëÕÈäóãËøćîÝú­ĂË­ÈóÚìäøîìÚ¬èãÈóÚØöćĂË­āÜäĀÂäâĂÚäñÛÛØòĈÈìâÕ  ÿßøćîĂË­

Å­ÚìóäóãËøćîĀæñÉòÕÂæù¬âäóãËøćîÝú­ĂË­ÈóÚìäøîìÚ¬èãÈóÚ 

 

3.3 ÿæÃäòÛĀæñë¬ÈÿîÂëóä : ëČóìäòÛÂóäëä­óÈĀæñĀÂ­ăÃ ÿæÃäòÛĀæñÿæÃë¬ÈÿîÂëóä 
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3.4 âîÛĀæñ×îÚîČóÚóÉ : âîÛîČóÚóÉĂì­ÛùÅÅæîøćÚÿÃ­óâóÂäñØČóÂóäÖ¬óÈą ĀØÚÖÚÿîÈĀæñ×îÚ
îČóÚóÉØöćâîÛĂì­ÛùÅÅæîøćÚăÕ­ ĂÚë¬èÚÃîÈìÚ¬èãÈóÚÂĆÕČóÿÚõÚÂóäÕ­èãèõÙöÿÕöãèÂòÚÚöĈ 

 

ăÜØöć âîÛîČóÚóÉìäøîÛØÛóØÃîÈ(Ýú­âîÛîČóÚóÉ) āÕãÿæøîÂÛùÅÅæìäøîìÚ¬èãÈóÚĂÕÿÜĆÚÝú­âîÛ

îČóÚóÉ ĀæñÉñâîÛîČóÚóÉĂì­ĀÂ¬ÛùÅÅæĂÕ āÕãÂÕØöćÜù¬â  ÉñÜäóÂÏìÚ­óÖ¬óÈâîÛ
îČóÚóÉÃ÷ĈÚâóÕòÈÖòèîã¬óÈ 
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ÂÕ  ÉñÜäóÂÏìÚ­óÖ¬óÈ ëâùÕäóãËøćîÃ÷ĈÚâó 

 

Ăì­ØČóÂóäÿæøîÂäóãËøćîØöćÖ­îÈÂóäâîÛîČóÚóÉĂì­Āæ­èÂÕØöćÜù¬â  ÉñÂæòÛëú¬ìÚ­óÉîÿÕõâ 
ÕòÈáóß 
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ØČóÂóäÿæøîÂîČóÚóÉìäøîÛØÛóØÉóÂäóãÂóäÃ­óÈæ¬óÈ è¬óÖ­îÈÂóäĂì­äóãËøćîÛùÅÅæìäøîìÚ¬èãÈóÚ
ăÕ­äòÛëõØÙõċĂÕ 

3.5 ë¬ÈÿîÂëóäîòÖāÚâòÖõ : ÅèÛÅùâÂóäë¬ÈÿîÂëóäîòÖāÚâòÖõ āÕãëóâóä×ÂČóìÚÕÂóäë¬ÈăÜãòÈ
ÛùÅÅæìäøîìÚ¬èãÈóÚăÕ­ 
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ÕòÈáóß Ýú­ĂË­ëóâóä×ë¬ÈÿîÂëóäîòÖāÚâòÖõ ÿâøćîâöÿîÂëóäÿÃ­óìäøîîîÂÉóÂäñÛÛ āÕãÿæøîÂè¬óÉñë¬È
ÉóÂÂæ¬îÈÿîÂëóäĂÕ ØòĈÈÂæ¬îÈÃîÈÛùÅÅæìäøîìÚ¬èãÈóÚ ĀÖ¬āÕãë¬èÚâóÂÉñĂË­ĂÚë¬èÚÃîÈìÚ¬èãÈóÚÿÜĆÚ

ìæòÂ  āÕãÉñë¬ÈÿîÂëóäîòÖāÚâòÖõăÜãòÈ ÛùÅÅæìäøîìÚ¬èãÈóÚĂÕĂì­ÂÕØöćÜù¬â  ÉñÜäóÂÏ
ìÚ­óÖ¬óÈë¬ÈÿîÂëóäîòÖāÚâòÖõ Ăì­ØČóÂóäÿæøîÂÿÈøćîÚăÃĂÚÂóäë¬ÈÿîÂëóäÕòÈÖòèîã¬óÈáóß 

 
 

 
ë¬ÈÿîÂëóäîòÖāÚâòÖõÖ¬îÿâøćî     

- âöÿîÂëóäÿÃ­óâóãòÈÛùÅÅæìäøîìÚ¬èãÈóÚ 
- âöë¬ÈÿîÂëóäîîÂÛùÅÅæìäøîìÚ¬èãÈóÚ 
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ÿÈøćîÚăÃ 
- ăâ¬ÂČóìÚÕ / ë¬ÈîîÂîòÖāÚâòÖõāÕãăâ¬ÅČóÚ÷È×÷ÈÝú­äòÛĀæñÝú­ë¬È 
- ÿâøćîÝú­ë¬ÈÖäÈÂòÛØöćäñÛù   (ÂóääñÛùäóãËøćîÛùÅÅæìäøîìÚ¬èãÈóÚëóâóä×ØČóăÕ­āÕã

ÂÕØöćÜù¬â  ÉñÜäóÂÏìÚ­óëâùÕäóãËøćîÃ÷ĈÚâóĂì­Ýú­ĂË­ØČóÂóäÿæøîÂäóãËøćîìäøî
ìÚ¬èãÈóÚØöćÖ­îÈÂóä) 

ë¬ÈăÜØöć 

- ÂóääñÛùäóãËøćîÛùÅÅæìäøîìÚ¬èãÈóÚëóâóä×ØČóăÕ­āÕãÂÕØöćÜù¬â  ÉñÜäóÂÏ
ìÚ­óëâùÕäóãËøćîÃ÷ĈÚâóĂì­Ýú­ĂË­ØČóÂóäÿæøîÂäóãËøćîìäøîìÚ¬èãÈóÚØöćÖ­îÈÂóä 

æÈÚóâëòćÈÂóä 
- Ăì­ØČóÂóäÂÕØöć    ÉñâöÿÜ­óìâóãĂÚÂóäæÈÚóâëòćÈÂóäĂì­ÿæøîÂ ÕòÈáóß
Öòèîã¬óÈ 

 
 

ĀæñÂÕØöćÜù¬â  äñÛÛÉñØČóÂóäÛòÚØ÷ÂäóãËøćîÕòÈÂæ¬óèĀæñÂæòÛëú¬ìÚ­óÉîâîÛĀæñ
×îÚîČóÚóÉ  āÕãâöäóãËøćîìÚ¬èãÈóÚìäøîÛùÅÅæÜäóÂÏØöćËøćîÿÈøćîÚăÃÂóäë¬ÈÿîÂëóä ÕòÈáóßÖòèîã¬óÈ 
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ìóÂÖ­îÈÂóäÿßõćâäóãËøćîÛùÅÅæìäøîìÚ¬èãÈóÚÿÜĆÚËùÕĂì­Ýú­ĂË­ÂÕØöćÜù¬â  äñÛÛÉñ
ÜäóÂÏìÚ­óÖ¬óÈ ëâùÕäóãËøćîÃ÷ĈÚâó ÕòÈáóß 

 
 
Ýú­ĂË­ëóâóä×ØČóÂóäÿæøîÂÿßõćâäóãËøćîÛùÅÅæìäøîìÚ¬èãÈóÚăÕ­ÅäòĈÈæñìæóãäóãËøćî āÕãÂÕÜù¬â Shift 

ØöćĀÜ­Úßõâß°ÛÚÿÅäøćîÈÅîâßõèÿÖîä° Āæ­èÿæøîÂäóãËøćîØöćÖ­îÈÂóäØòĈÈìâÕ ĀæñÂÕØöćÜù¬â  äñÛÛÉñ
ØČóÂóäÿßõćâäóãËøćîØöćÿæøîÂØòĈÈìâÕĀæñÂæòÛÿÃ­óëú¬ìÚ­óÉî ë¬ÈÿîÂëóäîòÖāÚâòÖõ ÕòÈáóßÕ­óÚæ¬óÈ 
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ĀæñìóÂÖ­îÈÂóäæÛäóãËøćîĂÕĂì­ØČóÂóäÂÕăÜØöćäóãËøćîÚòĈÚ ĀæñÂÕÜù¬â   äñÛÛÉñÃ÷ĈÚ
ìÚ­óÖ¬óÈãøÚãòÚ  ÕòÈáóß 

 
Ăì­ØČóÂóäÂÕØöć Üù¬â  äóãËøćîÚòĈÚÉñìóãăÜ ÉóÂÚòĈÚÿâøćîØČóÂóäÂČóìÚÕÅ¬óÖ¬óÈ ą 

ÿäöãÛä­îãĀæ­èĂì­ ÂÕØöć  ÿßõćâØČóÂóäÜõÕìÚ­óÖ¬óÈÂóäÖòĈÈÅ¬óÂóäë¬ÈÿîÂëóäîòÖāÚâòÖõ 

3.6 Ãî/ÉîÈÿæÃÿîÂëóä : ÂóäÃîÉîÈÿæÃØöćìÚòÈëøîÿßøćîĂË­ëČóìäòÛÂóäîîÂÿæÃäòÛìäøîÿæÃë¬È
ÿîÂëóäÜäñÿáØÖ¬óÈą 
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3.7 Administrative Tools : ëČóìäòÛÝú­ÕúĀæäñÛÛ ÿâøćîÂÕĀæ­èäñÛÛÉñĂì­ÂäîÂäìòëÝ¬óÚÕòÈáóß 

 
 

3.8 ÖòèÿæøîÂ : Ë¬èãĂÚÂóäÜäòÛĀÖ¬ÈìÚ­óÉîĀæñÂóäĂË­ÈóÚĂì­ÿìâóñëâÖóâÅèóâÖ­îÈÂóä ØòĈÈ
äúÜĀÛÛÂóäĀëÕÈÝæÃîÈāÜäĀÂäâ ÂóäĀÉ­ÈÿÖøîÚÿâøćîâöÿîÂëóäÿÃ­ó îùÜÂäÔ° Scanner äèâ×÷ÈÂóäÜäòÛÅ¬ó
ÂóäĂË­ÈóÚ  āÕãëóâóä×îÚùÎóÖĂì­ìÚ¬èãÈóÚîøćÚëóâóä×ØČóÂóäÅ­ÚìóÿîÂëóäØùÂÅäòĈÈØöćëä­óÈìäøîäòÛ
ÿîÂëóäîòÖāÚâòÖõ 
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¶ ÿÅäøîÃ¬óã : ÉñĀëÕÈÿÅäøćîÈĀâ¬Ã¬óã ØöćØČóÂóäÉòÕÿÂĆÛÿîÂëóä 

 

¶ ÂóäĀëÕÈÝæ : ÉñĀëÕÈäóãÂóäÿîÂëóäÿÃ­óĂìâ¬ĂÚìÚ­óĀäÂÃîÈāÜäĀÂäâ āÕãëóâóä×ÖòĈÈ
äóãÂóäĀëÕÈÿîÂëóäăÕ­ëúÈëùÕ×÷È 250 äóãÂóä 
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¶ ĀÉ­ÈÿÖøîÚ :  ëóâóä×ÂČóìÚÕäñãñÿèæóÂóäĀÉ­ÈÿÖøîÚÿîÂëóäÿÃ­óĂìâ¬ăÕ­ ÖòĈÈĀÖ¬ ăâ¬ĀÉ­ÈÿÖøîÚ 
ÉÚ×÷È 1 ËòćèāâÈ 

 
 

¶ ëĀÂÚÿÚîä° : ÖòĈÈÅ¬óÿÅäøćîÈëĀÂÚÿîÂëóäè¬óÖòèÿÅäøćîÈÿÜĆÚÂóäØČóÈóÚĀÛÛ Åøî ĀÛÛÜÂÖõ ìäøî 
îòÖāÚâòÖõ 
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¶ ÅèóâÜæîÕáòã : ëóâóä×ÂČóìÚÕäñãñÿèæóÂóäæĆîÅìÚ­óÉîÿâøćîăâ¬âöÂóäĂË­ÈóÚăÕ­  ÖòĈÈĀÖ¬ ăâ¬
Ö­îÈæĆîÅìÚ­óÉî ÉÚ×÷È 1 ËòćèāâÈ 

 

¶ æóãÿÌĆÚ : ëóâóä×ĀÚÛäúÜæóãÿÌĆÚØöćÉñÜäóÂÏØ­óãÃ­îÅèóâĀÚÛØ­óãăÕ­ 
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¶ ÃòĈÚëúÈ : ëóâóä×îÚùÎóÖĂì­ìÚ¬èãÈóÚîøćÚØČóÂóäÅ­ÚìóÿîÂëóäØöćëä­óÈ/äòÛÿîÂëóäîòÖāÚâòÖõăÕ­ 
 

 

4 ÿâÚú äóãÈóÚ ëČóìäòÛÂóäßõâß°ÿîÂëóäĂì­îîÂâóÿÜĆÚäúÜĀÛÛäóãÈóÚ ÿâøćîÂÕÿæøîÂÉñÜäóÂÏìòèÃ­î 
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4.1 äóãÈóÚâóÖäÑóÚÜäñÉČóäñÛÛ āÕãâöë¬èÚã¬îãÿßøćîëČóìäòÛÿæøîÂßõâß°ÿîÂëóäÕòÈÖ¬îăÜÚöĈ 

4.1.1 äóãÈóÚÿîÂëóäÂóäë¬ÈîîÂ ÂäîÈìÚ¬èãÈóÚ [SYS.STD.01.1] 

4.1.2  äóãÈóÚÿîÂëóäÂóäë¬ÈîîÂ ÂäîÈìÚ¬èãÈóÚ [SYS.STD.01.2] 

4.1.3 äóãÈóÚÿîÂëóäÂóäë¬ÈîîÂ ÂäîÈìâóãÿæÃë¬È [SYS.STD.02.1] 

4.1.4  äóãÈóÚÿîÂëóäÂóäë¬ÈîîÂ ÂäîÈìâóãÿæÃë¬È [SYS.STD.02.2] 

4.1.5 äóãÈóÚÿîÂëóääòÛÿÃ­ó ÂäîÈìÚ¬èãÈóÚ [SYS.STD.03.1] 

4.1.6  äóãÈóÚÿîÂëóääòÛÿÃ­ó ÂäîÈìÚ¬èãÈóÚ [SYS.STD.03.2] 

4.1.7 äóãÈóÚÿîÂëóääòÛÿÃ­ó ÂäîÈìÚ¬èãìâóãÿæÃäòÛ [SYS.STD.04.1] 

4.1.8  äóãÈóÚÿîÂëóääòÛÿÃ­ó ÂäîÈìÚ¬èãìâóãÿæÃäòÛ [SYS.STD.04.2] 

4.1.9 äóãÈóÚäòÛÿîÂëóäĀãÂëäùÜÖóâìÚ¬èãÈóÚÖ­ÚØóÈ [SYS.STD.05.1] 

4.1.10  äóãÈóÚäòÛÿîÂëóäĀãÂëäùÜÖóâìÚ¬èãÈóÚÖ­ÚØóÈ [SYS.STD.05.2] 

4.1.11 äóãÈóÚäòÛÿîÂëóäĀãÂëäùÜÖóâìÚ¬èãÈóÚÖ­ÚØóÈ ĀæñÂäîÈìâóãÿæÃäòÛ
[SYS.STD.06.1] 

4.1.12  äóãÈóÚäòÛÿîÂëóäĀãÂëäùÜÖóâìÚ¬èãÈóÚÖ­ÚØóÈ ĀæñÂäîÈìâóãÿæÃäòÛ
[SYS.STD.06.2] 

4.1.13 äóãÈóÚÿîÂëóäØöćÕČóÿÚõÚÂóäĀæ­èÿëäĆÉ / äñìè¬óÈÕČóÿÚõÚÂóä [SYS.STD.07.1] 

4.1.14  äóãÈóÚÿîÂëóäØöćÕČóÿÚõÚÂóäĀæ­èÿëäĆÉ / äñìè¬óÈÕČóÿÚõÚÂóä [SYS.STD.07.2] 
4.2 äóãÈóÚlëäùÜâóÖäÑóÚÜäñÉČóäñÛÛ āÕãâöë¬èÚã¬îãÿßøćîëČóìäòÛÿæøîÂßõâß°ÿîÂëóäÕòÈÖ¬îăÜÚöĈ 

4.2.1 äóãÈóÚäòÛÿîÂëóäĀãÂëäùÜÖóâìÚ¬èãÈóÚÖ­ÚØóÈ [SYS.SUM.01.1] 

4.2.2  äóãÈóÚäòÛÿîÂëóäĀãÂëäùÜÖóâìÚ¬èãÈóÚÖ­ÚØóÈ[SYS.SUM.01.2] 

4.2.3 äóãÈóÚäòÛÿîÂëóäĀãÂëäùÜÖóâìÚ¬èãÈóÚÖ­ÚØóÈ ĀæñÂäîÈìâóãÿæÃäòÛ 
[SYS.SUM.02.1] 

4.2.4  äóãÈóÚäòÛÿîÂëóäĀãÂëäùÜÖóâìÚ¬èãÈóÚÖ­ÚØóÈ ĀæñÂäîÈìâóãÿæÃäòÛ 
[SYS.SUM.02.2] 

4.2.5 äóãÈóÚäòÛÿîÂëóäĀãÂëäùÜÖóâÂæù¬âìÚ¬èãÈóÚÖ­ÚØóÈ [SYS.SUM.03.1] 

4.2.6  äóãÈóÚäòÛÿîÂëóäĀãÂëäùÜÖóâÂæù¬âìÚ¬èãÈóÚÖ­ÚØóÈ [SYS.SUM.03.2] 

4.2.7 äóãÈóÚë×õÖõÂóäÖîÛäòÛìÚòÈëøîë¬ÈîîÂ [SYS.SUM.04.1] 

4.2.8  äóãÈóÚë×õÖõÂóäÖîÛäòÛìÚòÈëøîë¬ÈîîÂ [SYS.SUM.04.2] 
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ìâóãÿìÖù   ëóâóä×ÿæøîÂßõâß°äóãÈóÚĀÛÛ ăàæ°ÚóâëÂùæ .PDF  Āæñëóâóä×ÿæøîÂßõâß°

ĀÛÛăàæ°ÚóâëÂùæ .XLS    Ì÷ćÈÉñâöÿÚøĈîìóäóãÈóÚÿìâøîÚÂòÚāÕãĀÖÂÖ¬óÈÂòÚÿÊßóñ
ăàæ°ÚóâëÂùæØöćÖ­îÈÂóäëòćÈßõâß°ÿØ¬óÚòĈÚ (ÕúëòÎæòÂêÔ°áóßÜäñÂîÛ) 

5 Ë¬èãÿìæøî  ĀëÕÈÅú¬âøîÂóäĂË­ÈóÚ ÿßøćîîČóÚèãÅèóâëñÕèÂĂÚÂóäĂË­ÈóÚĀÂ¬Ýú­ĂË­ìäøîìÚ¬èãÈóÚØöćĂË­ĂÚ
Âóäé÷ÂêóÃòĈÚÖîÚìäøîèõÙöÂóäĂË­ÈóÚäñÛÛ 

 

5.1 About :  ÉñĀëÕÈÃ­îâúæÿÂöćãèÂòÛÖòèāÜäĀÂäâØöćĂË­ÈóÚ 
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5.2 View user manual : ÉñĀëÕÈÅú¬âøîÂóäĂË­ÈóÚāÜäĀÂäâ Ì÷ćÈÉñÿÜĆÚăàæ° .pdf āÕãÝú­ĂË­äñÛÛìäøî
ìÚ¬èãÈóÚëóâóä×ëòćÈßõâß°ÿÜĆÚÿîÂëóäăÕ­ 
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ÜäñÿáØÂæ¬îÈÿîÂëóäĀæñÂóäĂË­ÈóÚ 
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Â¬îÚØöćÉñÿäõćâĂË­ÈóÚäñÛÛÚòĈÚ Ýú­ĂË­ÅèäØČóÅèóâäú­ÉòÂÂòÛë¬èÚÜäñÂîÛìÚ­óÉîÂóäØČóÈóÚÖ¬óÈąÃîÈäñÛÛ
ÿëöãÂ¬îÚ  
Üù¬âÅČóëòćÈĂÚÂóäëòćÈÈóÚ  ÜäñÂîÛăÜÕ­èãÜù¬âÉóÂØóÈÌ­óãăÜÃèóÖóâæČóÕòÛÕòÈÖ¬îăÜÚöĈ 

 
 

1. Üù¬âÕúáóßÂ¬îÚßõâß°     āÕãëóâóä×ßõâß°ìÚ­óäóãÈóÚ , äóãÂóäÃ­îâúæĂÚë¬èÚìÚ­óĀëÕÈ
äóãæñÿîöãÕîîÂëú¬ÿÅäøćîÈßõâß°ăÕ­ 

2. Üù¬â Refresh       ëČóìäòÛÂóäÿäöãÂÕúäóãÂóäĂÚÂæ¬îÈÿîÂëóäÉóÂ Server îöÂÅäòĈÈ āÕãĂì­ Server ë¬È
Ã­îâúææ¬óëùÕâóĂì­ 

3. Üù¬âÅ­Úìó     ÿßøćîÂóäÅ­ÚìóÿîÂëóäìäøîäóãÂóäÖ¬óÈą  ìäøîÿÜĆÚÂóäÂČóìÚÕÿÈøćîÚăÃĂÚÂóäĀëÕÈ
äóãÂóäÿîÂëóä ĂË­ÈóÚăÕ­āÕãÂóäÅæõÂØöćäúÜĀè¬ÚÃãóã ìäøîßõâß°ÅČóØöćÖ­îÈÂóäÅ­ÚìóæÈĂÚË¬îÈè¬óÈìæòÈäúÜ
Āè¬ÚÃãóã ÉóÂÚòĈÚÂÕ  Enter  
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äóãÂóäÂæ¬îÈÿîÂëóäÃîÈÝú­ĂË­ĀæñÃîÈìÚ¬èãÈóÚ 

  ÅøîäóãËøćîÛùÅÅæÃîÈÝú­ĂË­Âæ¬îÈÿîÂëóäÚòĈÚ ìóÂÿÜĆÚìÚ¬èãÈóÚìäøîÖČóĀìÚ¬ÈÉñÿÜĆÚ 

ëòÎæòÂêÔ°ÕòÈáóß    áóãĂÚÂæ¬îÈÿîÂëóäĀÖ¬æñÂæ¬îÈÉñÜäñÂîÛăÜÕ­èãë¬èÚÖ¬óÈą ÕòÈÚöĈ 

¶ : äóãÂóäÿîÂëóäÿÃ­ó ÿÂĆÛäóãÂóäÿîÂëóäØöćë¬ÈÿÃ­óâóãòÈÝú­ĂË­ìäøîìÚ¬èãÈóÚ  āÕãĂÚ 
inbox ëóâóä×ëä­óÈ  Folder ã¬îã ą ăÕ­îöÂ 

¶   : Âæ¬îÈäóãÂóäÿîÂëóäØöćÛùÅÅæìäøîìÚ¬èãÈóÚÿÝãĀßä¬ÿîÂëóäëú¬ëóÙóäÔñ 

¶ : äóãÂóäÿîÂëóäîîÂ ÿÂĆÛäóãÂóäÿîÂëóäØöćÝú­ĂË­ìäøîìÚ¬èãÈóÚë¬ÈîîÂ 

¶ : äóãÂóäÿîÂëóäØöćëä­óÈÃ÷ĈÚìäøîÉòÕÿÂĆÛÂ¬îÚÂóäë¬ÈÿîÂëóäîîÂăÜãòÈÝú­îøćÚ ìäøî
ìÚ¬èãÈóÚîøćÚ ÿßøćîÅèóâëñÕèÂÖ¬îÂóäĂË­ÈóÚÃîÈÝú­ĂË­ 

¶ : ÿÜĆÚÂæ¬îÈÿîÂëóäØöćĂË­ëČóìäòÛÿîÂëóäØöć×úÂë¬ÈÿÃ­ó ìäøî ë¬ÈîîÂÉóÂëõØÙõċÝú­
×øîÅäîÈÖČóĀìÚ¬ÈÚòĈÚą  (Ì÷ćÈĀÖ¬æñë×óÛòÚÉñÂČóìÚÕëõØÙ°ÃîÈÝú­×øîÅäîÈÖČóĀìÚ¬ÈÚòĈÚìäøîăâ¬ÂĆăÕ­ 
āÕãÉñÃ÷ĈÚîãú¬ÂòÛÅèóâÿìâóñëâÃîÈĀÖ¬æñìÚ¬èãÈóÚ) 

¶ : ÿÜĆÚÂæ¬îÈÿîÂëóäØöćĂË­ëČóìäòÛÿîÂëóäØöć×úÂë¬ÈÿÃ­ó ìäøî ë¬ÈîîÂÉóÂìÚ¬èãÈóÚ
ÃîÈÝú­ĂË­äñÛÛ 

¶  : äóãÿîÂëóäØöćÝú­ĂË­ìäøîìÚ¬èãÈóÚÿÜõÕË¬îÈØóÈĂì­Ýú­ØöćÖ­îÈÂóäØäóÛëóâóä×
ëøÛÅ­ÚăÕ­ ĀÖ¬Ö­îÈăÕ­äòÛëõØÙõċĂÚÂóäÿÃ­óÕúÿîÂëóäÉóÂìÚ¬èãÈóÚìäøîÛùÅÅæÝú­ëä­óÈÿîÂëóäÚòĈÚ 
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¶  : ÿâøćîÝú­ĂË­ìäøîìÚ¬èãÈóÚăâ¬Ö­îÈÂóäÿîÂëóäËõĈÚĂÕ ëóâóä×ăÜãòÈÂæ¬îÈÿÂĆÛ
ÿîÂëóäØöćăâ¬Ö­îÈÂóäÚòĈÚą Āæ­èÿæøîÂÿîÂëóäØöćÖ­îÈÂóäÉñæÛÕúÉóÂ List ÃîÈÿîÂëóäÂæ¬îÈą ÚòĈÚ 
(ÕòÈáóßÖòèîã¬óÈ ÉñÿÜĆÚ List ÃîÈÂæ¬îÈÿîÂëóä Sentbox) 

 
 

Āæ­èÂÕØöćÜù¬â Delete ÛÚĀÜ­Úßõâß° ÉñâöìÚ­óÖ¬óÈĀëÕÈÃ÷ĈÚâóØöćìÚ­óÉîäñÛÛÿßøćî×óâè¬ó ǺùÔĀÚ¬ĂÉ
ìäøîØöćÉñØČóÂóäã­óãäóãÂóäìæòÂÚöĈăÜãòÈ Recycle Binµ ÕòÈáóßÖòèîã¬óÈ 

 

 
 

Ăì­Ýú­ĂË­ÂÕØöćÜù¬â Yes ÿßøćîãøÚãòÚÂóäã­óãÿîÂëóäăÜãòÈ×òÈÃãñ āÕãØöćÉñÿîÂëóäÿìæ¬óÚòĈÚÉñãòÈîãú¬ĂÚ
äñÛÛ ĀÖ¬Éñîãú¬ĂÚë¬èÚØöćÿÜĆÚ Recycle Bin ìóÂØČóÂóäÌ¬îÚăè­ÂĆÉñâîÈăâ¬ÿìĆÚÿîÂëóäĂÚÂæ¬îÈÚöĈ 

 



E-Document  Windows Application User Manual 

Service by Vision Net Co., Ltd.  Page ƙƙ of 148 

E
-D

o
c
u
m

e
n
t fo

r w
in

d
o

w
s

 

u
s
e

r m
a

n
u

a
l

 

äóãÂóäÿîÂëóäØöćîãú¬ĂÚÂæ¬îÈÖ¬óÈą 
 

 
 

 

¶ ÿâøćîÂÕÿæøîÂØöćÖòèÿîÂëóäĀæ­èØČóÂóäÂÕØöćÜù¬â  ØóÈÕ­óÚÃèóâøîÉñÜäóÂÏ
ìÚ­óÖ¬óÈÃîÈÿîÂëóäØöćÿæøîÂāÕãëòÈÿÃÜ ĀæñìóÂÖ­îÈÂóäÌ¬îÚĂì­ØČóÂóäÂÕØöćÜù¬â 

  îöÂÅäòĈÈ  ìÚ­óÖ¬óÈØöćÜäóÂÏÃ÷ĈÚÂĆÉñìóãăÜ  
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Âæ¬îÈëä­óÈÿîÂëóä (Document box) 
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1 ëä­óÈÿîÂëóä  Document  

1.1 ÿæøîÂè¬óÖ­îÈÂóäëä­óÈÿîÂëóäĂÚÚóâÃîÈĂÅä (ÂäÔöØöćÅùÔăÕ­äòÛâîÛëõØÙõċÉóÂÛùÅÅæìäøîìÚ¬èãÈóÚ
ĂÕą) āÕãÂóäÂÕØöćäóãËøćîĂÚÂäîÛØóÈÌ­óã  ÕòÈÖòèîã¬óÈĂÚáóßÜäñÂîÛ  

    

1.2 ÂÕØöćÜù¬â    ÿæøîÂÜäñÿáØÿÜĆÚ   
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1.3 ßõâß°ìòèÿäøćîÈÿîÂëóäĂÚË¬îÈÃîÈ ì́òèÿäøćîÈµ 
1.4 ÂäîÂÃ­îÅèóâäóãæñÿîöãÕÖ¬óÈąĂÚË¬îÈ Û́ØÅòÕã¬îµ 

1.5 ÂÕØöćÜù¬â  ÿßøćîäñÛùäóãæñÿîöãÕÜæöÂã¬îãÿßõćâÿÖõâ  āÕãÉñâöË¬îÈĂì­ÂäîÂ
äóãæñÿîöãÕÖ¬óÈą (ÕòÈáóßÜäñÂîÛ) 
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¶ èòÚØöćÿÃ­ó (èòÚØöćÝú­ĂË­ìäøîìÚ¬èãÈóÚØČóÂóäëä­óÈÿîÂëóä ìäøîèòÚØöćÿîÂëóäÿÃ­óĂÚ Inbox ĂÚÂäÔö
Ýú­ĂË­ìäøîìÚ¬èãÈóÚÿÜĆÚÝú­äòÛ) 

¶ ÜäñÿáØÿîÂëóä (ëóâóä×ÂÕÿæøîÂäñÛùÜäñÿáØÃîÈÿîÂëóäØöćëä­óÈăÕ­āÕãÂÕÜù¬â   ) 

¶ ÿæÃìÚòÈëøî  (ÿâøćîÂÕØöćÜù¬â  ÉñÜäóÂÏìÚ­óÖ¬óÈ Ã÷ĈÚâóÕòÈÖòèîã¬óÈ
Ö¬îăÜÚöĈ) 
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Éñâö Üù¬â  Āæñ  ØòĈÈÚöĈÝú­ëä­óÈÿîÂëóäÉñÖ­îÈØČóÂóäÃîìäøîØČóÂóäÉîÈ
ÿæÃÂ¬îÚ 

ÂäÔöÂóäÃîÿæÃ ĂÚÂäÔöØöćăÕ­äòÛëõØÙõċÂóäÃîÿæÃìÚòÈëøîÉóÂÿÉ­óÃîÈÿæÃìÚòÈëøîÚòĈÚ Ýú­ĂË­ÈóÚëóâóä×Ãî
ÿæÃìÚòÈëøîÝ¬óÚäñÛÛÿîÈăÕ­āÕã 

ÅæõÂØöćÿâÚú [ÿÅäøćîÈâøî] Āæ­èÿæøîÂäóãÂóä  ÉóÂÚòĈÚĂì­ÿæøîÂäóãÂóäÿæÃ
ìÚòÈëøîØöćÖ­îÈÂóäÃîÿæÃ ëČóìäòÛÿæÃìÚòÈëøîØöćÛùÅÅæìäøîìÚ¬èãÈóÚăÕ­äòÛëõØÙõċĂÚÂóäÃîÿæÃÉóÂÿÉ­óÃîÈÿæÃ
ÚòĈÚ ÉñĀëÕÈë×óÚñÅèóâÿÜĆÚÂóäăÕ­äòÛëõØÙõċāÕãâöäúÜĀÛÛÂóäĀëÕÈÿÜĆÚ  

äúÜĀÛÛ ËøćîÛùÅÅæìäøîìÚ¬èãÈóÚÿÉ­óÃîÈÿæÃ (Ëøćîÿæ¬âÃîÈÿæÃìÚòÈëøî) · Ýú­ăÕ­äòÛëõØÙõċĂË­ÿæÃ 

Öòèîã¬óÈ ìÚ¬èãÈóÚÖòèîã¬óÈ2 (ÿæÃë¬ÈìÚòÈëøîáóãÚîÂ) · ÃîĂì­ÂòÛìÚ¬èãÈóÚ 

 

 

 ÅæõÂØöćÜù¬â  ÉóÂÚòĈÚÂäîÂÃ­îâúæìÚòÈëøîØöćÖ­îÈÂóäÉñÃîÿæÃ āÕã 
2.1. ÿæøîÂäúÜĀÛÛÿæÃìÚòÈëøîØöćÖ­îÈÂóä 
2.2. ÂäîÂËøćîÿäøćîÈÃîÈìÚòÈëøî 
2.3. ÂäîÂèòÚØöćìÚòÈëøî 
2.4. ÂäîÂĂÚë¬èÚÃîÈ ÿäöãÚ 
2.5. ÂäîÂĂÚë¬èÚÃîÈ ÉóÂ 
2.6. ÂäîÂĂÚë¬èÚÃîÈ ìâóãÿìÖù 
2.7. ĂÚë¬èÚÛùÅÅæìäøîìÚ¬èãÈóÚÝú­ĂË­ÿæÃÉñ×úÂÂČóìÚÕāÕãëõØÙõċØöćÿÉ­óÃîÈÿæÃÂČóìÚÕâóăâ¬ëóâóä×ÿæøîÂăÕ­ 
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2.8. ÅæõÂØöćÜù¬â  ÿßøćîÛòÚØ÷ÂÂóäÃîÿæÃìÚòÈëøî 
2.9. äóãÂóäÿæÃìÚòÈëøîØöćÃîăÕ­ÉñĀëÕÈĂÚìÚ­óĀäÂÕòÈäúÜ 
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āÕãë¬èÚÚöĈÉñâöăè­ëČóìäòÛÝú­ĂË­ØöćâöëõØÙõċÿÜĆÚÝú­×øîëâùÕÅùâÿæÃ āÕãäñÛÛÉñĀëÕÈĂì­ÿìĆÚè¬óăÕ­âöÂóäÉîÈ
ÿæÃĂÕăè­ĀÖ¬ãòÈăâ¬ăÕ­ÚČóÿæÃØöćÃîÈìÚòÈëøîÚòĈÚăÜĂË­ āÕãëòÈÿÂÖÉóÂëòÎæòÂêÔ° ÕòÈÂæ¬óè  ĀæñìóÂÿæÃ
ìÚòÈëøîØöćăÕ­ØČóÂóäÉîÈ Āæñ âöÂóäÚČóÿæÃÚòĈÚăÜĂË­ÉñëòÈÿÂÖÉóÂëòÎæòÂêÔ° ÕòÈáóßāÕãÉñâö
ÿÅäøćîÈìâóã×úÂ      ĂÚË¬îÈ            ÕòÈáóßÖòèîã¬óÈ 
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¶ äñÕòÛËòĈÚÅèóâÿäĆè  (ëóâóä×ÂÕ   ÿßøćîØČóÂóäÿæøîÂäñÕòÛËòĈÚÅèóâÿäĆèăÕ­) 

¶ äñÕòÛËòĈÚÅèóâæòÛ  (ëóâóä×ÂÕ   ÿßøćîØČóÂóäÿæøîÂäñÕòÛËòĈÚÅèóâæòÛăÕ­) 

¶ èòÚØöćÿîÂëóä  (ÅøîèòÚØöćØöćäñÛùĂÚÖòèÿîÂëóä) 

¶ ÿäöãÚ  ( ĂÚë¬èÚÃîÈË¬îÈÚöĈëóâóä×ÂäîÂÖòèîòÂêäìäøîÂÕØöćÜù¬â  ÂĆăÕ­ÉñÜäóÂÏëâùÕäóãËøćî 
/ Address Book ĀæñÿâøćîÖ­îÈÂóäÉñæÛäóãËøćîØöćăÕ­ÿæøîÂăÜĀæ­èÿßøćîØČóÂóäĀÂ­ăÃ Ăì­ÂÕØöćÜù¬â  

  ÉñæÛäóãËøćîÚòĈÚîîÂ Āæ­èÉ÷ÈØČóÂóäÿæøîÂäóãËøćîĂìâ¬ÿÃ­óăÜ ) 
o îÙõÛóã (ÿäöãÚ)   (ĂÚë¬èÚÃîÈË¬îÈÚöĈÝú­ëä­óÈÿîÂëóäëóâóä×ßõâß°ÖòèîòÂêäÖ¬óÈąăÕ­  āÕãÉñ
ÿÜĆÚÂóäÃãóãÅèóâÿÃ­óĂÉ ĂÚË¬îÈ ÿ́äöãÚµ) 

¶ î­óÈ×÷È (Ã­îÅèóâ)   (ĂÚØöćÚöĈîóÉÂäîÂäóãæñÿîöãÕìäøîăâ¬ÂäîÂÂĆăÕ­) 
o î­óÈ×÷È (äóãÂóä) (ĂÚØöćÚöĈÅøîÂóäĀÚÛëõćÈØöćî­óÈ×÷ÈÿÜĆÚăàæ°Ã­îâúæØöćÖ­îÈÂóäÿÃ­óëú¬äñÛÛ) 

ÂÕØöć  âöëîÈë¬èÚĂì­ÿæøîÂ Åøî     
ìóÂØČóÂóäÿæøîÂØöć ÿËøćîâāãÈìÚòÈëøîÿÕõâØöćâöîãú¬ĂÚäñÛÛÉñÜäóÂÏìÚ­óÖ¬óÈ ÕòÈáóß 



E-Document  Windows Application User Manual 

Service by Vision Net Co., Ltd.  Page ƚƘ of 148 

E
-D

o
c
u
m

e
n
t fo

r w
in

d
o

w
s

 

u
s
e

r m
a

n
u

a
l

 

 
 

Ăì­Ýú­ĂË­ØČóÂóäÅ­ÚìóÿîÂëóäÉóÂÂæ¬îÈÿîÂëä­óÈ (Document box) ìäøî Âæ¬îÈÿîÂëóäÿÃ­ó (Inbox) 

Āæ­èÉ÷ÈÂÕÿæøîÂÿÈøćîÚăÃĂÚÂóäÅ­ÚìóÿîÂëóä ÿË¬Ú×­óÂÕÜù¬â  ÉñÿÜĆÚÂóäÅ­Úìó
ÿîÂëóäîã¬óÈäèÕÿäĆè Öòèîã¬óÈÕòÈáóß 

 

 
 

Ăì­Ýú­ĂË­ÈóÚÂČóìÚÕÿÈøćîÚăÃ Åøî ÅČóÅ­Úìó ĀæñË¬èÈèòÚØöć  ØöćÖ­îÈÂóäĀæñÂÕØöć Üù¬â   ĀÖ¬ìóÂ

Ö­îÈÂóäÅ­ÚìóĀÛÛ Quick Search Åøî ëóâóä×äñÛùĀìæ¬ÈØöćÅ­ÚìóÿîÂëóäăÕ­Ăì­ÂÕÜù¬â  ÉñÜäóÂÏ

ìÚ­óÉîÕòÈáóß āÕãÝú­ĂË­Ö­îÈØČóÂóäÂČóìÚÕĀìæ¬ÈØöćÅ­Úìó ĀæñÉ÷ÈÂÕÜù¬â  
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ìäøîìóÂÖ­îÈÂóäÅ­ÚìóĀÛÛîøćÚÂĆëóâóä×ÂÕÜù¬â  ăÕ­  ÿË¬Ú ×­óÿæøîÂÂóäÅ­ÚìóĀÛÛ 
Advance Search ÉñÜäóÂÏìÚ­óÉîÕòÈáóß Ì÷ćÈÿÜĆÚÂóäÅ­ÚìóÿîÂëóäîã¬óÈæñÿîöãÕ 

 

 

 

āÕãÝú­ĂË­ëóâóä×ÂÕØöćëòÎæòÂêÔ°  ÿßøćîÂČóìÚÕìòèÃ­îĂÚÂóäÅ­Úìó ÕòÈáóßÖòèîã¬óÈ  
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Ì÷ćÈëóâóä×Å­ÚìóăÕ­ÉóÂèòÚØöćÿÃ­óÃîÈÿîÂëóä, ìòèÿäøćîÈ, ÿæÃÿîÂëóä, ÜäñÿáØÿîÂëóä,äñÕòÛËòĈÚ
ÅèóâæòÛ, äñÕòÛËòĈÚÅèóâÿäĆè, ÛØÅòÕã¬î, Full text search, èòÚØöćÿîÂëóä, èòÚØöćäòÛ, èòÚØöćë¬È, èòÚØöćëä­óÈ, ÿäöãÚ, 
îÙõÛóã(ÿäöãÚ) , ÉóÂ îÙõÛóã (ÉóÂ) , Ýú­ë¬ÈÿîÂëóä, ÿæÃäòÛ,ë×óÚñÂóääòÛÿîÂëóä, ÿæÃäòÛ, ë×óÚñÂóääòÛ
ÿîÂëóä, ìâóãÿìÖù, Folder ØöćÅ­Úìó, Āìæ¬ÈØöćÅ­Úìó 

ìäøîìóÂăâ¬Ö­îÈÂóäÂČóìÚÕìòèÃ­îĂÚÂóäÅ­ÚìóĂì­ÂÕëòÎæòÂêÔ°   ÿßøćîÿÜĆÚÂóäÜõÕìòèÃ­îØöćăâ¬
Ö­îÈÂóäĂË­Å­Úìó 
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¶ ëõćÈØöćë¬ÈâóÕ­èã  (ØòĈÈÚöĈÉñâöìäøîăâ¬ÂĆăÕ­) 

¶ ÉóÂ ĂË­èõÙöÂóäÿÕöãèÂòÚÂòÛ ÿ́äöãÚµ Åøî ëóâóä×ÂäîÂÖòèîòÂêä ìäøîÂÕØöćÜù¬â  ÂĆăÕ­ÉñÜäóÂÏ

ëâùÕäóãËøćî  ĀæñìóÂÖ­îÈÂóäæÛÂĆĂì­ÂÕëòÎæòÂêÔ°  
o îÙõÛóã (ÉóÂ)  ĂÚë¬èÚÃîÈË¬îÈÚöĈÝú­ëä­óÈÿîÂëóäëóâóä×ßõâß°ÖòèîòÂêäÖ¬óÈąăÕ­  āÕãÉñ
ÿÜĆÚÂóäÃãóãÅèóâÿÃ­óĂÉ ĂÚË¬îÈ É́óÂµ 

¶ ÉČóÚèÚìÚ­ó  ëóâóä×ÂäîÂÉČóÚèÚìÚ­ó ăÕ­ĂÚÂäÔöØöćÿîÂëóäØöćĀÚÛâöÉČóÚèÚâóÂÂè¬óìÚ÷ćÈ 

¶ ÂäîÛäñãñÿèæóÕČóÿÚõÚÂóä  Ýú­ëä­óÈëóâóä×ÿæøîÂăÕ­ØòĈÈĀÛÛÂČóìÚÕäñãñÿèæóìäøîăâ¬
ÂČóìÚÕĀæñëóâóä×ÂČóìÚÕĂì­Ýú­äòÛÿîÂëóäÜäòÛë×óÚñÃîÈÿîÂëóäÚòĈÚąăÕ­ āÕãØČóÿÅäøćîÈìâóã
×úÂØöćË¬îÈìÚ­óÃ­îÅèóâ îÚùÎóÖĂì­Ýú­äòÛØùÂÅÚ ëóâóä×ÜäòÛë×óÚñÂóäÕČóÿÚõÚÂóäĀæ­èÿëäĆÉ ĂÚ
ë¬èÚÃîÈÂäîÛäñãñÿèæóÕČóÿÚõÚÂóä ÕòÈáóß 

 
Ì÷ćÈÝú­ĂË­ÈóÚÉñëóâóä×ÜäòÛë×óÚñæ¬óëùÕÃîÈÿîÂëóäăÕ­ ØòĈÈĂÚë¬èÚÃîÈÿîÂëóäÃóÿÃ­ó(Inbox), 

ÿîÂëóäÃóîîÂ(Sent box) ĀæñÿîÂëóäëä­óÈ(Document box) āÕãÿÜõÕÿîÂëóäØöćÖ­îÈÂóäÜäòÛë×óÚñ 
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Āæ­èÿæøîÂë×óÚñæ¬óëùÕÃîÈÿîÂëóäĀæ­èÂÕÜù¬â äñÛÛÉñØČóÂóäÜäòÛë×óÚñÿîÂëóäĂì­îòÖāÚâòÖõßä­îâ
ĀëÕÈÃ­îâúæÝú­ÜäòÛĀæñèòÚÿèæóØöćĀÂ­ăÃÅäòĈÈæ¬óëùÕ ÕòÈáóß 

 

¶ îóãùÿîÂëóä  ÿäõćâĂË­ÈóÚÖòĈÈĀÖ¬ āÕãÉñâöĂì­ÿæøîÂØòĈÈèòÚØöćÜòÉÉùÛòÚ ìäøî ëóâóä×ÂČóìÚÕèòÚØöćăÕ­
ÿîÈ 

 

¶ ìâóãÿìÖù  (ëóâóä×ÂäîÂäóãæñÿîöãÕÿßõćâÿÖõâăÕ­ÖóâÖ­îÈÂóä) 
Ì÷ćÈÉñâöË¬îÈ             ÿßøćîĂì­Ăë¬ÿÅäøćîÈìâóã         ìóÂÖ­îÈÂóäÿÝãĀßä¬ / îÚùÎóÖĂì­ìÚ¬èãÈóÚ
îøćÚą ØČóÂóäÅ­ÚìóÿîÂëóäÚöĈăÕ­ 

1.6 Ã­îâúæÿßõćâÿÖõâĀæñÕòËÚöëøÛÅ­Ú  Ýú­ĂË­ëóâóä×ÂäîÂăÕ­ÖóâÖ­îÈÂóä  ÖóâĀÖ¬æñÜäñÿáØÃîÈÿîÂëóä  
āÕãëóâóä×ÂČóìÚÕĂì­ÿîÂëóäĀÖ¬æñÜäñÿáØâöÕòËÚöĀæñÃ­îâúæÿßõćâÿÖõâăÕ­ āÕãÖ­îÈÖõÕÖ¬î Admin 
ÃîÈäñÛÛĀæñÿâøćîØČóÂóäÿæøćîÚÿâóØ°æÈâóÕ­óÚæ¬óÈëùÕĂÚë¬èÚÃîÈÂóäÂäîÂäóãæñÿîöãÕØöćÿÜĆÚ
ÿÚøĈîìóÉñÿÜĆÚë¬èÚÃîÈëõØÙõċĂÚÂóäĀÚÛÿîÂëóäÿßõćâÿÖõâ 
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1.7 ëõØÙõċĂÚÂóäĀÚÛÿîÂëóäÿßõćâÿÖõâ Ýú­ĂË­Ö­îÈÂČóìÚÕëõØÙõċĂÚÂóäĀÚÛÿîÂëóäëóÙóäÔñÃîÈÝú­äòÛ
ÿîÂëóä  āÕãîÚùÎóÖĂì­Ýú­äòÛØùÂÅÚ ĀÚÛÿîÂëóäÿßõćâÿÖõâăÕ­ ìäøî ÉñîÚùÎóÖÛóÈÛùÅÅæìäøî

ìÚ¬èãÈóÚØöćÉñëóâóä×ĀÚÛÿîÂëóäÿßõćâăÕ­  āÕãÂÕ   ÉñÿÃ­óëú¬ìÚ­ó ë́âùÕäóãËøćîµ ÿßøćî
ØČóÂóäÿæøîÂäóãËøćîØöćÖ­îÈÂóä Öòèîã¬óÈÉñÜäóÂÏìÚ­óÖ¬óÈÕòÈáóßÕ­óÚæ¬óÈ 

 
 

ĀæñÿâøćîÿæøîÂäóãËøćîìäøîìÚ¬èãÈóÚÿäöãÛä­îãĀæ­èĂì­ÂÕØöć Üù¬â    ÿßøćîÜõÕìÚ­óÉîëâùÕ
äóãËøćî 
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äóãËøćîìäøîìÚ¬èãÈóÚØöćÿæøîÂÂĆÉñÜäóÂÏîãú¬ĂÚË¬îÈ ÕòÈáóßÖòèîã¬óÈ 
 

 
 

ÉóÂÚòĈÚĂì­ØČóÂóä ÂÕØöć Üù¬â   ØöćâùâÃèóâøîÿßøćîÜõÕìÚ­óÉîÚöĈ äñÛÛÉñØČóÂóäÛòÚØ÷ÂÃ­îâúæØöć
ÂäîÂăÜĀæ­èÃ­óÈÖ­ÚāÕãîòÖāÚâòÖõ ĀæñÉñÂæòÛÿÃ­óëú¬ìÚ­óÂóäëä­óÈÿîÂëóä 
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1.8 ëóâóä×ØČóÂóäĀÚÛÿîÂëóäÿßõćâÿÖõâăÕ­āÕãÂÕØöćÜù¬â   Āæ­èÿæøîÂÜäñÿáØÂóä
ĀÚÛÿîÂëóäÖóâÅèóâÖ­îÈÂóä Öòèîã¬óÈÕòÈáóß 

 
 

1.9 ÿâøćîÂäîÂäóãæñÿîöãÕÖ¬óÈąĂÚÿîÂëóäÅäÛ×­èÚĀæ­è Ăì­ÂÕØöćÜù¬â  äñÛÛÉñØČóÂóä 

ëä­óÈÿîÂëóä Āæ­èÿÂĆÛÿîÂëóäØöć×úÂëä­óÈÚòĈÚăè­ĂÚÂæ¬îÈ  ÿÜĆÚîòÚÉÛÃòĈÚÖîÚÂóä
ëä­óÈÿîÂëóä 

 

 
2 ëä­óÈÿîÂëóäĀæ­èë¬ÈîîÂ 

2.1 ÿæøîÂè¬óÖ­îÈÂóäëä­óÈÿîÂëóäĂÚÚóâÃîÈĂÅä (ÂäÔöØöćÅùÔăÕ­äòÛâîÛëõØÙõċÉóÂÛùÅÅæìäøîìÚ¬èãÈóÚ
ĂÕą) āÕãÂóäÂÕÿæøîÂØöćäóãËøćîĂÚÂäîÛØóÈÌ­óã ÿìâøîÚÂòÛÂóäëä­óÈÿîÂëóä  ĂÚìÚ­ó 35  

ÂäÔöÖòèîã¬óÈÕòÈáóß ÉñÿÜĆÚÂóäëä­óÈÿîÂëóäÉóÂÂæ¬îÈ   ĂÚÚóâÃîÈÛùÅÅæ Ëøćî 
ÚóÈëóèÿãóèÕö ĂÉÕö 

 

2.2 ÂÕØöćÜù¬â   ÿæøîÂÜäñÿáØÂóäëä­óÈÿîÂëóäÿÜĆÚ  
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2.3 ßõâß°ìòèÿäøćîÈÿîÂëóäØöćÖ­îÈÂóäëä­óÈ ĂÚË¬îÈÃîÈ ÿ́äøćîÈµ 
2.4 ÂÕØöć  ÿßøćîäñÛùäóãæñÿîöãÕÜæöÂã¬îãÿßõćâÿÖõâ (ÕòÈâöäóãæñÿîöãÕØöćăÕ­Âæ¬óèăè­ĂÚ
ÃòĈÚÖîÚÂóäëä­óÈÿîÂëóä) 

2.5 ÂäîÂÃ­îâúæäóãæñÿîöãÕÿÚøĈîìóÿîÂëóäîã¬óÈã¬îæÈĂÚË¬îÈ Û́ØÅòÕã¬î/ÿÚøĈîìóÿîÂëóä (Abstract)µ 
2.6 ÂÕØöćÜù¬â  ÿßøćîäñÛùÜæóãØóÈÝú­äòÛÿîÂëóä äñÛùÉùÕâù¬ÈìâóãĂÚÂóäë¬ÈÿîÂëóä äèâØòĈÈ
äñÛùäóãæñÿîöãÕÜæöÂã¬îãîøćÚąĀãÂÖóâäóãÛùÅÅæ äñÛÛÉñØČóÂóäÿÜõÕìÚ­óÖ¬óÈìÚ­óĂìâ¬Ã÷ĈÚâó Ì÷ćÈ
ëóâóä×ØČóÿßõćâÿÖõâäóãËøćîÜæóãØóÈÝú­äòÛăÕ­ĂÚìÚ­óÚöĈ āÕãÉñîÙõÛóãĂÚÃ­î 2.9 

2.7 ÂäîÂäóãæñÿîöãÕæÈĂÚË¬îÈÃ­îÅèóâĀÚÛØ­óã (×­óâö) 
2.8 ĀÚÛÿîÂëóäëóÙóäÔñ  āÕãÂÕØöćÜù¬â  Ýú­ØöćăÕ­äòÛÿîÂëóäÊÛòÛÚöĈØùÂÅÚ Éñëóâóä×
âîÈÿìĆÚăàæ°ÚöĈ ăâ¬è¬óÉñÿÂõÕÂóäë¬ÈÖ¬îăÜîöÂÂöćÅäòĈÈ Ýú­äòÛØùÂÅÚÂĆÉñëóâóä×âîÈÿìĆÚăàæ°ÚöĈăÕ­ 

2.9 ĂÚìÚ­óë¬È×÷ÈÉñÿÜõÕÿÃ­óëú¬ìÚ­óëâùÕäóãËøćîÿßøćîÿßõćâäóãÂóäÜæóãØóÈÝú­äòÛ 
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āÕãÿæøîÂäóãËøćîÛùÅÅæìäøîìÚ¬èãÈóÚØöćÖ­îÈÂóä Āæ­èÂÕĀ×ÛÿâóØ°ăÜØöćËøćîÚòĈÚ ÿßøćîĂì­Ë¬îÈÕ­óÚ

ÃèóâøîĀëÕÈäóãæñÿîöãÕÕòÈáóßÕ­óÚæ¬óÈ Āæ­èÉ÷ÈÂÕ  Ì÷ćÈèõÙöĂË­ÈóÚìÚ­ó ë́âùÕäóãËøćîµ 
îã¬óÈæñÿîöãÕÉñîÙõÛóãĂÚáóãìæòÈ 

 

ĀæñÿâøćîÂÕ  Āæ­èäñÛÛÉñÛòÚØ÷ÂËøćîìäøîìÚ¬èãÈóÚØöćÝú­ĂË­ÿæøîÂĀæñîîÂâóëú¬ìÚ­ó 
Forward & Reply Document Öòèîã¬óÈÕòÈáóßÜäñÂîÛ 

2.10 ÿæøîÂÂČóìÚÕÿÜ­óìâóãĂÚÂóäë¬È ĀãÂÖóâäóãÛùÅÅæìäøîìÚ¬èãÈóÚ 
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2.11 ÿæøîÂÂČóìÚÕèõÙöÂóäë¬È ĀãÂÖóâäóãÛùÅÅæìäøîìÚ¬èãÈóÚ 
2.12 ÿæøîÂÂČóìÚÕäñÕòÛÂóäë¬È ĀãÂÖóâäóãÛùÅÅæìäøîìÚ¬èãÈóÚ 

 

2.13 ÿæøîÂÂČóìÚÕèòÚØöćÖ­îÈÿÜõÕî¬óÚ, èòÚØöćÖ­îÈäòÛ, èòÚØöćÖ­îÈë¬ÈÖ¬î ĀãÂÖóâäóãÛùÅÅæìäøîìÚ¬èãÈóÚ 
2.14 ëóâóä×ÜäòÛĀÖ¬ÈæČóÕòÛäóãËøćîÂ¬îÚìæòÈ (æČóÕòÛÚöĈÉñâöÝæÖ¬îæČóÕòÛĂÚÂóäë¬ÈÿîÂëóäĂÚÂäÔöØöćÿæøîÂ
ÜäñÿáØèõÙöÂóäë¬ÈîîÂÿÜĆÚĀÛÛ Ö́óâÃòĈÚÖîÚµ ìäøîÿæøîÂäúÜĀÛÛÂóäë¬ÈÿîÂëóäÿÜĆÚĀÛÛ 
Ö́óâæČóÕòÛµ) āÕãÿæøîÂäóãËøćîĀæ­èÂÕÜù¬â  ìäøî  

2.15 ÂäÔöØöćÖ­îÈÂóäÿßõćâÝú­äòÛÜæóãØóÈëóâóä×ÿßõćâăÕ­ āÕãÂÕăÜØöćÜù¬â  

2.16 ÂäÔöØöćâöÂóäÿßõćâÜæóãØóÈÝú­äòÛÝõÕßæóÕ ëóâóä×æÛîîÂăÕ­ āÕãÂÕăÜØöćÜù¬â   
2.17 äñÛùè¬óÿîÂëóäÊÛòÛĂÕÿÜĆÚÿîÂëóäÖ­ÚÊÛòÛĀæñĂÅäÿÜĆÚÝú­âóäòÛÿîÂëóäÖ­ÚÊÛòÛ āÕã 

- ÂÕÜù¬â      

- Ăë¬ËøćîÝú­âóäòÛÖ­ÚÊÛòÛĀæ­è ÂÕÜù¬â  ÕòÈáóß  

 

- äñÛÛÉñĀëÕÈĂÚË¬îÈÖ­ÚÊÛòÛÖ¬îØ­óãËøćîÝú­äòÛ 
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- ìóÂÖ­îÈÂóäæÛ Ăì­ÂÕÜù¬â  ÕòÈáóß 

 

2.18 ÂČóìÚÕäúÜĀÛÛÂóäë¬ÈÿîÂëóäîîÂ è¬óÖ­îÈÂóäë¬ÈÿîÂëóäĀÛÛĂÕ 
2.19 ÛòÚØ÷ÂÂóäÿÖøîÚ āÕãÂČóìÚÕÿâøćîÝú­äòÛÕČóÿÚõÚÂóäĂÕą ÂòÛÖòèÿîÂëóäØöćë¬ÈăÜ 
2.20 ÂČóìÚÕ ẤóäîîÂÿæÃë¬Èµ 
2.21 ÿßõćâÿîÂëóäĀÚÛ Ì÷ćÈÿîÂëóäØöćĀÚÛĂÚë¬èÚÚöĈ ăâ¬ăÕ­×úÂĀÚÛÖõÕăÜÂòÛÖ­ÚÊÛòÛÿîÂëóä Ýú­ØöćăÕ­äòÛăàæ°
ĀÚÛÚöĈâöÿßöãÈÝú­ØöćâöäóãËøćîîãú¬ĂÚäóãÂóäÜæóãØóÈÝú­äòÛ ØöćÉñäòÛÿîÂëóäÿØ¬óÚòĈÚ 
ìóÂÿÂõÕÂóäë¬ÈÿîÂëóäÊÛòÛÚöĈîîÂăÜîöÂ Ýú­ØöćäòÛÖ¬îÂĆÉñăâ¬ÿìĆÚăàæ°ĀÚÛÚöĈ ØČóăÕ­āÕãÂóäÂÕÜù¬â  

 ÉóÂÚòĈÚÿæøîÂ ÜäñÿáØÂóäĀÚÛăàæ° Āæ­èØČóÖóâÃòĈÚÖîÚÿæøîÂăàæ°ØöćÖ­îÈÂóä
ĀÚÛ 

2.22 ÿâøćîäñÛùäóãæñÿîöãÕÅäÛ×­èÚÖóâÖ­îÈÂóäĀæ­èÉ÷È ÂÕÜõÕìÚ­óÉîÚöĈ   

2.23 ÿâøćîÖäèÉëîÛÉÚĀÚ¬ĂÉè¬óăÕ­äñÛùäóãæñÿîöãÕÅäÛ×­èÚ ßä­îâë¬ÈĀæ­è É÷ÈÂÕØöćÜù¬â   
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3 äòÛÿîÂëóä 

 

 

3.1 ÿæøîÂè¬óÖ­îÈÂóäëä­óÈÿîÂëóäĂÚÚóâÃîÈĂÅä (ÂäÔöØöćÅùÔăÕ­äòÛâîÛëõØÙõċÉóÂÛùÅÅæìäøîìÚ¬èãÈóÚ
ĂÕą) āÕãÂóäÂÕÿæøîÂØöćäóãËøćîĂÚÂäîÛØóÈÌ­óã  

3.2 ÂÕØöćÜù¬â    ÿæøîÂÜäñÿáØÂóäëä­óÈÿîÂëóäÿÜĆÚ  
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3.3 ÿæøîÂäñÛùÜäñÿáØÂóäîîÂÿæÃäòÛ è¬óÉñîîÂìâóãÿæÃäòÛìäøîăâ¬ āÕã×­óÿæøîÂîîÂìâóãÿæÃäòÛ

ëóâóä×ØČóÂóäÜäòÛÿæÃăÕ­ āÕãØČóÂóäÂÕØöćÜù¬â   
3.4 ÿæøîÂäñÛùÿÜ­óìâóã ÖóâÉäõÈÃîÈÿîÂëóä āÕãÂÕØöćÜù¬â  ÿßøćîÿæøîÂ 
3.5 äñÛùìòèÿäøćîÈÿîÂëóäØöćÖ­îÈÂóääòÛ 
3.6 ÂÕØöćÜù¬â  ÿßøćîäñÛùäóãæñÿîöãÕÜæöÂã¬îãÿßõćâÿÖõâ (ÕòÈâöäóãæñÿîöãÕØöćăÕ­Âæ¬óèăè­ĂÚ
ÃòĈÚÖîÚÂóäëä­óÈÿîÂëóä) 

3.7 ÂäîÂÿÚøĈîÅèóâāÕãëòÈÿÃÜÃîÈÿîÂëóäØöćÖ­îÈÂóä æÈĂÚË¬îÈ Û́ØÅòÕã¬îµ 

3.8 ĀÚÛÿîÂëóäÿßõćâÿÖõâ ăÕ­āÕãÂóäÂÕØöćÜù¬â  

3.9 ÿâøćîÖäèÉëîÛè¬óăÕ­ÂäîÂÃ­îâúæÉÚÅäÛ×­èÚĀæ­è É÷ÈÂÕÜù¬â    äñÛÛÉñØČóÂóä
ÛòÚØ÷ÂÃ­îâúæÂóääòÛÿîÂëóä 
 

4 äòÛÿîÂëóäĀæ­èë¬ÈîîÂ 

 
 

4.1 ÿæøîÂè¬óÖ­îÈÂóäëä­óÈÿîÂëóäĂÚÚóâÃîÈĂÅä (ÂäÔöØöćÅùÔăÕ­äòÛâîÛëõØÙõċÉóÂÛùÅÅæìäøîìÚ¬èãÈóÚ
ĂÕą) āÕãÂóäÂÕÿæøîÂØöćäóãËøćîĂÚÂäîÛØóÈÌ­óã 

4.2 ÂÕØöćÜù¬â   ÿæøîÂÜäñÿáØÂóäëä­óÈÿîÂëóäÿÜĆÚ  
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4.3 ÿæøîÂäñÛùÜäñÿáØÂóäîîÂÿæÃäòÛ è¬óÉñîîÂìâóãÿæÃäòÛìäøîăâ¬ āÕã×­óÿæøîÂîîÂìâóãÿæÃäòÛ

ëóâóä×ØČóÂóäÜäòÛÿæÃăÕ­ āÕãØČóÂóäÂÕØöćÜù¬â   
4.4 ÿæøîÂäñÛùÿÜ­óìâóã ÖóâÉäõÈÃîÈÿîÂëóä  āÕãÂÕØöćÜù¬â  ÿßøćîÿæøîÂ 
4.5 äñÛùìòèÿäøćîÈÿîÂëóäØöÖ­îÈÂóääòÛ 
4.6 ÂÕØöćÜù¬â  ÿßøćîäñÛùäóãæñÿîöãÕÜæöÂã¬îãÿßõćâÿÖõâ (ÕòÈâöäóãæñÿîöãÕØöćăÕ­Âæ¬óèăè­ĂÚ
ÃòĈÚÖîÚÂóäëä­óÈÿîÂëóä) 

4.7 ÂäîÂÿÚøĈîÅèóâāÕãëòÈÿÃÜÃîÈÿîÂëóäØöćÖ­îÈÂóä æÈĂÚË¬îÈ Û́ØÅòÕã¬îµ 
4.8 ÂÕØöćÜù¬â  ÿßøćîäñÛùÜæóãØóÈÝú­äòÛÿîÂëóä äñÛùÉùÕâù¬ÈìâóãĂÚÂóäë¬ÈÿîÂëóä äèâØòĈÈ
äñÛùäóãæñÿîöãÕÜæöÂã¬îãîøćÚąĀãÂÖóâäóãÛùÅÅæ äñÛÛÉñØČóÂóäÿÜõÕìÚ­óÖ¬óÈĂìâ¬Ã÷ĈÚâó Ì÷ćÈ
ëóâóä×ØČóÂóäÿßõćâÿÖõâäóãËøćîÜæóãØóÈÝú­äòÛăÕ­ĂÚìÚ­óÚöĈ  èõÙöÂóäĂË­ÈóÚÕòÈØöćăÕ­Âæ¬óèăè­ĂÚÃ­î 
ëä­óÈÿîÂëóäĀæ­èë¬ÈîîÂ 

4.9 ÂäîÂäóãæñÿîöãÕæÈĂÚË¬îÈÃ­îÅèóâĀÚÛØ­óã (×­óâö) 
4.10 ĀÚÛÿîÂëóäëóÙóäÔñ  Ýú­ØöćăÕ­äòÛÿîÂëóäÊÛòÛÚöĈØùÂÅÚ Éñëóâóä×âîÈÿìĆÚăàæ°ÚöĈ ăâ¬è¬óÉñÿÂõÕÂóä

ë¬ÈÖ¬îăÜîöÂÂöćÅäòĈÈ Ýú­äòÛØùÂÅÚÂĆÉñëóâóä×âîÈÿìĆÚăàæ°ÚöĈăÕ­ āÕãÂóäÂÕÜù¬â  

4.11 ÿâøćîÖäèÉëîÛè¬óÂäîÂÃ­îâúæÉÚÅäÛ×­èÚĀæ­è É÷ÈÂÕÜù¬â    äñÛÛÉñØČóÂóäÛòÚØ÷Â
Âóäëä­óÈÿîÂëóääòÛĀæ­èë¬ÈîîÂÂĆÉñÿëäĆÉëâÛúäÔ° 
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Âæ¬îÈÿîÂëóäîîÂ (Sentbox) 
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1 Âæ¬îÈÿîÂëóäîîÂ 

 
 
 

 
 

1.1 ëóâóä×ÿËĆÅäóãÂóäë¬ÈÿîÂëóä ë×óÚñÃîÈÿîÂëóä ĀãÂÖóâäóãÛùÅÅæ ăÕ­ÉóÂ Sent box āÕãÂóä  

ÂÕØöć  
1.2 ÖäèÉÕúë×óÚñÃîÈÿîÂëóä ÉóÂëòÎæòÂêÔ°ìÚ­óäóãÂóäØöćĀëÕÈÃ÷ĈÚâó 

 
1.3 ÕòÛÿÛõĈæÅæõÂØöćäóãÂóäÿîÂëóäØöćëÚĂÉ ìäøî ÿäøćîÈ ÿßøćîÿÃ­óëú¬ìÚ­óÿÚøĈîìóÿîÂëóäØöćăÕ­ë¬ÈîîÂ 

 

2 ÂóäãÂÿæõÂÂóäë¬ÈÿîÂëóä ëóâóä×ØČóăÕ­ØöćÂæ¬îÈÿîÂëóäîîÂ    ĂÚÂäÔöØöćÅùÔÿÜĆÚÝú­ë¬È
ÿîÂëóäîîÂ ĀæñÝú­äòÛÚòĈÚãòÈăâ¬ăÕ­ØČóÂóäÿÜõÕÕúÿîÂëóäÿØ¬óÚòĈÚÉ÷ÈØČóÂóäãÂÿæõÂăÕ­ (āÕããÂÿæõÂăÕ­ ĀãÂÖóâ
äóãÛùÅÅæ) 
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2.1 ĂÚìÚ­ó ÿÚøĈîìóÿîÂëóäÃîÈ   ÂÕØöćÜù¬â   
2.2 ÉñÜäóÂÏìÚ­óÉîãøÚãòÚÂóäãÂÿæõÂÿîÂëóä Ăì­ÂäîÂÿìÖùÝæĂÚÂóäãÂÿæõÂæÈĂÚË¬îÈè¬óÈ 

2.3 ÉóÂÚòĈÚÂÕÜù¬â  
 

 
 

2.4 ìóÂÂóäãÂÿæõÂÿîÂëóäÿëäĆÉëâÛúäÔ° äñÛÛÉñĀëÕÈÂäîÛāÖ­ÖîÛ ãøÚãòÚÂóäãÂÿæõÂÿîÂëóä 
ÿëäĆÉëõĈÚ 
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Âæ¬îÈÿîÂëóäÿÃ­ó (Inbox) 
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1. Âæ¬îÈÿîÂëóäÿÃ­ó 

1.1 ÿÃ­óëú¬Âæ¬îÈÿîÂëóäÿÃ­óāÕãÂóä ÅæõÂØöć   

 

1.2 ÿâøćîÖ­îÈÂóäÿÃ­óăÜÕúÿÚøĈîìóÿîÂëóäîã¬óÈÅäÛ×­èÚ Ăì­ÕòÛÿÛõĈæÅæõÂØöćäóãÂóäÿîÂëóä 

 
 
 
 

1.3 ëóâóä×ÂÕÜù¬â  ÿßøćîØČóÂóäÌ¬îÚĀëÕÈìÚ­óÉîäóãæñÿîöãÕ ÿîÂëóäîã¬óÈã¬î 
āÕãĂÚìÚ­óäóãæñÿîöãÕÿîÂëóäÉñÿìĆÚäóãæñÿîöãÕÖ¬óÈą ÕòÈáóßÖòèîã¬óÈ 
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1.4 Ã­îâúæÃîÈÝú­ë¬È āÕãäñÛÛÉñĀëÕÈÿæÃØöćë¬È ë¬ÈÉóÂ èòÚØöćë¬È äñÕòÛÂóäë¬È ĀæñèòÖ×ùÜäñëÈÅ°æÈÚóâ/
ëòćÈÂóäÃîÈÂóäë¬ÈÿîÂëóäÊÛòÛÚòĈÚ 

1.5 Ã­îâúæÿîÂëóä äñÛÛÉñĀëÕÈ ÿæÃÿîÂëóä äñÕòÛËòĈÚÅèóâÿäĆè äñÕòÛËòĈÚÅèóâæòÛ ÜäñÿáØÿîÂëóä 
èòÚØöćØöćäñÛùĂÚÿîÂëóä ÿäöãÚ×÷È î­óÈ×÷È ëõćÈØöćë¬ÈâóÕ­èã ÉČóÚèÚìÚ­ó (×­óâö) ÿÉ­óÃîÈÿîÂëóä (ÛùÅÅæ
ìäøîìÚ¬èãÈóÚ) èòÚØöćëä­óÈÿîÂëóäÊÛòÛÚòĈÚ 

1.6 ÛØÅòÕã¬î ìäøî ÿÚøĈîìóÿîÂëóä 
1.7 ìâóãÿìÖù (×­óâö) 
1.8 Ã­îâúæÿßõćâÿÖõâĀæñÕòËÚöëøÛÅ­Ú 
1.9 ë×óÚñÂóäÕČóÿÚõÚÂóäĀæ­èÿëäĆÉ ÉñĀëÕÈë×óÚñĀæñäóãæñÿîöãÕÃîÈÂóäÕČóÿÚõÚÈóÚ 
1.10 ÜäñèòÖõÂóäĀÂ­ăÃ Éñâö Link Ā×ÛëòÎæòÂêÔ° ÿßøćîĀëÕÈÃ­îâúæ ìóÂÂÕĀæ­èăâ¬âöÂóäĀÂ­ăÃÿîÂëóä
äñÛÛÉñĀÉ­Èè¬ó ắâ¬âöäóãÂóä / No recordµ 

1.11 Ã­îÅèóâĀÚÛØ­óã Éñâö Link Ā×ÛëòÎæòÂêÔ°Ăì­ÂÕÿßøćîĀëÕÈäóãÂóä 
1.12 ÿîÂëóäĀÚÛÉóÂÖ­ÚÿäøćîÈ  Ýú­äòÛëóâóä×ÂÕØöć Link ÿßøćîĀëÕÈÃ­îâúæØöćÖ­ÚÿäøćîÈĀÚÛâóÂòÛÿîÂëóä
ÊÛòÛÚöĈăÕ­ÅùÔëóâóä×ÿäöãÂÕú ăàæ°Ö¬óÈąØöć×úÂĀÚÛâóÂòÛÿîÂëóäāÕãÂÕØöćäóãËøćîăàæ°ØöćĀÚÛâó ÂäÔö
ăàæ°ØöćĀÚÛâóÿÜĆÚáóß ÉñÿÜõÕìÚ­óÖ¬óÈÂóäĀëÕÈáóßÃ÷ĈÚâó Āæñëóâóä×ßõâß°îîÂëú¬ÿÅäøćîÈßõâß°
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ăÕ­ ÂäÔöăàæ°ØöćĀÚÛÿÜĆÚăàæ°ÜäñÿáØÿîÂëóä  ÿË¬Ú  Word, PowerPoint, Excel ðæð āÜäĀÂäâÉñ
ÿÜæöćãÚÉóÂÂóäÿÜõÕìÚ­óÖ¬óÈĀëÕÈáóßÿîÂëóä ÿÜĆÚÂóäĂì­ÅùÔÛòÚØ÷Â (Save) ÿîÂëóäëú¬
ÅîâßõèÿÖîä°ÃîÈÅùÔ ÿßøćîĂì­ÅùÔëóâóä×ÿÜõÕÕúĂÚáóãìæòÈ 

1.13 Ã­îâúæÂóääòÛÿîÂëóä  äñÛÛÉñĀëÕÈèòÚØöćäòÛ ÿæÃäòÛ ĀæñĂÅäÿÜĆÚÝú­äòÛÿîÂëóä 
1.14 ÝæÂóäæÈÚóâ/ëòćÈÂóä ØòĈÈÚöĈÝú­ë¬ÈÉñÿÜĆÚÝú­äñÛùÿÜ­óìâóãÿßøćîĂì­Ýú­äòÛæÈÚóâ ìóÂÝú­ë¬Èăâ¬ăÕ­äñÛù
ÿÜ­óìâóãäñÛÛÉñ ĀÉ­ÈÿÜĆÚ ÿßøćîØäóÛ 

1.15 ìâóãÿìÖù  ìóÂÝú­ë¬ÈâöÂóäìâóãÿìÖù Ã­îÅèóâÉñĀëÕÈØöćë¬èÚÚöĈ 
1.16 ÂóäÜÐõÛòÖõ 
1.17 Ã­îâúæÂóäë¬ÈÿîÂëóä  ìóÂâöÂóäÖòĈÈĀëÕÈ 
1.18 ØóÈÿÕõÚÿîÂëóä  Ýú­äòÛĀæñÝú­ë¬Èëóâóä×ÂÕ Link ÿßøćîĀëÕÈÃ­îâúæØóÈÿÕõÚÿîÂëóäăÕ­ è¬óăÕ­âöÂóäë¬È
ÿîÂëóäÖ¬îăÜãòÈÛùÅÅæìäøîìÚ¬èãÈóÚîøćÚąìäøîăâ¬îã¬óÈăä āÕãäñÛÛÉñĀëÕÈÿÜĆÚÂäóà Āæñ
ëóâóä×ÖäèÉÕúë×óÚñÿîÂëóäĂÚĀÖ¬æñÿë­ÚØóÈăÕ­Õ­èãÂóäÂÕØöćäóãÂóäØóÈÿÕõÚÿîÂëóäØöćÅùÔ
ëÚĂÉ ÉñĀëÕÈìÚ­ó Ŕoute Informationµ Ã÷ĈÚâó 

 

 

 äóãæñÿîöãÕØöćÉñĀëÕÈĂÚìÚ­óÚöĈ ÉñÜäñÂîÛăÜÕ­èã 
¶ Ã­îâúæØòćèăÜ (ÿîÂëóäÉóÂĂÅä ×÷È ĂÅä) 
¶ Date/Time (èòÚØöć ÿèæó ÃîÈØóÈÿÕõÚÿîÂëóä) 
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¶ ìâóãÿæÃ (ìâóãÿæÃë¬È ìâóãÿæÃäòÛÿîÂëóä) 
¶ ÿÜ­óìâóã ( ÿßøćî , æÈÚóâāÕã ) 
¶ Ã­îÅèóâĀÚÛØ­óã 

 
2. ÂóääòÛÿîÂëóä 

2.1 ĂÚìÚ­óĀëÕÈäóãÂóäÿîÂëóäĂÚ Inbox  èõÙöäòÛÿîÂëóâóä×ØČóăÕ­āÕã ÂÕÿæøîÂØöćäóãÂóäÿîÂëóäØöć
Ö­îÈÂóääòÛ ÕòÛÿÛõĈæÅæõĉÂÿÃ­óëú¬ìÚ­óÿÚøĈîìóÿîÂëóä ÕòÈáóß 

 
 

2.2 ÂÕØöćÜù¬â    ÉñÿÜõÕìÚ­óÂóääòÛÿîÂëóäÃ÷ĈÚâó 



E-Document  Windows Application User Manual 

Service by Vision Net Co., Ltd.  Page ƜƝ of 148 

E
-D

o
c
u
m

e
n
t fo

r w
in

d
o

w
s

 

u
s
e

r m
a

n
u

a
l

 

 
 
 

2.3 ÿæøîÂÜäñÿáØĂÚÂóääòÛÿîÂëóä ÉóÂÚòĈÚÂÕØöćÜù¬â  ÿÜĆÚîòÚÿëäĆÉëõĈÚÂóääòÛÿîÂëóä 
 

 

2.4 ÕòÈáóßÉñÿìĆÚè¬óÿâøćîØČóÂóäæÈäòÛ ÖäÈØöćÿÜĆÚÜù¬âÅæõÂØöćÚöćÿßøćîäòÛÿîÂëóä ÉñÿÜæöćãÚÿÜĆÚÿæÃìÚòÈëøî
äòÛØöćÖòèÛùÅÅæìäøîìÚ¬èãÈóÚăÕ­ÕČóÿÚõÚÂóääòÛÿîÂëóä 
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3. ÂóäÖîÛÂæòÛÿîÂëóä 

3.1 ĂÚìÚ­óÿÚøĈîìóÿîÂëóäĂÚìÚ­ó Inbox  ÂÕØöćÜù¬â     ÉñÿÜõÕìÚ­óÖ¬óÈāÖ­ÖîÛëČóìäòÛÂóä
ÖîÛÂæòÛ 

 
 

3.2 ĂÚäóãÂóäËøćîÜæóãØóÈÝú­äòÛÉñÜäóÂÐËøćîÃîÈÝú­Øöćë¬ÈÿîÂëóäâóìóÅùÔĂì­āÕãîòÖāÚâòÖõ ĂÚË¬îÈë¬ÈăÜ
Øöć 
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3.3 ÿæøîÂÜäñÿáØÂóäë¬ÈÿÜ­óìâóãĂÚÂóäë¬ÈÿîÂëóä 

 

3.4 Âóäë¬ÈÖóâæČóÕòÛÅøîèõÙöÂóäë¬ÈØöć äñÛÛÉñë¬ÈìóÛùÅÅæìäøîìÚ¬èãÈóÚĀäÂĂÚäóãÂóä
Ýú­äòÛÿîÂëóä ĀæñÉñÛòÈÅòÛè¬óÛùÅÅæĀäÂĂÚäóãÂóäÝú­äòÛÿîÂëóäÖ­îÈÿÜĆÚÝú­ë¬ÈÿîÂëóäÖ¬îăÜãòÈÛùÅÅæ
ØöćëîÈĂÚäóãÂóäÝú­äòÛÿîÂëóä ĀæñÉñÛòÈÅòÛĂì­ë¬ÈÖ¬îăÜÿäøćîãą ÉÚÅäÛØùÂäóãËøćîĂÚäóãÂóä ÛùÅÅæ
ëùÕØ­óãĂÚäóãÂóäÝú­äòÛÿîÂëóäÚòĈÚÉ÷Èëóâóä×ØöćÉñë¬ÈÖ¬îĂì­ÛùÅÅæîøćÚăÕ­ ĀÖ¬ìóÂÝú­ë¬ÈÖ­îÈÂóäĂì­Ýú­äòÛ
ăÕ­äòÛÿîÂëóäßä­îâÂòÚØùÂÅÚ Ăì­ÚČóÿÅäøćîÈìâóã×úÂîîÂÉóÂË¬îÈ 

3.5 äúÜĀÛÛÂóäë¬ÈÿîÂëóäâöĂì­ÿæøîÂ 2 ĀÛÛ āÕãÉñâöäúÜĀÛÛ ë¬ÈîîÂ Āæñ äúÜĀÛÛ ÿèöãÚîîÂ 

 

3.6 ÂäîÂÃ­îÅèóâĀÚÛØ­óã  ØöćÖ­îÈÂóäë¬ÈĂì­ĀÂ¬Ýú­äòÛìäøîìÚ¬èãÈóÚØöćäòÛ (×­óâö) 
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ĀæñìóÂØČóÿÅäøćîÈìâóã×úÂØöćË¬îÈ   
äñÛÛÉñØČóÂóäĀÚÛăàæ°ÿîÂëóäĀæñÃ­îÅèóâĀÚÛØ­óã(×­óâö) ÃîÈÛùÅÅæìäøîìÚ¬èãÈóÚÂ¬îÚìÚ­óăÜãòÈÝú­äòÛìäøî
ìÚ¬èãÈóÚäòÛØöćăÕ­äòÛÿîÂëóäÖ¬îÉóÂÿäó ĀÖ¬ìóÂăâ¬ăÕ­ØČóÿÅäøćîÈìâóãĂÕąÝú­äòÛìäøîìÚ¬èãÈóÚäòÛÉñÿìĆÚÿßöãÈÃî
ÅèóâĀÚÛØ­óãÉóÂÛùÅÅæìäøîìÚ¬èãÈóÚØöćë¬ÈâóÿØ¬óÚòĈÚÖóâÜÂÖõ  āÕãÝú­äòÛìäøîìÚ¬èãÈóÚäòÛÉñăâ¬ÿìĆÚÃ­îÅèóâ
ĀÚÛØ­óãØöćâöÂóäĀÚÛâóÉóÂÖ­ÚÿäøćîÈ  

×­óÅùÔăâ¬Ö­îÈÂóäĂì­ÛùÅÅæìäøîìÚ¬èãÈóÚØöćäòÛÿîÂëóäÖ¬îÉóÂÅùÔ ÿìĆÚÃ­îÅèóâĀÚÛØ­óãØöćÛùÅÅæìäøî
ìÚ¬èãÈóÚë¬ÈĂì­ÅùÔ ØČóăÕ­āÕãÂóäÚČóÿÅäøćîÈìâóã×úÂîîÂÉóÂË¬îÈ 

3.7 ÂóäîîÂìâóãÿæÃë¬È  
o ăâ¬îîÂÿæÃ 
o ĂË­ìâóãÿæÃäòÛ 
o [ËùÕÿæÃÿîÂëóäØöćÿäóëä­óÈÃ÷ĈÚâó āÕãëóâóä×ĀÂ­ăÃÜäòÛÿæÃăÕ­] 

 

3.8 èõÙöÂóäĀÚÛăàæ° ÂÕÜù¬â  ÉñÜäóÂÏ æõÈÅ° Ăì­ÿæøîÂèõÙöÂóäĀÚÛăàæ° ÕòÈáóß 
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āÕãëóâóä× ÚČóÿÃ­óÉóÂăàæ°ĂÚÿÅäøćîÈ (File) 
 ÚČóÿÃ­óÉóÂ ëĀÂÚÿÚîä° (Scanner) 
 ÚČóÿÃ­óÉóÂ ÿîÂëóäÿÕõâ 
 ÚČóÿÃ­óÉóÂ Øöćîãú¬îõÚÿÖîä°ÿÚÖ (URL) 

āÕãèõÙöÂóäÚČóÿÃ­óĂì­ÿæøîÂăàæ°ØöćÖ­îÈÂóäĀÚÛĀæñØČóÖóâèõÙöÂóä ÿË¬Ú ÿâøćîÚČóÿÃ­óÉóÂăàæ°ĂÚÿÅäøćîÈ
äñÛÛÂĆÉñĀëÕÈæõÈÅ° Ăì­ÿæøîÂăàæ°ØöćÖ­îÈÂóäÕòÈáóß Ăì­Ýú­ĂË­ÿæøîÂăàæ°ØöćÖ­îÈÂóäĀæ­èÂÕ Üù¬â 

 

 

ìäøîÿâøćîÿæøîÂÚČóÿÃ­óÉóÂ ëĀÂÚÿÚîä° (Scanner) ÉñÜäóÂÏìÚ­óÉîÕòÈáóß ìóÂÿäóăÕ­ØČóÂóäÖ¬îÿÅäøćîÈ
ëĀÂÚÿÚîä°ăè­ÿäöãÛä­îãĀæ­è 
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āÕãÿäóÖ­îÈØČóÂóäÖòĈÈÅ¬ó ÿæøîÂÿÅäøćîÈĂì­ÿìâóñÂòÛÅùÔëâÛòÖõÃîÈÿÅäøćîÈëĀÂÚ ÿßöãÈÅäòĈÈĀäÂĂÚÂóä
ĂË­ÈóÚ ÅäòĈÈÿÕöãè ÉóÂÚòĈÚĂì­ÂÕØöć Üù¬â    āÜäĀÂäâÉñØČóÂóäë¬ÈÅČóëòćÈăÜãòÈÿÅäøćîÈ 

ëĀÂÚÿÚîä° ÿßøćîØČóÂóäëĀÂÚĀæñÉòÕÿÂĆÛÿîÂëóäÿÃ­óĂÚäñÛÛ ÉóÂÚòĈÚ ÿæøîÂăÜØöćÜù¬â    ÿÜĆÚîòÚ
ÿëäĆÉëõĈÚÂäñÛèÚÂóäÖîÛÂæòÛ ÉóÂÚòĈÚäñÛÛÉñĀëÕÈæõÈÅ°ĀÉ­ÈÃ÷ĈÚâóè¬ó  äñÛÛë¬ÈÿîÂëóäÿëäĆÉëõĈÚ ÕòÈáóß Ăì­ÂÕ 

Üù¬â   
 

 
 
 
 
 
 


























































































































































