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 ÛØØöć 1 
Web Mail 2.0 

 
ÂóäÿäõćâÖ­ÚÂóäĂË­ÈóÚ 
 

1. ØČóÂóäÿÜõÕāÜäĀÂäâ Web Browser ØöćÖ­îÈÂóäĂË­ÈóÚĂÚÿÅäøćîÈ  
 

  
 

2. Øöć Address Bar Ăë¬Øöćîãú¬ÃîÈäñÛÛ https://corpmail.ais-idc.com 
 

 
 

 äúÜØöć 1-2 ÂóäÿÃ­óëú¬ìÚ­ó Web 2.0 āÕãØČóÂóäÜ­îÚØöćîãú¬ÃîÈ Web 2.0 

 

3. ÿÃ­óëú¬ìÚ­ó Login ÃîÈäñÛÛÿâæ° ØČóÂóäÜ­îÚ Username (Ăë¬ @<āÕÿâÚÃîÈÖÚÿîÈ>), 
Password ĀæñÅæõÂØöć SIGN IN ÿßøćîÿÃ­óëú¬äñÛÛ 

 

äúÜØöć 1-3 ìÚ­ó Login ÃîÈäñÛÛ Web 2.0 

äúÜØöć 1-1 ÂóäÿäöãÂĂË­ÈóÚāÜäĀÂäâ      
Browser Google Chrome 
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4. ÿÃ­óëú¬ìÚ­óĀäÂäñÛÛ Web 2.0 

 
 

äúÜØöć 1-4 ìÚ­óĀäÂäñÛÛ Web 2.0 

 

îÈÅ°ÜäñÂîÛÃîÈ Web 2.0 
1. Actions Bar 

ĀëÕÈ Actions Bar Øöćîãú¬ĂÚĀÖ¬æñàòÈÂ°ËòÚ ÉóÂäúÜÖòèîã¬óÈÕ­óÚæ¬óÈÉñÿÜĆÚ Actions 
Bar Øöćîãú¬ĂÚë¬èÚÃîÈÂóäÉòÕÂóäÃ­îÅèóâ 

 

 
 

äúÜØöć 1-5 ĀëÕÈàòÈÂ°ËòÚã¬îãÃîÈ mailbox 

 
2. Current Module Options 

ĀëÕÈ Options ØöćÿäöãÂĂË­ÈóÚîãú¬ÜòÉÉùÛòÚ ÉóÂäúÜÖòèîã¬óÈÕ­óÚæ¬óÈÉñÿÜĆÚ Options Øöć
îãú¬ĂÚë¬èÚÃîÈ Mail 
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äúÜØöć 1-6 ĀëÕÈ Options ÃîÈ E-mail 
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ÛØØöć 2 
Folder / Mailbox  

 
Ýú­ĂË­ëóâóä×ëä­óÈ Folder ăÕ­ 2 ĀÛÛ Åøî  

- Mailbox ÿÜĆÚ Folder ØöćĂË­ĂÚÿÂĆÛÃ­îâúæØöćÿÜĆÚîöÿâæ° 
- Address Book ÿÜĆÚ Folder ØöćĂË­ÿÂĆÛÃ­îâúæØöćÿÜĆÚÃ­îâúæÝú­ÖõÕÖ¬î 
 

ĂÚ Web 2.0 ÉñâöÿÅäøćîÈâøîØöćÉñË¬èãĂì­Ýú­ĂË­ëóâóä×ëä­óÈ Mailbox ăÕ­ÖóâÅèóâÖ­îÈÂóäîã¬óÈ
È¬óãÕóã ÚîÂÉóÂÚöĈ Õ­èãÅèóâëóâóä× drag and drop ÃîÈ Web 2.0 ãòÈË¬èãÝú­ĂË­ã­óãÃ­îâúæ
äñìè¬óÈ Folder āÕãĂË­èõÙöÂóäæóÂÃ­îÅèóââóĂë¬ĂÚ Folder ØöćÖ­îÈÂóäăÕ­îöÂÕ­èã  
 

ÉóÂäúÜØöć 2-1 ÖòèÿæÃĂÚèÈÿæĆÛÕ­óÚìÚ­óÿÜĆÚÂóäĀëÕÈÛîÂĂì­ØäóÛ×÷ÈÃ­îÅèóâĂìâ¬ØöćãòÈăâ¬ăÕ­
î¬óÚ 

 

  
 

 -  INBOX: Âæ¬îÈÃ­îÅèóâÿÃ­ó Ã­îÅèóâîöÿâæ°ØöćÿÃ­óâóĂìâ¬Éñ×úÂÿÂĆÛăè­ØöćÚöćÿÜĆÚØöćĀäÂ 
 -  Drafts: Âæ¬îÈÃ­îÅèóâä¬óÈ Ã­îÅèóâîöÿâæ°Øöć×úÂÿÂĆÛÛòÚØ÷Âăè­ÿÜĆÚÃ­îÅèóâä¬óÈ 
 -  Sent: Âæ¬îÈÃ­îÅèóâë¬ÈîîÂ Ã­îÅèóâîöÿâæ°Øöć×úÂë¬ÈîîÂăÜÉñ×úÂØČóëČóÿÚóÿÂĆÛăè­ØöćÚöć 
  -  Public Folders: āàæÿÕîä°ëČóìäòÛĀËä°Ã­îâúæĂÚāÕÿâÚ 
 -  Junk: Âæ¬îÈÃ­îÅèóâ Junk ÿÜĆÚØöćëČóìäòÛÿÂĆÛÃ­îÅèóâØöćÿÜĆÚëĀÜâ  
 -  Trash: Âæ¬îÈÃ­îÅèóâ Trash ÿÜĆÚØöćëČóìäòÛÿÂĆÛÃ­îÅèóâØöćÿÜĆÚÃãñ āÕãÃ­îÅèóâØöć
×úÂæÛĀæ­èÉñ×úÂë¬ÈâóÿÂĆÛăè­ĂÚÂæ¬îÈÃ­îÅèóâÚöĈ ëóâóä×ëòćÈĂì­ÿÅæöãä°ăÕ­Õ­èãÂóä
ÅæõÂÿâÚú Empty Trash Õ­óÚÛÚ 

       äúÜØöć 2-1 Mailbox  
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äúÜØöć 2-2 ÂóäÅæõÂÿâÚú Empty Trash 

Âóäëä­óÈ Mailbox / Folder 
 

Ýú­ĂË­ëóâóä×ëä­óÈ Mailbox / Folder ăÕ­ÖóâÅèóâÖ­îÈÂóä ÕòÈÖ¬îăÜÚöĈ 

1. ÅæõÂØöćÜù¬â  Ì÷ćÈÉñîãú¬Õ­óÚæ¬óÈÃîÈÿâÚú E-MAIL  
 

  
 

2. ÿæøîÂ Create Folder 

äúÜØöć 2-3 ÿÅäøćîÈâøîØöćĂË­ĂÚ Âóäëä­óÈ Mailbox Ăìâ¬ 
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3. ÂČóìÚÕËøćîØöćÖ­îÈÂóäëä­óÈ ÉóÂÚòĈÚÅæõÂØöćÜù¬â Create Folder 
 

 
 

äúÜØöć 2-5 Ăë¬Ëøćî Folder ÿßøćîëä­óÈ Mailbox ØöćÖ­îÈÂóä 

4. ĂÚÂäÔöØöćÖ­îÈÂóäëä­óÈ Sub Folder Ăì­ÿæøîÂ Folder ØöćÖ­îÈÂóäîãú¬áóãĂÖ­ ÿË¬Ú ëä­óÈ Sub 
Folder ØöćËøćî Friend Mail Ăì­îãú¬áóãĂÖ­ INBOX ÉóÂÚòĈÚÅæõÂØöćÜù¬â Create Folder 

 

äúÜØöć 2-4 ĀëÕÈÂóäÅæõÂÿßøćî Create Folder 
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äúÜØöć 2-6 Âóäëä­óÈ Sub Folder ĀæñÂóäÿæøîÂ Folder ØöćÖ­îÈÂóäîãú¬áóãĂÖ­ 
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ÛØØöć 3 
ÂóääòÛ-ë¬Èîöÿâæ° 

 
Âæ¬îÈÃ­îÅèóâìæòÂ Åøî āàæÿÕîä°ØöćĂË­ÿÂĆÛîöÿâæ°ÃóÿÃ­ó Ì÷ćÈÉñÜäñÂîÛăÜÕ­èãäóãÂóäîöÿâæ°

ØòĈÈĂìâ¬ĀæñÿÂ¬ó Ýú­ĂË­ëóâóä×ÿÃ­óëú¬Âæ¬îÈÃ­îÅèóâìæòÂăÕ­āÕãÅæõÂØöć  ÖäÈÿâÚúÕ­óÚæ¬óÈ 

 

äúÜØöć 3-1 äúÜĀëÕÈäóãÂóäîöÿâæ°ØòĈÈĂìâ¬ĀæñÿÂ¬ó 

 ĀÖ¬æñîöÿâæ°Éñâöë×óÚñØöćÛ¬ÈÛîÂ×÷ÈÂóäÿÜõÕî¬óÚÿâæ°, ÅèóâëČóÅòÎÃîÈÿâæ°, ăàæ°ĀÚÛ Āæñ
ÂóäÂäñØČóÖ¬îÿâæ° ÿË¬Ú ÂóäÖîÛÂæòÛ Âóäë¬ÈÖ¬î ÿÜĆÚÖ­Ú Ì÷ćÈâöäóãæñÿîöãÕÕòÈÖ¬îăÜÚöĈ 

  ĀëÕÈë×óÚñÃîÈÿâæ°ØöćÿÃ­óâóĂìâ¬ĀæñãòÈăâ¬ăÕ­ÿÜõÕî¬óÚ  
  ĀëÕÈë×óÚñÃîÈÿâæ°ØöćÿÜõÕî¬óÚĀæ­è  
  ĀëÕÈë×óÚñÃîÈÿâæ°Øöćâöăàæ°ĀÚÛ 

  ĀëÕÈë×óÚñÃîÈÿâæ°ØöćâöÂóäÖîÛÂæòÛ 
 ĀëÕÈë×óÚñÃîÈÿâæ°ØöćâöÂóäë¬ÈÖ¬î 

ĀæñÉñâöìòèÃ­î Subject ØöćÛ¬ÈÛîÂäóãæñÿîöãÕÕòÈÚöĈ  

  ĀëÕÈìòèÃ­îÃîÈÿâæ°ØöćâöÂóäÖõÕ Flag 

 ĀëÕÈìòèÃ­îÃîÈÿâæ°ØöćâöÅèóâëČóÅòÎ 
Re:  ĀëÕÈìòèÃ­îÃîÈÿâæ°ØöćâöÂóäÖîÛÂæòÛ 
Fwd:  ĀëÕÈìòèÃ­îÃîÈÿâæ°ØöćâöÂóäë¬ÈÖ¬îÂóäÿäöãÂÕúîöÿâæ° (Read E-mail) 
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ØČóăÕ­āÕãÂóäÅæõÂÖäÈÛääØòÕÃîÈäóãÂóäÃ­îÅèóâØöćÖ­îÈÂóäÿæøîÂ 
1. îöÿâæ°ØòćèăÜ ÉñâöàòÈÂ°ËòÚĂÚÂóäÂäñØČóÖ¬îîöÿâæ°ØöćÿäöãÂÕú ÕòÈÚöĈ 

- Reply to All: ÖîÛÂæòÛØòĈÈìâÕ (äèâ Cc Õ­èã) 
- Forward: ë¬ÈÖ¬îăÜãòÈ 
- Move or: ã­óã ìäøîÅòÕæîÂÿâæ°ØöćÂČóæòÈî¬óÚîãú¬ăÜãòÈāàæÿÕîä°ØöćÿæøîÂ 
- Delete: æÛÃ­îÅèóâÜòÉÉùÛòÚ 
- Mark as: ìóÂÃ­îÅèóâØöćî¬óÚĀæ­è (Read) ÿâøćîÅæõÂØöćăîÅîÚÚöĈ ÉñÿÜĆÚÂóäÖòĈÈ
Å¬óĂì­ÿÜĆÚÃ­îÅèóâØöćãòÈăâ¬ăÕ­î¬óÚ (Unread) ĀÖ¬ìóÂÃ­îÅèóâØöćãòÈăâ¬ăÕ­î¬óÚ 
(Unread) ÿâøćîÅæõÂØöćăîÅîÚÚöĈ ÉñÿÜĆÚÂóäÖòĈÈÅ¬óĂì­ÿÜĆÚÃ­îÅèóâØöćî¬óÚĀæ­è 
(Read) 

- Set Flag: ÖòĈÈÅ¬óÃ­îÅèóâĂì­ÖõÕ Flag 
- Reply: ÖîÛÂæòÛÃ­îÅèóâ 
- Redirect: ë¬ÈÃ­îÅèóâÖ¬îăÜãòÈÝú­îøćÚØöćÖ­îÈÂóä 
- Print: ØČóÂóäßõâß°Ã­îÅèóâØöćÿæøîÂ 

 

äúÜØöć 3-2 äúÜĀëÕÈÂóäî¬óÚÃ­îÅèóâîöÿâæ°ØòćèăÜ 
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2. îöÿâæ°ÖóäóÈÂóäÚòÕìâóã ÉñâöàòÈÂ°ËòÚĂÚÂóäÂäñØČóÖ¬îîöÿâæ°ÖóäóÈÂóäÚòÕìâóãØöć
ÿäöãÂÕú ÕòÈÚöĈ 

- Accept : ãîâäòÛÂóäÚòÕìâóã 
- Tentative : ãòÈăâ¬ĀÚ¬ÚîÚÂòÛÖóäóÈÂóäÚòÕìâóãÚöĈ 
- Decline : ÜÐõÿëÙÂóäÚòÕìâóã 

 

 

äúÜØöć 3-3 äúÜĀëÕÈÂóäî¬óÚÃ­îÅèóâîöÿâæ°ÖóäóÈÂóäÚòÕìâóã 
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Âóäëä­óÈîöÿâæ°Ăìâ¬ (New E-mail) 

ØČóăÕ­āÕãÂóäÅæõÂØö  Ì÷ćÈîãú¬Õ­óÚÛÚÌ­óãÃîÈìÚ­óÖ¬óÈîöÿâæ° ĂÚë¬èÚÃîÈÂóäÉòÕÂóä
Ã­îÅèóâ  

 

 

äúÜØöć 3-4 äúÜĀëÕÈÂóäëä­óÈîöÿâæ° 

Ì÷ćÈÉñÜäñÂîÛÕ­èãÂóäĂË­ÈóÚ ÕòÈÖ¬îăÜÚöĈ 
- To: äñÛùËøćîĀæñØöćîãú¬îöÿâæ°ëČóìäòÛÝú­äòÛ 
- Add Cc: äñÛùËøćîĀæñØöćîãú¬îöÿâæ°ëČóìäòÛÝú­äòÛ (ëČóÿÚó) 
- Add Bcc: äñÛùËøćîĀæñØöćîãú¬îöÿâæ°ëČóìäòÛÝú­äòÛ (ëČóÿÚóÌ¬îÚ) 
- Attach local file: äñÛùăàæ°ĀÚÛØöćÖ­îÈÂóäë¬ÈÉóÂÿÅäøćîÈÅîâßõèÿÖîä° 
- Attach file from server: äñÛùăàæ°ĀÚÛØöćÖ­îÈÂóäë¬ÈÉóÂÿÅäøćîÈÿÌõä°àÿèîä° 
- Subject: äñÛùìòèÿäøćîÈÃîÈÃ­îÅèóâ 
-  Priority: äñÛùäñÕòÛÅèóâëČóÅòÎÃîÈÃ­îÅèóâ  
- Rich formatting: ÿäöãÂĂË­àòÈÂ°ËòÚÂóäÿÃöãÚÃ­îÅèóâĀÛÛ Rich Text ÿË¬Ú ÖòèìÚó, 
ÖòèÿÃ­â, ÖòèÿîöãÈ, äúÜĀÛÛÃîÈÖòèîòÂêä, ëöîòÂêä, ÂóäĀÚÛäúÜáóß ĀæñÂóäĀÚÛ
æõÈÅ° 

-  Left to Right: Ăì­Ã­îÅèóâËõÕÃèó  

-  Right to Left: Ăì­Ã­îÅèóâËõÕÌ­óã 

-  Search: Å­ÚìóÅČóéòßØ°ĂÚÃ­îÅèóâØöćÉñë¬È 

-  Undo: ã­îÚÂæòÛìäøîãÂÿæõÂÂóäÂäñØČóæ¬óëùÕ 
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-  Redo: ăÜÂóäÂäñØČó×òÕăÜØöćÿÅãØČóăè­ ìäøîÂäñØČóÌČĈóÿìÖùÂóäÔ°æ¬óëùÕØöćÿßõćÈăÕ­
ÂäñØČóăÜ 

-  : ÖäèÉëîÛÂóäëñÂÕÅČó 
- Notify when Delivered: äñÛùĂì­ĀÉ­ÈÿÖøîÚÿâøćîÃ­îÅèóâë¬È×÷ÈÜæóãØóÈ   
- Notify when Read: äñÛùĂì­ĀÉ­ÈÿÖøîÚÿâøćîÃ­îÅèóâăÕ­×úÂÿÜõÕî¬óÚ 
- Send: ØČóÂóäë¬ÈÃ­îÅèóâ (Ã­îÅèóâØöćë¬ÈÉñ×úÂÛòÚØ÷ÂĂÚ Sent Items) 
- Save: ÛòÚØ÷ÂÃ­îÅèóâĂÚÂæ¬îÈÃ­îÅèóâä¬óÈ (Drafts)  

 

 
 

äúÜØöć 3-5 äúÜĀëÕÈÂóäÿÃöãÚÃ­îÅèóâîöÿâæ° 
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ÛØØöć 4 
Web 2.0 Function  

 
Web 2.0 ÿÜĆÚ Flash-based Client Øöćëóâóä×ØČóÈóÚÛÚÿèĆÛÛäóèÿÌîä°âóÖäÑóÚ ÿË¬Ú 

Internet Explorer Āæñ Mozilla Firefox Ì÷ćÈĂË­ÿØÅāÚāæãö Web 2.0 ØČóĂì­ÂóäÿäöãÂĂË­ÈóÚÿÜĆÚăÜ
îã¬óÈäóÛäøćÚ ÿëâøîÚè¬óÂČóæòÈĂË­ÈóÚāÜäĀÂäâÛÚÿÅäøćîÈÃîÈÖòèÿîÈîãú¬  

ĂÚ Web 2.0 ÉñÜäñÂîÛăÜÕ­èã àòÈÂ°ËòÚÂóäĂË­ÈóÚßøĈÚÑóÚ ÿË¬Ú àòÈÂ°ËòÚäñÛÛîöÿâæ°, ëâùÕ
äóãËøćîÝú­ÖõÕÖ¬î (Contacts) àòÈÂ°ËòÚëČóìäòÛÂóäëČóìäòÛÂóäØČóÈóÚä¬èâÂòÚĂÚîÈÅ°Âä ÿË¬Ú ÖóäóÈÚòÕ
ìâóã (Calendar) 

ëâùÕäóãËøćîÝú­ÖõÕÖ¬î (Contacts) 

Ýú­ĂË­ëóâóä×ÿÃ­óëú¬äóãËøćîÝú­ÖõÕÖ¬îăÕ­ āÕãÅæõÂØöć  ÖäÈÿâÚúÕ­óÚæ¬óÈ 
 

 
 

äúÜØöć 4-1 äúÜĀëÕÈÿâÚú Contact 
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Âóäëä­óÈëâùÕäóãËøćîÝú­ÖõÕÖ¬îĂìâ¬ 

ÅæõÂØöćÜù¬â  ÖäÈÕ­óÚæ¬óÈĂÚë¬èÚÃîÈàòÈÂ°ËòÚ Contacts Āæ­èÿæøîÂ Ńew Contactµ 

 

äúÜØöć 4-2 äúÜĀëÕÈÂóäëä­óÈÃ­îÅèóâØöćîãú¬ÖõÕÖ¬î (Contacts) 

Ì÷ćÈĂÚìÚ­óÂóäÿßõćâ Contact ÉñÜäñÂîÛăÜÕ­èãÜù¬âĂË­ÈóÚÕòÈÖ¬îăÜÚöĈ 
 

- Save: ÛòÚØ÷ÂäóãËøćîÝú­ÖõÕÖ¬îĂìâ¬ĂÚ Contacts 
- Save and Close: ÛòÚØ÷ÂĀæñÜõÕìÚ­óÖ¬óÈÂóäÿßõćâäóãËøćîÝú­ÖõÕÖ¬îĂìâ¬  
- Close: ÜõÕÂóäÿßõćâÝú­ÖõÕÖ¬îĂìâ¬ 
- Photo: ÿßõćâäúÜáóßÃîÈÝú­ÖõÕÖ¬îĂìâ¬ 
- Full Name: ÿßõćâËøćîÃîÈÝú­ÖõÕÖ¬îĂìâ¬ 
- Email: ÿßõćâîöÿâæ°ÃîÈÝú­ÖõÕÖ¬îĂìâ¬ Ì÷ćÈëóâóä×ÿæøîÂÜäñÿáØĂì­ÿÜĆÚ Home, Work 
ìäøî Assistant ăÕ­ 

- Telephone: ÿßõćâÿÛîä°ÖõÕÖ¬îĂìâ¬ Ì÷ćÈëóâóä×ÿæøîÂÜäñÿáØĂì­ÿÜĆÚ Home, Work, 
Cell, Fax ìäøî Assistant ăÕ­ 

- Address: ÿßõćâØöćîãú¬ÃîÈÝú­ÖõÕÖ¬îĂìâ¬ Ì÷ćÈëóâóä×ÿæøîÂÜäñÿáØăÕ­ Åøî  Home ìäøî 
Work 
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äúÜØöć 4-3 äúÜĀëÕÈÂóäëä­óÈÃ­îÅèóâØöćîãú¬ÖõÕÖ¬î (Contacts) 

Âóäëä­óÈ Contact Group 

ÅæõÂØöćÜù¬â  ÖäÈÕ­óÚæ¬óÈĂÚë¬èÚÃîÈàòÈÂ°ËòÚ Contacts Āæ­èÿæøîÂ Ńew Contact 
Groupµ 

 

äúÜØöć 4-4 äúÜĀëÕÈÂóäëä­óÈÃ­îÅèóâØöćîãú¬ÖõÕÖ¬î (Contacts) ĀÛÛÂæù¬â 

Ăë¬Ëøćî Group ØöćÉñëä­óÈ ĀæñÝú­ĂË­ëóâóä×æóÂĀæñèóÈ Contact ØöćÖ­îÈÂóäÉñĂë¬ĂÚÂæù¬âÚöĈ
ăÕ­ÿæã ìäøîÉñØČóÂóäÿßõćâĂìâ¬ăÕ­ ÖäÈÕ­óÚæ¬óÈ āÕãÂäîÂËøćî Āæñ Email Āæ­èÅæõÂØöć Add New 
ÉóÂÚòĈÚÅæõÂÜù¬â Save ìäøî Save and Close 
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äúÜØöć 4-5 ĀëÕÈÂóäëä­óÈ Contact Group 
 

ÜÐõØõÚĀæñÖóäóÈÚòÕìâóã (Calendars and Schedule) 
 ëČóìäòÛÜÐõØõÚĀæñÖóäóÈÚòÕìâóãĀæ­èÿÜäöãÛÿëâøîÚÛòÚØ÷ÂË¬èãÉČóĂÚÂóäÉòÕÖóäóÈÿèæóØòĈÈ
ĂÚÂóäØČóÈóÚĀæñÂóäÛäõìóäØäòßãóÂäĂì­ăÕ­îã¬óÈâöÜäñëõØÙõáóß  

ÂóäÿÃ­óÜÐõØõÚĀæñÖóäóÈÚòÕìâóã ëóâóä×ØČóăÕ­āÕãÂóäÅæõÂØöćÜù¬â   Ì÷ćÈîãú¬ĂÚ ÿâÚú
Õ­óÚæ¬óÈÃîÈìÚ­óÉî Web 2.0  

 

 

äúÜØöć 4-6 ĀëÕÈÿâÚú Calendar 

 
ÿâøćîÅæõÂĀæ­èÂĆÉñÿÃ­óëú¬Âæ¬îÈÃ­îÅèóâÜÐõØõÚĀæñÖóäóÈÚòÕìâóãìæòÂ Ì÷ćÈëóâóä×ÿæøîÂ

âùââîÈÃîÈÖóäóÈÚòÕìâóãÿÜĆÚèòÚ, ëòÜÕóì°ÂóäØČóÈóÚ, ëòÜÕóì°, ÿÕøîÚ ĀæñÿæøîÂÕúèòÚÚöĈăÕ­  
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äúÜØöć 4-7 äúÜĀëÕÈÖòèîã¬óÈÃîÈÖóäóÈÜÐõØõÚĀæñÖóäóÈÚòÕìâóã 
 

Âóäëä­óÈÜÐõØõÚĀæñÖóäóÈÚòÕìâóã 
ÅæõÂØöćÜù¬â New Event ĂÚ Actions Bar ÃîÈàòÈÂ°ËòÚ Calendar  

 

äúÜØöć 4-8 äúÜĀëÕÈÂóäëä­óÈÖóäóÈÜÐõØõÚĀæñÖóäóÈÚòÕìâóã 

Ì÷ćÈÉñÜäñÂîÛÕ­èãÂóäĂË­ÈóÚ ÕòÈÖ¬îăÜÚöĈ 
- Save: ÛòÚØ÷ÂÂóäÚòÕìâóãăè­ĂÚÜÐõØõÚ 
- Delete: æÛÖóäóÈÂóäÚòÕìâóã 
- Print: ßõâß°ÖóäóÈÂóäÚòÕìâóã  
- Attach: äñÛùăàæ°ĀÚÛØöćÖ­îÈÂóäë¬È 
- Show Recurrence: ÂóäÖòĈÈÅ¬óÂóäÚòÕìâóãĀÛÛÌČĈóą ÿË¬Ú ØùÂèòÚ, ØùÂÿÕøîÚ ØùÂÜö ÿÜĆÚÖ­Ú 
- Show Attendees: äñÛùÝú­äòÛìäøîÝú­ÿÃ­óä¬èâĂÚÖóäóÈÚòÕìâóã 
- Show Availability: ĀëÕÈÃ­îâúæÿÂöćãèÂòÛÿèæóè¬óÈÃîÈÝú­ÿÃ­óä¬èâĀÖ¬æñäóã āÕãĂË­Ā×Ûëö    
(  ĀØÚë×óÚñăâ¬è¬óÈ Āæñ  ĀØÚë×óÚñè¬óÈ) 

- Priority: äñÛùäñÕòÛÅèóâëČóÅòÎÃîÈÃ­îÅèóâ 
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Subject äñÛùìòèÿäøćîÈëČóìäòÛÂóäÚòÕìâóã 
Starts èòÚØöćÿäõćâÂóäÚòÕìâóã 
Ends èòÚØöćëõĈÚëùÕÂóäÚòÕìâóã 
Status ë×óÚñÃîÈÂóäÚòÕìâóã ăÕ­ĀÂ¬ è¬óÈ (Free), ãù¬È (Busy), ăâ¬ĀÚ¬ĂÉ 

(Tentative), ăâ¬è¬óÈ (Unavailable)  
Alarm ĀÉ­ÈÿÖøîÚØùÂą ÂöćÚóØö ÂöćËòćèāâÈ ÂöćèòÚ ìäøîÂöćëòÜÕóì° 
All-Day Event ÖòĈÈÅ¬óĂì­ëČóìäòÛÿìÖùÂóäÔ°ìäøîÂóäÚòÕìâóãØöćÿÂõÕÃ÷ĈÚØòĈÈèòÚ 
Private ÖòĈÈÅ¬óÿÜĆÚăîÿØĆâë¬èÚÖòè ØČóĂì­Ýú­îøćÚÉñâîÈăâ¬ÿìĆÚĂÚÂäÔöØöćâöÂóäîÚùÎóÖÝú­ĂË­

îøćÚëóâóä×ÿÜõÕÕúÖóäóÈÚòÕìâóãăÕ­ 
Where ë×óÚØöćëČóìäòÛÚòÕìâóã 
Teleconference ÿæøîÂë×óÚØöćëČóìäòÛÚòÕìâóãÿÜĆÚĀÛÛĂË­āØäéòßØ° 
To äñÛùÝú­äòÛìäøîÝú­ÿÃ­óä¬èâĂÚÖóäóÈÚòÕìâóãìæòÂ 
Optional äñÛùÝú­äòÛìäøîÝú­ÿÃ­óä¬èâĂÚÖóäóÈÚòÕìâóãäîÈ 
Save ÛòÚØ÷ÂÂóäÚòÕìâóã Āæñë¬ÈÅČóä­îÈÃîÿßøćîĂì­âöÂóäãîâäòÛ (Approve) 
 

 
 

äúÜØöć 4-9 äúÜĀëÕÈÖòèîã¬óÈÃîÈÂóäëä­óÈÖóäóÈÜÏõØõÚĀæñÖóäóÈÚòÕìâóã 
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äúÜØöć 4-10 äúÜĀëÕÈÖòèîã¬óÈĂÚë¬èÚÃîÈÝú­ÿÃ­óä¬èâ ĀæñÂóäĀëÕÈë×óÚñÃîÈÝú­ÿÃ­óä¬èâ 
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ÛØØöć 5 
ÂóäÖòĈÈÅ¬óÖ¬óÈą ĂÚ Web 2.0 

 
ÿÜĆÚÂóäÖòĈÈÅ¬óÖ¬óÈą ĂÚäñÛÛ Web 2.0 Ì÷ćÈëóâóä×ØČóăÕ­āÕãÅæõÂØöć Preference Ì÷ćÈîãú¬

Õ­óÚæ¬óÈÃèóÃîÈìÚ­óÉî Web 2.0

 
 

äúÜØöć  5-1 äúÜĀëÕÈÂóäÿÃ­óÖòĈÈÅ¬ó (Preference) 
 

1. General 
ĂÚë¬èÚÚöĈ ÉñÿÜĆÚÂóäÖòĈÈÅ¬óØòćèăÜÃîÈÿèĆÛÿâæ° ĀæñâöÂóäÖòĈÈÅ¬óĂÚàòÈÂ°ËòÚÚöĈîöÂ 5 ë¬èÚ Åøî 

Look and feel, Modules, Password, Delete Āæñ Alert Settings 

 

äúÜØöć  5-1-1 äúÜĀëÕÈÖòĈÈÅ¬óĂÚë¬èÚÃîÈ General 
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ëČóìäòÛÂóäÖòĈÈÅ¬óØòćèăÜÃîÈäñÛÛ Web 2.0 Ýú­ĂË­ëóâóä×ÿæøîÂ áóêó (Language), ËùÕ
îòÂÃäñ (Charset), āÌÚÿèæó (Time Zone), ÃÚóÕÃîÈÃ­îÅèóâ (Text Size), äúÜĀÛÛÖòèîòÂêä 
(Font) Āæñëóâóä×ÕúèòÚØöćĀæñÿèæóÃîÈÂóäæ®îÂîõÚÅäòĈÈÂ¬îÚìÚ­ó (Previous Login), Âóäæ®îÂîõÚØöć
ăâ¬ëČóÿäĆÉÅäòĈÈëùÕØ­óã (Last Failed Login), ÃÚóÕ Mail box ØöćĂË­ÈóÚ (Size) Āæñ Version ÃîÈ 
Web 2.0 ăÕ­  

 
äúÜØöć  5-1-2 äúÜĀëÕÈÂóäÿÃ­óÖòĈÈÅ¬ó General 

 

1.1 Look and feel 
Ýú­ĂË­ëóâóä×ÿæøîÂ Theme ëöØöćÖ­îÈÂóäĂÚ Web Mail ăÕ­ ÿëäĆÉĀæ­èÂÕ Save 




































