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ĽŅĶĭńĠ 
 
ľńĺĕƟŀ ľĬƟŅ 
ĔŅĶĨŇħĨńŘĚȮMicrosoft office 143 2 
ĔŅĶŒĝƟĚŅĬȮMicrosoft office 134ȮėĶńŘĚŐĶĔ /. 
 ĕńŘĬĨŀĬĔŅĶĵŊĬĵńĬĨńĺĨĬħƟĺĵŏĭŀĶƢőĪĶĻńıĪƢ /0 
 ĕńŘĬĨŀĬĔŅĶĵŊĬĵńĬĨńĺĨĬħƟĺĵŀňŏĴĸƢ /3 
ĔŅĶĔŌƟėŊĬĶľńĽįƞŅĬȮħƟĺĵŀňŏĴĸƢ /5 
ĔŅĶĔŌƟėŊĬĶľńĽįƞŅĬȮħƟĺĵŏĭŀĶƢőĪĶĻńıĪƢ /7 
ĔŅĶŒĝƟĚŅĬȮOutlook 00 
 ĔŅĶĨńŘĚėƞŅĳŅļŅȮ&ĔĶĦňŀĵŅĔŏĮĸňŗĵĬĳŅļŅŒľƟŏĮƦĬĳŅļŅœĪĵ' 03 
 ĔŅĶĨńŘĚėƞŅȮĨĶĺěĽŀĭıŊŘĬĪňŗŏĔŖĭĕƟŀĴŌĸȮŐĸŃĔŅĶĸƟŅĚŏĬŊŘŀľŅ 04 
 ĔŅĶĨńŘĚėƞŅȮŏıŇŗĴĸŅĵŏĞŖĬŀňŏĴĸƢȮőħĵŀńĨőĬĴńĨŇȮ&ŒĽƞĪŋĔėĶńŘĚĪňŗŏĕňĵĬěħľĴŅĵ' 05 
 ĔŅĶĽĶƟŅĚěħľĴŅĵŒľĴƞ 06 
 ĔŅĶĭńĬĪŉĔěħľĴŅĵĶƞŅĚ 07 
 ĔŅĶĸĭěħľĴŅĵ 1. 
 ĔŅĶĔŌƟėŊĬ 1/ 
ĔŅĶŒĝƟĚŅĬȮOneDrive 11 
 ĔŅĶŀńĮőľĸħœĲĸƢĕƟŀĴŌĸŒĬȮOneDrive 13 
 ĔŅĶĽĶƟŅĚőĲĸŏħŀĶƢŒľĴƞ 16 
 ĔŅĶĵƟŅĵœĲĸƢĕƟŀĴŌĸ 2/ 
 ĔŅĶŏĮĸňŗĵĬĝŊŗŀœĲĸƢľĶŊŀőĲĸŏħŀĶƢ 20 
 ĔŅĶĸĭœĲĸƢĕƟŀĴŌĸȮŐĸŃĔŅĶĔŌƟėŊĬœĲĸƢĕƟŀĴŌĸ 22 
 ĔŅĶŐĝĶƢœĲĸƢĕƟŀĴŌĸȮŐĸŃĔŅĶŐĝĶƢőĲĸŏħŀĶƢ 23 
 ĔŅĶĵĔŏĸŇĔĔŅĶŐĝĶƢĕƟŀĴŌĸ 25 
ĔŅĶŒĝƟĚŅĬȮOneDrive ĭĬĶŃĭĭĮĢŇĭńĨŇĔŅĶȮWindows 3. 
 ĶŌĮŐĭĭȮŐĸŃĽŇĪīŇśĔŅĶŏĕƟŅĩŉĚŒľƟĔńĭĸŇĚĔƢĪňŗĩŌĔŐĝĶƢ 3/ 
 ĽńĠĸńĔļĦƢŐĸŃėĺŅĴľĴŅĵĕŀĚĽĩŅĬŃĨƞŅĚŕ 36 
 ĔŅĶŐĝĶƢœĲĸƢȮľĶŊŀőĲĸŏħŀĶƢȮŒľƟĔńĭĭŋėėĸŀŊŗĬ 37 
 ĔŅĶĨŇħĨńŘĚȮœĲĸƢȮľĶŊŀőĲĸƢŏħŀĶƢŒľƟħŅĺĬƢőľĸħĸĚŀŋĮĔĶĦƢĪŋĔėĶńŘĚ 4/ 
 ĵĔŏĸŇĔĔŅĶĩŌĔħŅĺĬƢőľĸħĕŀĚȮœĲĸƢȮľĶŊŀőĲĸƢŏħŀĶƢȮŏıŊŗŀŏıŇŗĴıŊŘĬĪňŗŒľƟĔńĭœħĶĲƝ 40 

  



3 
 

ĽŅĶĭńĠ 
 
ľńĺĕƟŀ ľĬƟŅ 
ĔŅĶĽĶƟŅĚœĲĸƢŏŀĔĽŅĶȮWord ĭĬĶŃĭĭėĸŅĺħƢȮŐĸŃĭĬŀŋĮĔĶĦƢȮıĶƟŀĴĪńŘĚĔŅĶŐĮĸĚŏĮƦĬȮPDF 
(ŏĨĶňĵĴıĶƟŀĴĔŅĶŒĝƟĚŅĬĶŃĭĭȮDigital Signature) 

41 

 ĔŅĶĽĶƟŅĚœĲĸƢŏŀĔĽŅĶȮWord ĭĬĶŃĭĭėĸŅĺħƢ 41 
 ĔŅĶŐĔƟœĕœĲĸƢŏŀĔĽŅĶȮWord ěŅĔĶŃĭĭėĸŅĺħƢȮĭĬŀŋĮĔĶĦƢ 47 
ĔŅĶĽĶƟŅĚœĲĸƢŏŀĔĽŅĶȮExcel ĭĬĶŃĭĭėĸŅĺħƢȮŐĸŃĭĬŀŋĮĔĶĦƢȮıĶƟŀĴĪńŘĚĔŅĶŐĮĸĚŏĮƦĬȮPDF 
(ŏĨĶňĵĴıĶƟŀĴĔŅĶŒĝƟĚŅĬĶŃĭĭȮDigital Signature) 

51 

 ĔŅĶĽĶƟŅĚœĲĸƢŏŀĔĽŅĶȮExcel ĭĬĶŃĭĭėĸŅĺħƢ 51 
 ĔŅĶĽĶƟŅĚœĲĸƢŏŀĔĽŅĶȮExcel ĭĬŀŋĮĔĶĦƢ 56 
ĕńŘĬĨŀĬĔŅĶĨŇħĨńŘĚőĮĶŐĔĶĴȮFoxit PDF Editor for windows (ĽņľĶńĭĭŋėĸŅĔĶ' 60 
ĕńŘĬĨŀĬĔŅĶĨŇħĨńŘĚőĮĶŐĔĶĴȮFoxit PDF Editor For Mac (ĽņľĶńĭĭŋėĸŅĔĶ' 7. 
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ŐĬŃĬņȮOffice 365

 
 

Thonburi University of Technology Microsoft Office 365  

(őħŏĴĬ: @trums.thonburi-u.ac.th) 

 œħƟŏĮƕħŒľƟĭĶŇĔŅĶĞŀĲĨƢŐĺĶƢ őħĵŀĵŌƞĳŅĵŒĨƟŐıĸĬ Office 365ȮA1 ĽņľĶńĭĭŋėĸŅĔĶȮŐĸŃĬńĔĻŉĔļŅŒĝƟĚŅĬ 
Office 365 for EducationȮœħƟŐĔƞȮWord , Excel , PowerPoint , Outlook , OneNote , OneDrive , 
Teams , SharePoint , Forms , Calendar , Delve , Kaizala , Lists , Engage , Planner , Power BI , 
Power Apps , Power Automate , To Do , People , Streams , Sway , Whiteboard , VisioȮőħĵĴň
ėŋĦĸńĔļĦŃŐĸŃĭĶŇĔŅĶĨƞŅĚŕȮŏĭŊŘŀĚĨƟĬȮħńĚĬňŘ 
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Office Suite 
 ŏėĶŊŗŀĚĴŊŀĽĶƟŅĚľĶŊŀŐĔƟœĕŏŀĔĽŅĶȮŏĝƞĬȮWord , Excel , PowerPoint ŏĮƦĬĨƟĬȮĞŉŗĚĽŅĴŅĶĩĪņĚŅĬĕƟŅĴȮ
Platform œħƟȮĶŃľĺƞŅĚȮėŀĴıŇĺŏĨŀĶƢȮŐĸŖĮĪŖŀĮȮŐĸŃőĪĶĻńıĪƢȮFeature ĪňŗĬƞŅĽĬŒěȮŏĝƞĬȮĔŅĶıŌħŐĪĬĔŅĶıŇĴıƢȮ, 
ĶŃĭĭȮAuto Save , Version History , ĔŅĶŐĝĶƢȮŐĸŃĔŅĶĪņĚŅĬĶƞĺĴĔńĬĽŌĚĽŋħȮ/..ȮėĬ 
 
 

ŀňŏĴĸƢ &Outlook)ȮŐĸŃȮĮġŇĪŇĬȮ&Calendar' 
 ŏėĶŊŗŀĚĴŊŀĔŅĶĨŇħĨƞŀĽŊŗŀĽŅĶŒĬĶŌĮŐĭĭěħľĴŅĵŀŇŏĸŖĔĪĶŀĬŇĔĽƢȮ&E-mail' ĽĶƟŅĚĨŅĶŅĚĬńħľĴŅĵȮľĶŊŀĔŅĶ
ĮĶŃĝŋĴȮőħĵĴňıŊŘĬĪňŗŏĔŖĭĕƟŀĴŌĸĕĬŅħȮ3.ȮGB ĨƞŀįŌƟŒĝƟȮŐĸŃŐĬĭœĲĸƢĽƞĚœħƟĕĬŅħĽŌĚĽŋħȮ03ȮGB  
 
 
 
 
 
 
 
 

ŀňŏĴĸƢȮ&Outlook' ĮġŇĪŇĬȮ&Calendar) 

Word Excel PowerPoint 
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OneDrive 
 ŏėĶŊŗŀĚĴŊŀıŊŘĬĪňŗŏĔŖĭœĲĸƢĽƞĺĬĨńĺĪŅĚŀŀĬœĸĬƢȮŏĝƞĬȮŏŀĔĽŅĶȮUmpbȮ*ȮCvacjȮ*ȮNmucpNmglrȮŏŀĔĽŅĶŀŊŗĬŕȮ
ĶĺĴœĮĩŉĚȮĶŌĮĳŅıȮĺŇħňőŀȮľĶŊŀȮŐĝĶƢŏŀĔĽŅĶȮľĶŊŀőĲĸŏħŀĶƢĶƞĺĴĔńĭįŌƟŀŊŗĬœħƟħƟĺĵĨĬŏŀĚȮĪņŒľƟŏĕƟŅĩŉĚœĲĸƢĚŅĬĨƞŅĚŕȮ
œħƟĪŋĔŏĺĸŅȮěŅĔĶŃĭĭėĸŅĺħƢȮĽŅĴŅĶĩŏĶňĵĔħŌȮOneDrive œħƟįƞŅĬľĸŅĵȮPlatformȮŏĝƞĬȮėŀĴıŇĺŏĨŀĶƢȮŐĸŖĮĪŖŀĮȮ
ŐĸŃőĪĶĻńıĪƢȮŏĮƦĬĨƟĬȮȮ 
 

 

Teams 
 ŏėĶŊŗŀĚĴŊŀĪňŗĩŌĔŀŀĔŐĭĭŏıŊŗŀŏĮƦĬĽŊŗŀĔĸŅĚŒĬĔŅĶĪņĚŅĬĶƞĺĴĔńĬŕȮŏĝƞĬȮĔŅĶĨŇħĨƞŀĽŊŗŀĽŅĶŐĭĭĔĸŋƞĴȮľĶŊŀ
ĽƞĺĬĨńĺȮĔŅĶĮĶŃĝŋĴȮĔŅĶĬńħľĴŅĵȮĶŃĭĭĽĴŋħőĬƠĨĕŀĚľƟŀĚŏĶňĵĬȮĶŃĭĭĕƟŀĴŌĸŏĝŇĚĸŉĔȮĶŃĭĭĔŅĶĽńŗĚĔŅĶĭƟŅĬȮĔŅĶ
ŒľƟŏĔĶħȮľĶŊŀĔŅĶŏĶňĵĬĔŅĶĽŀĬȮŐĭĭŀŀĬœĸĬƢȮŏĕƟŅĩŉĚĭĶŇĔŅĶĪňŗĴňŀĵŌƞŒĬĨńĺĶŃĭĭȮOffice 365 ŏĝƞĬȮœĲĸƢȮ
SharePointȮOneNoteȮPower BIȮĽĶƟŅĚľĶŊŀŐĔƟœĕŏŀĔĽŅĶœħƟŀĵƞŅĚĴňĮĶŃĽŇĪīŇĳŅı 
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Power BI  
 ŏėĶŊŗŀĚĴŊŀĺŇŏėĶŅŃľƢĕƟŀĴŌĸŒĬŏĝŇĚĸŉĔħƟĺĵľĸńĔȮData VisualizationȮĽĶƟŅĚĶŅĵĚŅĬŒĬĶŌĮŐĭĭȮDashboard 
Read-Time ĪňŗĝƞĺĵŒľƟĴŀĚŏľŖĬĳŅıĕƟŀĴŌĸœħƟĝńħŏěĬ ŏıŊŗŀŒĝƟŒĬĔŅĶĺŇŏėĶŅŃľƢĕƟŀĴŌĸœħƟŀĵƞŅĚĶĺħŏĶŖĺŐĸŃĴň
ĮĶŃĽŇĪīŇĳŅı 
 

 

Power Automate  
 ŏėĶŊŗŀĚĴŊŀĔŅĶĽĶƟŅĚȮAutomation ľĶŊŀȮWorkflowȮŏĽĶŇĴĽĶƟŅĚŒĬĔŅĶ Config RPA (Robotic Process 
Automation) ĪňŗěŃĪņľĬƟŅĪňŗŒĬĔŅĶŏĝŊŗŀĴĨƞŀĭĶŇĔŅĶĨƞŅĚŕȮĕŀĚȮoffice 365 ŏĕƟŅħƟĺĵĔńĬȮĝƞĺĵŏĮĸňŗĵĬĶŌĮŐĭĭĔŅĶ
ĪņĚŅĬĞŘņŕȮŒľƟŏĮƦĬĔŅĶĪņĚŅĬŀńĨőĬĴńĨŇȮŏıŇŗĴĮĶŃĽŇĪīŇĳŅıĔŅĶĪņĚŅĬ 
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Power Apps  
 ŏėĶŊŗŀĚĴŊŀŒĬĔŅĶıńĥĬŅȮApplication ŐĭĭĔņľĬħŏŀĚȮŏĝŊŗŀĴĨƞŀĔńĭĭĶŇĔŅĶėĸŅĺħƢȮŐĸŃŐľĸƞĚĕƟŀĴŌĸĪňŗĴň
ŀĵŌƞȮĪņĚŅĬĶƞĺĴĔńĭȮPower Automate ŏıŊŗŀŏĶňĵĔŒĝƟȮWorkflow ŒĬĔŅĶėĺĭėŋĴĽńŗĚĔŅĶȮěńħŏĔŖĭĕƟŀĴŌĸœħƟ 
Ȯ 
 

 

SharePoint 
 ŏėĶŊŗŀĚĴŊŀıŊŘĬĪňŗĽĶƟŅĚŏĺŖĭœĞĨƢȮŒľƟĽŅĴŅĶĩěńħŏĔŖĭœĲĸƢŏŀĔĽŅĶȮľĶŊŀŐĝĶƢĕƟŀĴŌĸĨƞŅĚŕȮĶƞĺĴĔńĬȮĸńĔļĦŃĔŅĶ

ŒĝƟĚŅĬėĸƟŅĵĔńĭȮOneDrive ŐĨƞĴňĔŅĶěńħĔŅĶĽŇĪīŇśŏĕƟŅĩŉĚŒĬĸńĔļĦŃĕŀĚĔĸŋƞĴȮőħĵĴŋƞĚŏĬƟĬŒľƟĽŅĴŅĶĩŏĕƟŅĩŉĚĕƟŀĴŌĸ

œħƟěŅĔĪŋĔŀŋĮĔĶĦƢ 
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Forms 

 ŏėĶŊŗŀĚĴŊŀĪňŗŒĝƟĽĶƟŅĚŐĭĭĪħĽŀĭȮŐĭĭĽŀĭĩŅĴȮŐĭĭĽņĶĺěȮĔŅĶĸĚĪŃŏĭňĵĬȮľĶŊŀŒĝƟĶĺĭĶĺĴĕƟŀĴŌĸěŅĔ
ĭŋėėĸȮŒĬĶŌĮŐĭĭŀŀĬœĸĬƢȮĽŅĴŅĶĩĬņœĮĮĶŃĵŋĔĨƢŒĝƟĚŅĬœħƟľĸŅĵĶŌĮŐĭĭȮŏıŊŗŀŒĝƟŒĬĔŅĶŏĔŖĭȮľĶŊŀĺŇŏėĶŅŃľƢ
ĕƟŀĴŌĸ 
 

Whiteboard 

 ŏėĶŊŗŀĚĴŊŀĪňŗŒĝƟŒĬĔŅĶěħőĬƠĨȮěħŏĸėŏĝŀĶƢȮŀīŇĭŅĵĮĶŃĔŀĭĽŊŗŀĔŅĶĽŀĬȮěħœŀŏħňĵĨƞŅĚŕȮȮŀīŇĭŅĵ

ĮĶŃĔŀĭĽŊŗŀĔŅĶĽŀĬȮĔŅĶŐĝĶƢœŀŏħňĵĶƞĺĴĔńĬĕŀĚĪňĴ ĽŅĴŅĶĩŐĮŃĶŌĮĳŅıȮĺŇħňőŀȮĮĶŃĔŀĭœŀŏħňĵĸĚœĮŒĬ

ĔĶŃħŅĬȮľĶŊŀŐĮŃȮSticky Note (őıĽĨƢŀŇĪ ŒĝƟĚŅĬœħƟĪńŘĚĭĬŏĺŖĭœĞĨƢȮŐĸŃŐŀııĸŇŏėĝńŗĬŏĺŖĭœĞĨƢ' 
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ĔŅĶĨŇħĨńŘĚȮMicrosoft office 365 
 

 

&/'ȮėĸŇĔȮInstall apps ěŅĔĬńŘĬ &0'ȮėĸŇĔȮMicrosoft 365 apps ĶŃĭĭěŃĪņĔŅĶħŅĺĬƢőľĸħœĲĸƢĝŊŗŀȮ
ŴOfficeSetupŵ 
 

 

&1'ȮħńĭŏĭŇŘĸėĸŇĔœĲĸƢȮŏıŊŗŀħņŏĬŇĬĔŅĶĨŇħĨńŘĚ 

  

1, ėĸŇĔȮInstall apps. 

2, ėĸŇĔȮMicrosoft 365 apps 

1,ȮħńĭŏĭŇŘĸėĸŇĔœĲĸƢȮŏıŊŗŀħņŏĬŇĬĔŅĶĨŇħĨńŘĚ 
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&2'ȮĶŃĭĭěŃĪņĔŅĶĨŇħĨńŘĚěĬŏĽĶŖěĽŇŘĬ 
  

2,ȮĶŃĭĭěŃĪņĔŅĶĨŇħĨńŘĚěĬŏĽĶŖěĽŇŘĬĨŇħĨńŘĚ 
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ĔŅĶŒĝƟĚŅĬȮMicrosoft office 356 ėĶńŘĚŐĶĔ 
 

 

&/,/'ȮŀŅěŅĶĵƢŐĸŃŏěƟŅľĬƟŅĪňŗȮĽŅĴŅĶĩŏĕƟŅŒĝƟľĬƟŅľĸńĔĶŃĭĭȮOffice 365 œħƟĪňŗȮĭĶŇĔŅĶĽņľĶńĭŀŅěŅĶĵƢŐĸŃ
ŏěƟŅľĬƟŅĪňŗȮhttps://www.thonburi-u.ac.th/tru/service/menu-tcher 

 

 

&/,0'ȮĬńĔĻŉĔļŅ ĽŅĴŅĶĩŏĕƟŅŒĝƟľĬƟŅľĸńĔĶŃĭĭȮOffice 365 œħƟĪňŗȮĭĶŇĔŅĶĽņľĶńĭĬńĔĻŉĔļŅ 
https://www.thonburi-u.ac.th/tru/service/menu-stu 
 

 

&0'ȮŀŅěŅĶĵƢȮŐĸŃȮĬńĔĻŉĔļŅȮėĸŇĔȮŏĴĬŌȮOffice 143Ȯ 

0,ȮėĸŇĔȮOffice 143 

&/,0'ȮėĸŇĔ ĭĶŇĔŅĶ
ĽņľĶńĭĬńĔĻŉĔļŅ 

 

&/,/'ȮėĸŇĔ ĭĶŇĔŅĶ
ĽņľĶńĭŀŅěŅĶĵƢ
ŐĸŃŏěƟŅľĬƟŅĪňŗ 

https://www.thonburi-u.ac.th/tru/service/menu-tcher
https://www.thonburi-u.ac.th/tru/service/menu-stu
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&1'ȮĔĶŀĔȮŀňŏĴĸƢȮOffice 143ȮŒĬĔĶĦňĪňŗŏĮƦĬŀŅěŅĶĵƢȮŒľƟĔĶŀĔŀňŏĴĸƢȮĕŀĚŀŅěŅĶĵƢȮ&@trums.thonburi-u.ac.th' 

ĔĶĦňĪňŗŏĮƦĬĬńĔĻŉĔļŅȮŒľƟĔĶŀĔŀňŏĴĸƢȮėŊŀȮĶľńĽĮĶŃěņĨńĺĬńĔĻŉĔļŅ/1ľĸńĔ@trums.thonburi-u.ac.th 
ěŅĔĬńŘĬėĸŇĔȮĩńħœĮ 
 

 

&2'ȮŒĽƞȮPassword ĪňŗĪŅĚĴľŅĺŇĪĵŅĸńĵŏĨĶňĵĴŒľƟȮľĶŊŀĪŅĚĻŌĬĵƢėŀĴıŇĺŏĨŀĶƢŐĸŃĽŅĶĽĬŏĪĻȮĪņĔŅĶĶňŏĞŖĨŒľƟ 
 

1,ȮĶľńĽĮĶŃěņĨńĺĬńĔĻŉĔļŅȮ/1ȮľĸńĔȮ
@trums.thonburi-u.ac.th 

2,ȮĨńĺŀĵƞŅĚȮPassword 
Tru@7./01 

 

 

 

ėĸŇĔĩńħœĮ 

ėĸŇĔĸĚĝŊŗŀŏĕƟŅŒĝƟ 
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&3'ȮĪņĔŅĶŏĮĸňŗĵĬȮPassword ĕŀĚŀŅěŅĶĵƢ-ĬńĔĻŉĔļŅ  
 +ȮĭĶĶĪńħĪňŗȮ/ȮŒľƟĔĶŀĔĶľńĽįƞŅĬĮƤěěŋĭńĬ 
 +ȮĭĶĶĪńħĪňŗȮ0ȮŒľƟĔĶŀĔĶľńĽįƞŅĬŒľĴƞĕŀĚŀŅěŅĶĵƢ-ĬńĔĻŉĔļŅȮėĺĶĴňȮŀńĔļĶıŇĴıƢŒľĠƞȮŀńĔļĶıŇĴıƢŏĸŖĔȮ
ĨńĺŏĸĕȮŀńĔļĶıŇŏĻļ 
 +ȮĭĶĶĪńħĪňŗȮ1ȮĕńŘĬĨŀĬĔŅĶĵŊĬĵńĬĶľńĽįƞŅĬȮŒľƟĔĶŀĔĶľńĽįƞŅĬĪňŗŀŅěŅĶĵƢ-ĬńĔĻŉĔļŅȮĨńŘĚĕŉŘĬȮŒĬĭĶĶĪńħĪňŗȮ0 
 +ȮėĸŇĔȮĸĚĝŊŗŀŏĕƟŅŒĝƟȮŏĮƦĬĔŅĶĵŊĬĵńĬĶľńĽįƞŅĬĪňŗŀŅěŅĶĵƢ-ĬńĔĻŉĔļŅȮĨńŘĚŒľĴƞ 
 

 
 

&4'ȮěŅĔĬńŘĬȮĶŃĭĭȮěŃĩŅĴĕƟŀĴŌĸŏıŇŗĴŏĨŇĴŒľƟȮėĸŇĔȮĩńħœĮ 

ĨńĺŀĵƞŅĚȮtru@7./01 
ĨńĺŀĵƞŅĚȮAbc1234@

Š@ 
ĨńĺŀĵƞŅĚȮAbc1234@ 

ėĸŇĔȮĸĚĝŊŗŀŏĕƟŅŒĝƟ 

ėĸŇĔȮĩńħœĮ 
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&5'ȮĶŃĭĭĨƟŀĚĔŅĶĵŊĬĵńĬĨńĺĨĬĕŀĚŀŅěŅĶĵƢ-ĬńĔĻŉĔļŅȮěŃŐĭƞĚŀŀĔŏĮƦĬȮ0ȮŐĭĭ 
 &5,/'ȮĵŊĬĵńĬĨńĺĨĬħƟĺĵŏĭŀĶƢőĪĶĻńıĪƢȮŒľƟėĸŇĔȮĨńŘĚėƞŅŏħňŚĵĺĬňŘ 
 &5,0'ȮĵŊĬĵńĬĨńĺĨĬħƟĺĵŀňŏĴĸƢȮŒľƟėĸŇĔȮĨńŘĚėƞŅŏħňŚĵĺĬňŘ 
 
 
&5,/'ȮĕńŘĬĨŀĬĔŅĶĵŊĬĵńĬĨńĺĨĬħƟĺĵŏĭŀĶƢőĪĶĻńıĪƢ 

 

 5,/,/ȮŒľƟŀŅěŅĶĵƢ-ĬńĔĻŉĔļŅȮėĸŇĔŏĸŊŀĔȮĮĶŃŏĪĻœĪĵȮ&)44'ȮȮŒĽƞŏĭŀĶƢőĪĶĻńıĪƢĕŀĚŀŅěŅĶĵƢ-ĬńĔĻŉĔļŅȮ 
ėĸŇĔȮĽƞĚĕƟŀėĺŅĴĩŉĚĜńĬȮěŅĔĬńŘĬĶŃĭĭěŃĽƞĚŏĸĕȮOPDP œĮľŅŀŅěŅĶĵƢ-ĬńĔĻŉĔļŅ 

&5,/'ȮĵŊĬĵńĬĨńĺĨĬħƟĺĵŏĭŀĶƢőĪĶĻńıĪƢȮŒľƟėĸŇĔȮĨńŘĚėƞŅŏħňŚĵĺĬňŘ 

&5,0'ȮĵŊĬĵńĬĨńĺĨĬħƟĺĵŀňŏĴĸƢȮŒľƟėĸŇĔȮĨńŘĚėƞŅŏħňŚĵĺĬňŘ 

ŏĸŊŀĔȮœĪĵȮ&)44' 

ŒĽƞŏĭŀĶƢőĪĶĻńıĪƢ 

ėĸŇĔȮĽƞĚĕƟŀėĺŅĴĩŉĚĜńĬ 
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 5,/,0ȮĶŀĶľńĽȮOPDPȮĮĶŃĴŅĦȮ/+5 ĬŅĪň 

 

 

 5,/,3ȮĔĶŀĔĶľńĽȮOPDP ĪňŗœħƟěŅĔĕƟŀėĺŅĴȮSMSȮŒľƟėĸŇĔȮĨĶĺěĽŀĭ 
 

ĨńĺŀĵƞŅĚŏĸĕȮOPDP 

0,ȮĨĶĺěĽŀĭ 

/,ȮĨńĺŀĵƞŅĚȮĔĶŀĔĶľńĽȮOPDP 
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 5,/,2ȮěŃĴňȮPȮŏėĶŊŗŀĚľĴŅĵĩŌĔȮŐĽħĚħƟŅĬľĬƟŅȮŒľƟėĸŇĔȮŏĽĶŖěĽŇŘĬ 

&5,0'ȮĕńŘĬĨŀĬĔŅĶĵŊĬĵńĬĨńĺĨĬħƟĺĵŀňŏĴĸƢ 

 
 5,0,/ȮŒľƟėĸŇĔȮĨńŘĚėƞŅŏħňŚĵĺĬňŘȮľĶŊŀȮSet it up now 

 
 5,0,2ȮŒľƟŀŅěŅĶĵƢ-ĬńĔĻŉĔļŅȮĔĶŀĔȮŀňŏĴĸƢĽƞĺĬĨńĺĕŀĚŀŅěŅĶĵƢ-ĬńĔĻŉĔļŅȮŏıŊŗŀŒľƟĶŃĭĭĪņĔŅĶĽƞĚĶľńĽȮ
OPDP œĮĪŅĚŀňŏĴĸƢĕŀĚŀŅěŅĶĵƢ-ĬńĔĻŉĔļŅ 

ěŃĴňȮŏėĶŊŗŀĚľĴŅĵĩŌĔ 
ŐĽħĚħƟŅĬľĬƟŅ 

ėĸŇĔȮŏĽĶŖěĽŇŘĬ 

 

ĵŊĬĵńĬĨńĺĨĬħƟĺĵŀňŏĴĸƢȮŒľƟėĸŇĔȮĨńŘĚėƞŅŏħňŚĵĺĬňŘȮ&Set it up now' 

ĔĶŀĔŀňŏĴĸƢĽƞĺĬĨńĺĕŀĚŀŅěŅĶĵƢȮľĶŊŀĕŀĚĬńĔĻŉĔļŅȮ 
ĨńĺŀĵƞŅĚ 

ȮTRU../@gmail.comȮľĶŊŀȮCom001@hotmail.com 
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 5,0,3ȮĶŀĶľńĽ OPDPȮĮĶŃĴŅĦȮ/+5 ĬŅĪň 

 
 5,0,2ȮĔĶŀĔĶľńĽ OPDPȮěŅĔĬńŘĬȮėĸŇĔĨĶĺěĽŀĭ 

 
 5,0,3ȮěŃĴňȮPȮŏėĶŊŗŀĚľĴŅĵĩŌĔȮŐĽħĚħƟŅĬľĬƟŅȮŒľƟėĸŇĔȮŏĽĶŖěĽŇŘĬ 

ĨńĺŀĵƞŅĚȮĨńĺŏĸĕȮOPDP 

0,ȮĨĶĺěĽŀĭ 

/,ȮěŃĴňȮŏėĶŊŗŀĚľĴŅĵĩŌĔ 
ŐĽħĚħƟŅĬľĬƟŅ 

0,ȮėĸŇĔȮŏĽĶŖěĽŇŘĬ 

 

 

  

 

/,ȮĨńĺŀĵƞŅĚȮĔĶŀĔĶľńĽȮOPDP 
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ĔŅĶĔŌƟėŊĬĶľńĽįƞŅĬȮħƟĺĵŀňŏĴĸƢ 
 

 

&/'ȮėĸŇĔȮĶňŏĞŖĨĪńĬĪňȮ&reset it now) ľĶŊŀȮĸŊĴĶľńĽįƞŅĬĕŀĚĜńĬȮ&Forgot my password) ŏıŊŗŀĶňŏĞŖĨĶľńĽįƞŅĬ 
 

 

&0'ȮĮƚŀĬŀňŏĴĸƢĪňŗĨƟŀĚĔŅĶěŃĶňŏĞŖĨĶľńĽįƞŅĬȮŐĸŃȮ&1'ȮĮƚŀĬĨńĺŀńĔļĶĪňŗĮĶŅĔġŒĬĶŌĮȮěŅĔĬńŘĬȮ&2'ȮėĸŇĔȮNext 
  

/,ȮėĸŇĔȮĶňŏĞŖĨĪńĬĪňȮ&reset it now' ľĶŊŀȮ 
ĸŊĴĶľńĽįƞŅĬĕŀĚĜńĬȮ&Forgot my password'Ȯ
ŏıŊŗŀĶňŏĞŖĨĶľńĽįƞŅĬ 

0,ȮĮƚŀĬŀňŏĴĸƢĪňŗĨƟŀĚĔŅĶěŃĶňŏĞŖĨĶľńĽįƞŅĬ 

1,ȮĮƚŀĬĨńĺŀńĔļĶĪňŗĮĶŅĔġŒĬĶŌĮ 

4, ėĸŇĔȮNext 
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&3'ȮėĸŇĔȮEmail ŐĸŃĶŃĭĭěŃĪņĔŅĶĽƞĚȮverification code œĮĪňŗŀňŏĴĸƢĽņĶŀĚ 
 
 

&4'ȮĬņȮVerify Code ĪňŗĶŃĭĭĪņĔŅĶĽƞĚĴŅĔĶŀĔȮěŅĔĬńŘĬȮ&5'ȮėĸŇĔȮNext 
  

3,ȮėĸŇĔȮEmail ŐĸŃĶŃĭĭěŃĪņĔŅĶĽƞĚȮ
verification code œĮĪňŗŀňŏĴĸƢĽņĶŀĚ  

4,ȮĬņȮVerify Code ĪňŗĶŃĭĭĪņĔŅĶĽƞĚĴŅĔĶŀĔ 

5,ȮėĸŇĔȮNext 
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&6'ȮĮƚŀĬĶľńĽįƞŅĬŒľĴƞȮŐĸŃȮ&7'ȮĮƚŀĬĶľńĽįƞŅĬĪňŗĨńŘĚŒľĴƞŀňĔėĶńŘĚȮěŅĔĬńŘĬ &/.'ȮėĸŇĔȮFinish 
ľĴŅĵŏľĨŋȮĔŅĶĨńŘĚĶľńĽįƞŅĬŒľĴƞěŃĨƟŀĚĴňȮ 

+ȮĨńĺŀńĔļĶĕńŘĬĨŗņȮ6ȮĨńĺŀńĔļĶ 
+ȮĨńĺŀńĔļĶĨńĺıŇĴıƢŒľĠƞȮŏĝƞĬȮ?Ȯ*Ȯ@Ȯ*ȮAȮ,ȮBȮźȮ*ȮX 
+ȮĴňĨńĺŀńĔļĶĨńĺıŇĴıƢŏĸŖĔȮŏĝƞĬȮ_Ȯ*Ȯ`Ȯ*ȮaȮ*ȮbȮźȮ*Ȯx 
+ȮĴňĨńĺŏĸĕȮŏĝƞĬȮȮ. , / , 0 , 1ȮȮźȮ, 7 
+ȮĴňŀńĔĕĶıŇŏĻļȮŏĝƞĬȮ@ , # , ! 

 

 

&//'ȮėĸŇĔȮclick here ŏıŊŗŀĸĚĝŊŗŀŏĕƟŅŒĝƟȮħƟĺĵĶľńĽįƞŅĬŒľĴƞŀňĔėĶńŘĚ  

6,ȮĮƚŀĬĶľńĽįƞŅĬŒľĴƞȮ 
7,ȮĮƚŀĬĶľńĽįƞŅĬ
ĪňŗĨńŘĚŒľĴƞŀňĔėĶńŘĚ 

/.,ȮėĸŇĔȮFinish 

//,ȮėĸŇĔȮclick here ŏıŊŗŀĸĚĝŊŗŀŏĕƟŅŒĝƟȮħƟĺĵĶľńĽįƞŅĬŒľĴƞŀňĔėĶńŘĚ 
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ĔŅĶĔŌƟėŊĬĶľńĽįƞŅĬȮħƟĺĵŏĭŀĶƢőĪĶĻńıĪƢ 
 

 

&/'ȮėĸŇĔȮĶňŏĞŖĨĪńĬĪňȮ&reset it now) ľĶŊŀȮĸŊĴĶľńĽįƞŅĬĕŀĚĜńĬȮ&Forgot my password) ŏıŊŗŀĶňŏĞŖĨĶľńĽįƞŅĬ 
 
 

 

&0'ȮĮƚŀĬŀňŏĴĸƢĪňŗĨƟŀĚĔŅĶěŃĶňŏĞŖĨĶľńĽįƞŅĬȮŐĸŃȮ&1'ȮĮƚŀĬĨńĺŀńĔļĶĪňŗĮĶŅĔġŒĬĶŌĮȮěŅĔĬńŘĬȮ&2'ȮėĸŇĔȮNext 
  

/,ȮėĸŇĔȮĶňŏĞŖĨĪńĬĪňȮ&reset it now' ľĶŊŀȮĸŊĴĶľńĽįƞŅĬĕŀĚĜńĬȮ
&Forgot my password'ȮŏıŊŗŀĶňŏĞŖĨĶľńĽįƞŅĬ 

0,ȮĮƚŀĬŀňŏĴĸƢĪňŗĨƟŀĚĔŅĶěŃĶňŏĞŖĨĶľńĽįƞŅĬ 

1,ȮĮƚŀĬĨńĺŀńĔļĶĪňŗĮĶŅĔġŒĬĶŌĮ 

4, ėĸŇĔȮNext 
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&3'ȮŒĽƞŏĭŀĶƢőĪĶĻńıĪƢȮŒľƟĨĶĚĔńĭĪňŗĶŃĭĭĶŃĭŋŏĭŀĶƢĸĚĪƟŅĵȮ0ȮĨńĺȮěŅĔĬńŘĬȮ&4'ȮėĸŇĔȮTextȮŐĸŃĶŃĭĭěŃĪņĔŅĶĽƞĚȮ
verification code œĮĪňŗȮĕƟŀėĺŅĴĕŀĚŏĭŀĶƢőĪĶĻńıĪƢĪňŗĶŃĭŋ 
 
 

&7' ĬņȮVerification Code ĪňŗĶŃĭĭĪņĔŅĶĽƞĚĴŅĔĶŀĔȮěŅĔĬńŘĬȮ&6'ȮėĸŇĔȮNext 
  

3,ȮŒĽƞŏĭŀĶƢőĪĶĻńıĪƢȮŒľƟĨĶĚĔńĭĪňŗ
ĶŃĭĭĶŃĭŋŏĭŀĶƢĸĚĪƟŅĵȮ0ȮĨńĺ  ĨńĺŀĵƞŅĚȮ.632245.40 

4,ȮėĸŇĔȮText  

5,ȮĬņȮVerification Code ĪňŗĶŃĭĭĪņĔŅĶĽƞĚĴŅĔĶŀĔ 

8,ȮėĸŇĔȮNext 
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&7'ȮĮƚŀĬĶľńĽįƞŅĬŒľĴƞȮŐĸŃȮ&/.'ȮĮƚŀĬĶľńĽįƞŅĬĪňŗĨńŘĚŒľĴƞŀňĔėĶńŘĚȮěŅĔĬńŘĬ &//'ȮėĸŇĔȮFinish 
ľĴŅĵŏľĨŋȮĔŅĶĨńŘĚĶľńĽįƞŅĬŒľĴƞěŃĨƟŀĚĴňȮ 

+ȮĨńĺŀńĔļĶĕńŘĬĨŗņȮ6ȮĨńĺŀńĔļĶ 
+ȮĨńĺŀńĔļĶĨńĺıŇĴıƢŒľĠƞȮŏĝƞĬȮ?Ȯ*Ȯ@Ȯ*ȮAȮ,ȮBȮźȮ*ȮX 
+ȮĴňĨńĺŀńĔļĶĨńĺıŇĴıƢŏĸŖĔȮŏĝƞĬȮ_Ȯ*Ȯ`Ȯ*ȮaȮ*ȮbȮźȮ*Ȯx 
+ȮĴňĨńĺŏĸĕȮŏĝƞĬȮȮ. , / , 0 , 1ȮȮźȮ, 7 
+ȮĴňŀńĔĕĶıŇŏĻļȮŏĝƞĬȮ@ , # , ! 

 

 

&/0'ȮėĸŇĔȮclick here ŏıŊŗŀĸĚĝŊŗŀŏĕƟŅŒĝƟȮħƟĺĵĶľńĽįƞŅĬŒľĴƞŀňĔėĶńŘĚ 
 
  

7,ȮĮƚŀĬĶľńĽįƞŅĬŒľĴƞȮ 

/.,ȮĮƚŀĬĶľńĽįƞŅĬĪňŗŒľĴƞŀňĔėĶńŘĚ 

//,ȮėĸŇĔȮFinish 

/0,ȮėĸŇĔȮclick here ŏıŊŗŀĸĚĝŊŗŀŏĕƟŅŒĝƟȮħƟĺĵĶľńĽįƞŅĬŒľĴƞŀňĔėĶńŘĚ 
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ĔŅĶŒĝƟĚŅĬȮOutlook 
 ľĬƟŅěŀŏĶŇŗĴĨƟĬĔŅĶŒĝƟĚŅĬȮOutlook 
 

 
 &/'ȮěħľĴŅĵŒľĴƞȮ&New Mail' ĽņľĶńĭĔŅĶĽĶƟŅĚĕƟŀėĺŅĴŒľĴƞ 
 &0'ȮŐĩĭŏėĶŊŗŀĚĴŊŀȮ&Ribbon'ȮĝƞĺĵŒĬĔŅĶėƟĬľŅėņĽńŗĚĪňŗĨƟŀĚĔŅĶœħƟŀĵƞŅĚĶĺħŏĶŖĺ ŒĬľĬƟŅŐĶĔȮŐĩĭ
ŏėĶŊŗŀĚĴŊŀěŃŒĝƟĚŅĬœħƟȮĔŖĨƞŀŏĴŊŗŀĴňĔŅĶŏĸŊŀĔěħľĴŅĵ ŏĝƞĬȮĸĭȮ&Delete' , ŏĔŖĭĩŅĺĶȮ&Archive' , ĶŅĵĚŅĬȮ
&Report'Ȯ, ĸƟŅĚȮ&Sweep'ȮŏĮƦĬĨƟĬ 
 &1'ȮőĲĸŏħŀĶƢȮĶŅĵĔŅĶőĲĸŏħŀĶƢĨƞŅĚŕȮŒĬĔĸƞŀĚěħľĴŅĵȮĪńŘĚĔĸƞŀĚěħľĴŅĵȮ&Inbox'ȮĶŅĵĔŅĶĪňŗĽƞĚȮ&Sent 
Items'ȮľĶŊŀȮĶŅĵĔŅĶĪňŗĩŌĔĸĭȮ&Delete Items'ȮľŅĔĴňĔŅĶĭńĬĪŉĔĶŅĵĔŅĶőĮĶħȮĔŖěŃŏĕƟŅœĮŀĵŌƞŒĬőĲĸŏħŀĶƢ
ĶŅĵĔŅĶőĮĶħȮ&Favorites'ȮȮŏĝƞĬȮĔĸƞŀĚěħľĴŅĵŏĕƟŅ &Inbox' : ŏĔŖĭěħľĴŅĵĪňŗĽƞĚŏĕƟŅĴŅȮ,ȮŐĭĭĶƞŅĚȮ&Drafts' : 
ŏĔŖĭěħľĴŅĵĪňŗĵńĚœĴƞœħƟĽƞĚ , ĶŅĵĔŅĶĪňŗĽƞĚȮ&Sent Items' : ŏĔŖĭěħľĴŅĵĪňŗĽƞĚŀŀĔ ,ȮĶŅĵĔŅĶĪňŗĩŌĸĭȮ&Delete 
Items' : ŏĔŖĭěħľĴŅĵĪňŗĩŌĔĸĭĴŅıńĔœĺƟĽŅĴŅĶĩĔŌƟėŊĬœħƟȮĳŅĵŒĬȮ1.ȮĺńĬ ĦȮĺńĬĪňŗĸĭ 
 &2'ȮŐĽħĚĶŅĵĔŅĶŀňŏĴĸƢĪńŘĚľĴħŒĬőĲĸŏħŀĶƢĮƤěěŋĭńĬȮŐĨƞĸŃĶŅĵĔŅĶĴňĕƟŀĴŌĸŏıŇŗĴŏĨŇĴȮŏĝƞĬȮěņĬĺĬŀňŏĴĸƢ
ĪńŘĚľĴħȮěņĬĺĬŀňŏĴĸƢĪňŗĵńĚœĴƞœħƟŀƞŅĬȮľĶŊŀĽŅĴŅĶĩĔĶŀĚĶŅĵĔŅĶŀňŏĴĸƢŀĵƞŅĚĝńħŏěĬȮœħƟŐĔƞȮĪńŘĚľĴħȮ&All'Ȯ, ĵńĚœĴƞœħƟ
ŀƞŅĬ &Unsend'Ȯ, ėƞŅĽĩŅĬŃȮ&Flagged'Ȯ , ĩŉĚĜńĬȮ&To me'Ȯ, ĴňœĲĸƢŐĬĭĴŅ &Has files'Ȯ,  ĔĸƞŅĺĩŉĚĜńĬȮ
&Mentions me' 
 &3'ȮľĬƟŅĨƞŅĚėƟĬľŅŀňŏĴĸƢȮĨŅĴŏĚŊŗŀĬœĕĨƞŅĚŕȮ 
 &4'ȮĽƞĺĬŐĽħĚįĸŀňŏĴĸƢĪňŗŏĸŊŀĔœĺƟȮĩƟŅľŅĔŀňŏĴĸƢĴňľńĺĕƟŀŏħňĵĺĔńĬěŃŐĽħĚŏĮƦĬĶŅĵĔŅĶĵƞŀĵŕȮŏıŊŗŀĸħ
ĕńŘĬĨŀĬĔŅĶŏĮƕħľĸŅĵŕȮŀňŏĴĸƢȮĪńŘĚĵńĚĽŅĴŅĶĩĨŀĭĔĸńĭ ȮľĶŊŀȮĽƞĚĨƞŀȮ  

/ 
1 

3 

2 4

0 
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ĔŅĶĨńŘĚėƞŅĳŅļŅȮ&ĔĶĦňŀĵŅĔŏĮĸňŗĵĬĳŅļŅŒľƟŏĮƦĬĳŅļŅœĪĵ' 
 

 ėĸŇĔȮȮĔŅĶĨńŘĚėƞŅȮ 
  
 

 &1' ėĸŇĔȮGeneral +> &0'ȮLanguage and time -> &1'ȮėĸŇĔȮŏĮĸňŗĵĬŏĮƦĬȮœĪĵȮěŅĔĬńŘĬȮ 
 &2'ȮėĸŇĔȮSave  
  

ėĸŇĔȮȮĔŅĶĨńŘĚėƞŅ 

/,ȮėĸŇĔȮGeneral 

0, ėĸŇĔȮLanguage and time 

1, ėĸŇĔȮŏĮĸňŗĵĬŏĮƦĬȮœĪĵ 

2,ȮėĸŇĔȮSave 
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ĔŅĶĨńŘĚėƞŅȮĨĶĺěĽŀĭıŊŘĬĪňŗŏĔŖĭĕƟŀĴŌĸȮŐĸŃĔŅĶĸƟŅĚŏĬŊŘŀľŅ 
 

 

 ėĸŇĔȮȮĔŅĶĨńŘĚėƞŅȮ 

 

 

 &/'ȮėĸŇĔȮĪńŗĺœĮȮěŅĔĬńŘĬȮ&0'ȮėĸŇĔȮĪňŗŏĔŖĭĕƟŀĴŌĸ 
 +ȮěņĬĺĬıŊŘĬĪňŗŏĔŖĭĕƟŀĴŌĸȮ: ĭŀĔěņĬĺĬıŊŘĬĪňŗĪńŘĚľĴħĪňŗĴňȮŐĸŃĽĶŋĮěņĬĺĬıŊŘĬĪňŗŒĝƟœĮ 
 +ȮĔŅĶĸƟŅĚŏĬŊŘŀľŅȮ: ĸƟŅĚŏĬŊŘŀľŅĪňŗŀĵŌƞĳŅĵŒĬȮőĲĸŏħŀĶƢĶŅĵĔŅĶĪňŗĩŌĔĸĭȮ, őĲĸŏħŀĶƢĔĸƞŀĚěħľĴŅĵŏĕƟŅ ,Ȯ
őĲĸŏħŀĶƢŐĭĭĶƞŅĚ ľĶŊŀőĲĸŏħŀĶƢŀŊŗĬŕȮĨŅĴĪňŗĽĶƟŅĚȮŀĵƞŅĚĩŅĺĶȮ&œĴƞĽŅĴŅĶĩĔŌƟėŊĬœħƟ'ȮőħĵŐĭƞĚĔŅĶĸƟŅĚŏĬŊŘŀľŅŏĮƦĬȮ
ĪńŘĚľĴħȮ1ȮŏħŊŀĬŐĸŃŏĔƞŅĔĺƞŅĬńŘĬȮ, 6 ŏħŊŀĬŐĸŃŏĔƞŅĔĺƞŅĬńŘĬȮ, /0ȮŏħŊŀĬŐĸŃŏĔƞŅĔĺƞŅĬńŘĬȮŏıŊŗŀĝƞĺĵŏıŇŗĴıŊŘĬĪňŗĺƞŅĚ
ŒľƟĔńĭĪňŗŏĔŖĭĕƟŀĴŌĸ 
 

  

ėĸŇĔȮȮĔŅĶĨńŘĚėƞŅ 

/,ȮėĸŇĔȮĪńŗĺœĮ 

0,ȮėĸŇĔȮĪňŗŏĔŖĭĕƟŀĴŌĸ 

ěņĬĺĬıŊŘĬĪňŗŏĔŖĭĕƟŀĴŌĸ 

ĔŅĶĸƟŅĚŏĬŊŘŀľŅ 
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ĔŅĶĨńŘĚėƞŅȮŏıŇŗĴĸŅĵŏĞŖĬŀňŏĴĸƢȮőħĵŀńĨőĬĴńĨŇȮ&ŒĽƞĪŋĔėĶńŘĚĪňŗŏĕňĵĬěħľĴŅĵ' 
 

 

 ėĸŇĔȮȮĔŅĶĨńŘĚėƞŅ 
Ȯ 
 

 &/'ȮėĸŇĔȮěħľĴŅĵȮ+> &0'ȮėĸŇĔȮŏĕňĵĬĨŀĭȮ->Ȯ&1'ȮĨńŘĚĝŊŗŀĸŅĵŏĞŖĬȮ-> &2'ȮŒĽƞĶŅĵĸŃŏŀňĵħĸŅĵŏĞŖĬȮ->Ȯ
 &3'ȮĭńĬĪŉĔȮȮ->Ȯ&4'ȮľĸńĚěŅĔĭńĬĪŉĔŒľƟŏĸŊŀĔĸŅĵŏĞŖĬĪňŗĽĶƟŅĚœĺƟ 

  

ėĸŇĔȮȮĔŅĶĨńŘĚėƞŅ 

0,ȮėĸŇĔȮŏĕňĵĬŐĸŃĨŀĭĔĸńĭ 

1,ȮĨńŘĚĝŊŗŀĸŅĵŏĞŖĬ 

/,ȮėĸŇĔȮěħľĴŅĵ 

2,ȮŒĽƞĶŅĵĸŃŀňĵħĕŀĚĸŅĵŏĞŖĬ 

3,ȮĭńĬĪŉĔ 

4,ȮľĸńĚěŅĔĭńĬĪŉĔȮŒľƟŏĸŊŀĔ
ĸŅĵŏĞŖĬĪňŗĽĶƟŅĚœĺƟ 
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ĔŅĶĽĶƟŅĚěħľĴŅĵŒľĴƞ 
 

 ėĸŇĔȮěħľĴŅĵŒľĴƞȮȮ ȮěŃŐĽħĚľĬƟŅěħľĴŅĵŒľĴƞĕŉŘĬĴŅ 

 

 
 &/'ȮĩŉĚȮ&To' ĽņľĶńĭŒĽƞŀňŏĴĸƢĕŀĚįŌƟĪňŗěŃŒľƟĶńĭěħľĴŅĵȮĽŅĴŅĶĩŒĽƞįŌƟĶńĭœħƟĴŅĔĔĺƞŅȮ/ȮėĬ 
 ȮȮȮȮȮĽņŏĬŅĸńĭĩŉĚȮ&Bcc' ĽņľĶńĭįŌƟŒĝƟ ŏıŇŗĴįŌƟĶńĭĪňŗœĴƞĨƟŀĚĔŅĶŒľƟįŌƟĶńĭŀŊŗĬŕȮĪĶŅĭĺƞŅįŌƟŒĝƟĽƞĚŀňŏĴĸƢľŅĭŋėėĸ
ĬńŘĬħƟĺĵ 
 ȮȮȮȮȮĽņŏĬŅĩŉĚȮ&Cc' ĽņľĶńĭĨƟŀĚĔŅĶŒľƟįŌƟĶńĭȮĶńĭĶŌƟŏĬŊŘŀľŅŒĬŀňŏĴĸƢŏĪƞŅĬńŘĬ 
 ȮȮȮȮȮĝŊŗŀŏĶŊŗŀĚȮ&Add a subject' ĽņľĶńĭĝŊŗŀľńĺŏĶŊŗŀĚĕŀĚěħľĴŅĵ 
 ȮȮȮȮȮŏĬŊŘŀľŅěħľĴŅĵȮĽņľĶńĭŒĽƞĶŅĵĸŃŏŀňĵħěħľĴŅĵȮľĶŊŀŐĬĭœĲĸƢ 
 &0'ȮŐĩĭŏėĶŊŗŀĚĴŊŀȮ&Ribbon'ȮŒĬĽƞĺĬĕŀĚĔŅĶĽĶƟŅĚěħľĴŅĵȮěŃĪņĚŅĬĔŖĨƞŀŏĴŊŗŀĪņŀĵŌƞŒĬȮŴŏĬŊŘŀľŅ
ěħľĴŅĵŵȮŒĝƟĽņľĶńĭĨĔŐĨƞĚȮěńħĕƟŀėĺŅĴȮĨŅĶŅĚȮŐĪĶĔĶŌĮȮŐĪĶĔœĲĸƢȮŏıŇŗĴĸŅĵŏĞŖĬȮĺŅħ ľĶŊŀĔŅĶĨńŘĚėƞŅěħľĴŅĵ 
 &1'ȮĽƞĚȮ&Send' ŒĝƟĽņľĶńĭĽƞĚěħľĴŅĵ 
  

/ 

0 

1 
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ĔŅĶĭńĬĪŉĔěħľĴŅĵĶƞŅĚ 
 

 

 &/'ȮėĸŇĔȮŹŹŹȮ+> ěŅĔĬńŘĬȮ&0'ȮėĸŇĔȮĭńĬĪŉĔŐĭĭĶƞŅĚȮĨńĺěħľĴŅĵěŃœĮŀĵŌƞŒĬőĲĸŏħŀĶƢȮŐĭĭĶƞŅĚȮ&Drafts' 

  

/.ȮėĸŇĔȮŹŹŹ 

0.ȮŏĸŊŀĔȮĭńĬĪŉĔŐĭĭĶƞŅĚ 



31 
 

ĔŅĶĸĭěħľĴŅĵ  
 ŏĮƦĬĔŅĶěńħĶŃŏĭňĵĭěħľĴŅĵȮľĶŊŀŏėĸňĵĶƢıŊŘĬĪňŗȮŏĝƞĬȮĽŐĮĴȮőęļĦŅȮĕƟŀĴŌĸŐěƟĚŏĨŊŀĬȮFacebook , 
Instagram ĞŉŗĚĽŅĴŅĶĩĔŌƟėŊĬœħƟĳŅĵŒĬȮ1.ȮĺńĬȮĞŉŗĚŐĭƞĚŏĮƦĬȮ1ȮŐĭĭ 

- ŐĭĭĪňŗȮ/ȮĸĭĪňĸŃěħľĴŅĵ  
 

 &/'ȮŏĸŊŀĔȮěħľĴŅĵĪňŗĨƟŀĚĔŅĶěŃĸĭȮěŅĔĬńŘĬ &0'ȮėĸŇĔȮĶŌĮĩńĚĕĵŃȮ ȮĪňŗŀĵŌƞŐĩĭŏėĶŊŗŀĚĴŊŀħƟŅĬĭĬȮ 

- ŐĭĭĪňŗȮ0ȮĸĭŐĭĭŏĸŊŀĔĪňĸŃěħľĴŅĵĪňŗĨƟŀĚĔŅĶĸĭ 
 

 

&/' ŏĸŊŀĔȮěħľĴŅĵĪňŗĨƟŀĚĔŅĶĸĭȮőħĵĨŇřĔĪňŗĝƞŀĚĽňŏľĸňŗĵĴħƟŅĬľĬƟŅěħľĴŅĵȮȮ 

ŒľƟĴňŏėĶŊŗŀĚľĴŅĵĨŇřĔĩŌĔĕŉŘĬȮȮŏıŊŗŀŏĮƦĬĔŅĶŏĸŊŀĔěħľĴŅĵȮ 
ěŅĔĬńŘĬȮ&0'ȮėĸŇĔȮĶŌĮĩńĚĕĵŃȮȮ ȮȮĪňŗŀĵŌƞŐĩĭŏėĶŊŗŀĚĴŊŀħƟŅĬĭĬ 

  

0,ȮėĸŇĔȮȮĪňŗŀĵŌƞŐĩĭŏėĶŊŗŀĚĴŊŀħƟŅĬĭĬ 

/,ȮŏĸŊŀĔěħľĴŅĵĪňŗĨƟŀĚĔŅĶěŃĸĭ 

/,ȮŏĸŊŀĔȮěħľĴŅĵĪňŗĨƟŀĚĔŅĶĸĭȮőħĵĨŇřĔĪňŗĝƞŀĚĽň
ŏľĸňŗĵĴħƟŅĬľĬƟŅěħľĴŅĵȮȮŒľƟĴňŏėĶŊŗŀĚľĴŅĵ
ĨŇřĔĩŌĔĕŉŘĬȮȮ 

0,ȮėĸŇĔȮ ĪňŗŀĵŌƞŐĩĭŏėĶŊŗŀĚĴŊŀħƟŅĬĭĬ 
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+ȮŐĭĭĪňŗȮ1ȮĸĭŐĭĭŒĝƟŏėĶŊŗŀĚĴŊŀȮĸƟŅĚȮ&Sweep'Ȯ 
 

 

 &/'ȮŏĸŊŀĔȮěħľĴŅĵĪňŗĨƟŀĚĔŅĶĸĭ -> &0'ȮėĸŇĔȮĸƟŅĚȮȮ  -> &1'ȮŏĸŊŀĔȮĵƟŅĵěħľĴŅĵĪńŘĚľĴħěŅĔ
őĲĸŏħŀĶƢĔĸƞŀĚěħľĴŅĵŏĕƟŅȮŐĸŃĵƟŅĵœĮĪňŗĶŅĵĔŅĶĪňŗĩŌĔĸĭ -> &2'ȮėĸŇĔȮĨĔĸĚ 

ľĴŅĵŏľĨŋȮ/,ȮŀīŇĭŅĵŏĴĬŌĕŀĚĔŅĶĸƟŅĚĕƟŀėĺŅĴ 
 +ȮĵƟŅĵĕƟŀėĺŅĴĪńŘĚľĴħěŅĔőĲĸŏħŀĶƢĔĸƞŀĚěħľĴŅĵŏĕƟŅȮľĴŅĵĩŉĚ ĵƟŅĵěħľĴŅĵĪńŘĚľĴħĪňŗĽƞĚĴŅěŅĔ
ŀňŏĴĸƢĬňŘȮŒĬĔĸƞŀĚĕƟŀėĺŅĴŏĕƟŅȮ&Inbox' œĮĵńĚȮĶŅĵĔŅĶĪňŗĩŌĔĸĭ 
 +ȮĵƟŅĵĕƟŀėĺŅĴĪńŘĚľĴħěŅĔőĲĸŏħŀĶƢĔĸƞŀĚěħľĴŅĵŏĕƟŅȮŐĸŃĕƟŀėĺŅĴŒħŕȮŒĬŀĬŅėĨȮľĴŅĵĩŉĚ ĵƟŅĵ
ěħľĴŅĵĪńŘĚľĴħ ŐĸŃŒĬŀĬŅėĨĪňŗĽƞĚĴŅěŅĔŀňŏĴĸƢĬňŘȮŒĬĔĸƞŀĚĕƟŀėĺŅĴŏĕƟŅȮ&Inbox' œĮĵńĚȮĶŅĵĔŅĶĪňŗĩŌĔĸĭȮ 
ĪŋĔėĶńŘĚȮ&ŏĮƦĬĔŅĶĽĶƟŅĚĔġȮŒľƟĔńĭĔŅĶĸƟŅĚĕƟŀėĺŅĴ' 
 +ȮŏĔŖĭĕƟŀėĺŅĴĸƞŅĽŋħœĺƟŐĸŃĵƟŅĵĕƟŀėĺŅĴĪňŗŏľĸŊŀŒĬőĲĸŏħŀĶƢĔĸƞŀĚěħľĴŅĵŏĕƟŅŏĽĴŀȮľĴŅĵĩŉĚ ĵƟŅĵ
ěħľĴŅĵĪńŘĚľĴħȮŐĨƞŏĔŖĭěħľĴŅĵĪňŗŀňŏĴĸƢĬňŘĽƞĚĴŅĸƞŅĽŋħȮœĮĵńĚȮĶŅĵĔŅĶĪňŗĩŌĔĸĭȮĪŋĔėĶńŘĚȮ&ŏĮƦĬĔŅĶĽĶƟŅĚĔġȮŒľƟĔńĭ
ĔŅĶĸƟŅĚĕƟŀėĺŅĴ' 
 +ȮĵƟŅĵĕƟŀėĺŅĴĪňŗŏĔƞŅĔĺƞŅȮ/.ȮĺńĬȮŒĬőĲĸŏħŀĶƢĔĸƞŀĚěħľĴŅĵŏĕƟŅŏĽĴŀȮľĴŅĵĩŉĚ ĵƟŅĵěħľĴŅĵĕŀĚ
ŀňŏĴĸƢĬňŘĪňŗĽƞĚĴŅŏĔŇĬȮ/.ȮĺńĬȮœĮĵńĚȮĶŅĵĔŅĶĪňŗĩŌĔĸĭȮĪŋĔėĶńŘĚȮ&ŏĮƦĬĔŅĶĽĶƟŅĚĔġȮŒľƟĔńĭĔŅĶĸƟŅĚĕƟŀėĺŅĴ' 

ľĴŅĵŏľĨŋȮ0,ȮĔŅĶĽĶƟŅĚĔġȮŒľƟĔńĭĔŅĶĸƟŅĚĕƟŀėĺŅĴȮľĴŅĵĩŉĚȮĔŅĶĪņĚŅĬőħĵŀńĨőĬĴńĨŇȮĺŇīňĔŅĶĸĭȮľĶŊŀĮƕħȮĔġĪňŗ
ĽĶƟŅĚœĺƟœĮĪňŗȮĔŅĶĨńŘĚėƞŅȮ+> ěħľĴŅĵȮ-> ĸƟŅĚ 
  

/,ȮŏĸŊŀĔȮěħľĴŅĵĪňŗĨƟŀĚĔŅĶĸĭ 

1,ȮŏĸŊŀĔȮĵƟŅĵěħľĴŅĵĪńŘĚľĴħěŅĔőĲĸŏħŀĶƢ 
ĔĸƞŀĚěħľĴŅĵŏĕƟŅȮŐĸŃĵƟŅĵœĮĪňŗĶŅĵĔŅĶĪňŗĩŌĔĸĭ 

2,ȮėĸŇĔȮĨĔĸĚ 

0,ȮėĸŇĔȮ
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ĔŅĶĔŌƟėŊĬȮŐĭƞĚŏĮƦĬȮ0ȮĔĶĦň 

+ȮĔĶĦňĪňŗȮ/Ȯ 
 ĔŅĶĔŌƟėŊĬěħľĴŅĵĪňŗĸĭěŅĔőĲĸŏħŀĶƢŀŊŗĬŕȮĞŉŗĚěŃĵƟŅĵĴŅıńĔœĺƟŀĵŌƞŒĬőĲĸŏħŀĶƢĶŅĵĔŅĶĪňŗĩŌĔĸĭȮ 
&Delete Items'ȮĞŉŗĚĽŅĴŅĶĩĔŌƟėŊĬœħƟĳŅĵŒĬȮ1.ȮĺńĬ 
 

 

 

 &/'ȮėĸŇĔȮőĲĸŏħŀĶƢȮĶŅĵĔŅĶĪňŗĩŌĔĸĭȮ  
 &0' ŏĸŊŀĔȮěħľĴŅĵĪňŗĨƟŀĚĔŅĶěŃĔŌƟėŊĬȮ  
 &1' ėĸŇĔȮėŊĬėƞŅȮěħľĴŅĵěŃĔĸńĭœĮŀĵŌƞĪŉŗŏħŇĬĔƞŀĬĩŌĔĸĭ 

 

 

 

 

 

 

 

 

/,ȮėĸŇĔȮőĲĸŏħŀĶƢȮĶŅĵĔŅĶĪňŗĩŌĔĸĭ 

0,ȮŏĸŊŀĔȮěħľĴŅĵĪňŗĨƟŀĚĔŅĶěŃĔŌƟėŊĬ 

1,ȮėĸŇĔȮėŊĬėƞŅȮěħľĴŅĵěŃĔĸńĭœĮŀĵŌƞĪňŗŏħŇĴĨŀĬĔƞŀĬĩŌĔĸĭ 
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+ȮĔĶĦňĪňŗȮ0Ȯ 
 ĔŅĶĔŌƟėŊĬěħľĴŅĵĪňŗĸĭěŅĔőĲĸŏħŀĶƢĶŅĵĔŅĶĪňŗĩŌĔĸĭȮĞŉŗĚěŃőħĬĵƟŅĵĴŅıńĔœĺƟŒĬŏĴĬŌȮĔŌƟėŊĬĶŅĵĔŅĶĪňŗĩŌĔ
ĸĭŀŀĔȮ 
ěŅĔőĲĸŏħŀĶƢĬňŘȮĕŀĚőĲĸŏħŀĶƢȮőĲĸŏħŀĶƢĶŅĵĔŅĶĪňŗĩŌĔĸĭ 

 
  
 &/'ȮėĸŇĔȮőĲĸŏħŀĶƢȮĶŅĵĔŅĶĪňŗĩŌĔĸĭȮ 
 &0'ȮėĸŇĔȮĔŌƟėŊĬĶŅĵĔŅĶĪňŗĩŌĔĸĭŀŀĔěŅĔőĲĸŏħŀĶƢĬňŘȮ 
 &1'ȮŏĸŊŀĔȮěħľĴŅĵĪňŗĨƟŀĚĔŅĶěŃĔŌƟėŊĬȮ 
 &2' ėĸŇĔȮėŊĬėƞŅȮěħľĴŅĵěŃĔĸńĭœĮŀĵŌƞĪňŗŏħŇĴĨŀĬĔƞŀĬĩŌĔĸĭ 

ľĴŅĵŏľĨŋȮĩƟŅľŅĔœĴƞĔŌƟėŊĬěħľĴŅĵĪňŗŀĵŌƞĳŅĵŒĬȮőĲĸŏħŀĶƢĪňŗĶŅĵĔŅĶĩŌĔĸĭȮĳŅĵŒĬȮ1.ȮĺńĬȮěħľĴŅĵěŃľŅĵœĮ
ŀĵƞŅĚĩŅĺĶ 
 
 

  

/,ȮėĸŇĔȮőĲĸŏħŀĶƢȮĶŅĵĔŅĶĪňŗĩŌĔĸĭ 

0,ȮėĸŇĔȮĔŌƟėŊĬĶŅĵĔŅĶĪňŗĩŌĔĸĭŀŀĔěŅĔőĲĸŏħŀĶƢĬňŘ 

1,ȮŏĸŊŀĔȮěħľĴŅĵĪňŗĨƟŀĚĔŅĶěŃĔŌƟėŊĬ 

2,ȮėĸŇĔȮėŊĬėƞŅȮěħľĴŅĵěŃĔĸńĭœĮŀĵŌƞĪňŗŏħŇĴĨŀĬĔƞŀĬĩŌĔĸĭ 
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ĔŅĶŒĝƟĚŅĬȮOneDrive 

ĔŅĶŏĕƟŅȮLogin Office 143 
ŀŅěŅĶĵƢŐĸŃŏěƟŅľĬƟŅĪňŗȮĽŅĴŅĶĩŏĕƟŅŒĝƟľĬƟŅľĸńĔĶŃĭĭȮOffice 365 œħƟĪňŗȮĭĶŇĔŅĶĽņľĶńĭŀŅěŅĶĵƢŐĸŃŏěƟŅľĬƟŅĪňŗȮ 
https://www.thonburi-u.ac.th/tru/service/menu-tcher 
 

 

ĬńĔĻŉĔļŅ ĽŅĴŅĶĩŏĕƟŅŒĝƟľĬƟŅľĸńĔĶŃĭĭȮOffice 365 œħƟĪňŗȮĭĶŇĔŅĶĽņľĶńĭĬńĔĻŉĔļŅ 
https://www.thonburi-u.ac.th/tru/service/menu-stu 

 

 

&/' ŒľƟŀŅěŅĶĵƢȮŐĸŃȮĬńĔĻŉĔļŅȮėĸŇĔȮĭĶŇĔŅĶĽņľĶńĭŀŅěŅĶĵƢŐĸŃŏěƟŅľĬƟŅĪňŗȮľĶŊŀȮėĸŇĔȮĭĶŇĔŅĶĽņľĶńĭĬńĔĻŉĔļŅ 
 

      

&0' ŒľƟŀŅěŅĶĵƢȮŐĸŃȮĬńĔĻŉĔļŅȮėĸŇĔȮŏĴĬŌȮOffice 143Ȯ 

ėĸŇĔȮOffice 143 

ėĸŇĔ ĭĶŇĔŅĶ
ĽņľĶńĭĬńĔĻŉĔļŅ 

 

ėĸŇĔ ĭĶŇĔŅĶ
ĽņľĶńĭŀŅěŅĶĵƢ
ŐĸŃŏěƟŅľĬƟŅĪňŗ 

https://www.thonburi-u.ac.th/tru/service/menu-tcher
https://www.thonburi-u.ac.th/tru/service/menu-stu
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&1' ĔĶŀĔȮŀňŏĴĸƢȮOffice 143Ȯ 
ŒĬĔĶĦňĪňŗŏĮƦĬŀŅěŅĶĵƢ ŒľƟĔĶŀĔŀňŏĴĸƢȮĕŀĚŀŅěŅĶĵƢŏŀĚȮ&@trums.thonburi-u.ac.th' 
ĔĶĦňĪňŗŏĮƦĬĬńĔĻŉĔļŅȮŒľƟĔĶŀĔŀňŏĴĸƢȮėŊŀȮĶľńĽĮĶŃěņĨńĺĬńĔĻŉĔļŅ/1ľĸńĔ@trums.thonburi-u.ac.th 
 
 

 
 

&2'ȮŒĽƞȮPassword ĪňŗĪŅĚĴľŅĺŇĪĵŅĸńĵŏĨĶňĵĴŒľƟȮľĶŊŀĪŅĚĻŌĬĵƢėŀĴıŇĺŏĨŀĶƢŐĸŃĽŅĶĽĬŏĪĻȮĪņĔŅĶĶňŏĞŖĨŒľƟ 

 

ĶľńĽĮĶŃěņĨńĺĬńĔĻŉĔļŅȮ/1ȮľĸńĔȮ
@trums.thonburi-u.ac.th 

ĨńĺŀĵƞŅĚȮPassword 
Tru@7./01 

 

 
ėĸŇĔȮĩńħœĮ 
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&5' ŏĴŊŗŀėĸŇĔĪňŗ Ȯ  ħƟŅĬĞƟŅĵĴŊŀ ŏĴĬŌěŃĮĶŅĔġľĬƟŅ Apps ĕŉŘĬĴŅȮěŅĔĬńŘĬŒľƟėĸŇĔŏĸŊŀĔȮOneDrive  

 

 
 
 
 
 
 
 
 
 
 

/, ėĸŇĔěŋħ 7 ěŋħ ħƟŅĬĞƟŅĵĴŊŀ 

0, ėĸŇĔĪňŗȮOneDrive 

ŐĽħĚĨńĺŀĵƞŅĚľĬƟŅȮOneDrive ĕŀĚįŌƟŒĝƟ 
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ĔŅĶŀńĮőľĸħœĲĸƢĕƟŀĴŌĸŒĬȮOneDrive 
 ĔŅĶŀńĮőľĸħœĲĸƢĕƟŀĴŌĸȮĴňħƟĺĵĔńĬȮ2 ĺŇīňȮ 
 6.1 ĺŇīňŀńĮőľĸħĕƟŀĴŌĸŐĭĭœĲĸƢ 
 6.2 ĺŇīňŀńĮőľĸħĕƟŀĴŌĸŐĭĭőĲĸŏħŀĶƢ 

6.1 ĺŇīňŀńĮőľĸħĕƟŀĴŌĸŐĭĭœĲĸƢ 

 

6.1.1 ėĸŇĔĪňŗĮŋƙĴȮ)ȮAdd new ěŅĔĬńŘĬėĸŇĔŏĸŊŀĔȮFiles Upload 

 

 

6.1.2 ŏĸŊŀĔœĲĸƢĪňŗĨƟŀĚĔŅĶ UploadȮěŅĔĬńŘĬėĸŇĔĮŋƙĴȮOpen 

 

 
/,ȮėĸŇĔȮ)ȮAdd new 

 0,ȮėĸŇĔȮFiles Upload 

 

/,ȮėĸŇĔŏĸŊŀĔœĲĸƢĪňŗĨƟŀĚĔŅĶ Upload 
Upload 

0,ȮėĸŇĔ Open ŏıŊŗŀŏĮƦĬĔŅĶĵŊĬĵńĬ 
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6.1.3 ěŅĔĬńŘĬĶŀŒľƟĕƟŀĴŌĸŀńĮőľĸħȮěĬŏĽĶŖěĽĴĭŌĶĦƢ 

 
6.2 ĺŇīňŀńĮőľĸħĕƟŀĴŌĸŐĭĭőĲĸŏħŀĶƢ 
 

 

6.2.1 ėĸŇĔĪňŗȮ)ȮAdd newȮěŅĔĬńŘĬėĸŇĔŏĸŊŀĔȮFolder Upload 

 

œĲĸƢĪňŗŀńĮőľĸħŏĽĶŖěĽĴĭŌĶĦƢ 

 
/,ȮėĸŇĔȮ)ȮAdd new 

 0,ȮėĸŇĔȮFolder Upload 
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6.2.2 ŏĸŊŀĔőĲĸƢŏħŀĶƢĪňŗĨƟŀĚĔŅĶȮUploadȮěŅĔĬńŘĬėĸŇĔĮŋƙĴȮŀńĮőľĸħ 

 

 

6.2.3 ěŅĔĬńŘĬĶŀŒľƟĕƟŀĴŌĸŀńĮőľĸħȮěĬŏĽĶŖěĽĴĭŌĶĦƢ 

 

 

 

 

/,ȮėĸŇĔŏĸŊŀĔœĲĸƢĪňŗĨƟŀĚĔŅĶ Upload 
Upload 

0,ȮėĸŇĔȮŀńĮőľĸħ ŏıŊŗŀŏĮƦĬĔŅĶĵŊĬĵńĬ 

 

 

FolderȮĪňŗŀńĮőľĸħŏĽĶŖěĽĴĭŌĶĦƢ 
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ĔŅĶĽĶƟŅĚőĲĸŏħŀĶƢŒľĴƞ 
 

 

&/'ȮėĸŇĔĪňŗ )ȮAdd new ėĸŇĔŏĸŊŀĔȮFolder 

 

&0'ȮĨńŘĚĝŊŗŀőĲĸŏħŀĶƢȮĪňŗĝƞŀĚȮName ěŅĔĬńŘĬĪņĔŅĶŏĸŊŀĔĽňĕŀĚȮFolder ŐĸŃėĸŇĔĮŋƙĴȮCreate 
ŐĸŃľŅĔĔŅĶŏıŇŗĴĕƟŀĴŌĸľĶŊŀŏıŇŗĴőĲĸŏħŀĶƢĵƞŀĵŒĬőĲĸŏħŀĶƢȮĽŅĴŅĶĩĪŜŅœħƟőħĵȮėĸŇĔŏĕƟŅœĮŒĬőĲĸŏħŀĶƢĪňŗĨƟŀĚĔŅĶ

ěŃŏıŇŗĴĕƟŀĴŌĸȮěŅĔĬńŘĬȮėĸŇĔĪňŗĮŋƙĴȮNew ŏıŊŗŀŏıŇŗĴĕƟŀĴŌĸľĶŊŀőĲĸŏħŀĶƢȮĸĚœĮŒĬőĲĸŏħŀĶƢĪňŗĨƟŀĚĔŅĶ 

 

&1'ȮěŃŐĽħĚȮFolder ĪňŗĪņĔŅĶŏıŇŗĴĕŉŘĬĴŅŒľĴƞ 

 
/,ȮėĸŇĔȮ)ȮAdd new 

 0,ȮėĸŇĔȮFolder  

 /,ȮĨńŘĚĝŊŗŀȮFolder 

 0,ȮŏĸŊŀĔĽňȮFolder 

 1,ȮėĸŇĔȮCreate 

 

FolderȮĪňŗĪņĔŅĶŏıŇŗĴĕŉŘĬĴŅŒľĴƞ 
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ĔŅĶĵƟŅĵœĲĸƢĕƟŀĴŌĸ 
 

 

&/'ȮėĸŇĔŏĸŊŀĔœĲĸƢľĶŊŀőĲĸŏħŀĶƢĪňŗĨƟŀĚĔŅĶĵƟŅĵȮėĸŇĔĪňŗȮœŀėŀĬȮ3 ěŋħȮŐĸŃėĸŇĔŏĸŊŀĔȮMove to 

 

&0'ȮŏĸŊŀĔĨŜŅŐľĬƞĚĮĸŅĵĪŅĚĪňŗĨƟŀĚĔŅĶȮěŅĔĬńŘĬėĸŇĔĮŋƙĴȮMove here 

 

1,ȮŏĸŊŀĔœĲĸƢľĶŊŀ
őĲĸŏħŀĶƢĪňŗĨƟŀĚĔŅĶ 

 

0,ȮėĸŇĔ 

 
1,ȮĔħĮŋƙĴȮMove to 

 

1,ȮŏĸŊŀĔőĲĸŏħŀĶƢĪňŗĨƟŀĚĔŅĶ 
 

 

0,ȮėĸŇĔȮMove here 
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&1'ȮŐĽħĚȮFilesȮľĶŊŀȮFolderȮĪňŗĪņĔŅĶĵƟŅĵȮŏĽĶŖěĽĴĭŌĶĦƢ 

  

 

œĲĸƢľĶŊŀőĲĸŏħŀĶƢȮĪňŗĵƟŅĵŏĽĶŖěĽĴĭŌĶĦƢ 
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ĔŅĶŏĮĸňŗĵĬĝŊŗŀœĲĸƢľĶŊŀőĲĸŏħŀĶƢ 

 

&/'ȮėĸŇĔŏĸŊŀĔœĲĸƢľĶŊŀőĲĸŏħŀĶƢĪňŗĨƟŀĚĔŅĶŏĮĸňŗĵĬĝŊŗŀȮėĸŇĔĪňŗœŀėŀĬȮ3 ěŋħȮěŅĔĬńŘĬėĸŇĔȮRename 

 

&0'ȮĨńŘĚĝŊŗŀœĲĸƢľĶŊŀőĲĸŏħŀĶƢŒľĴƞȮŐĸŃėĸŇĔĮŋƙĴȮUpdate 

&1'ȮŐĽħĚőĲĸŏħŀĶƢĪňŗĪņĔŅĶŏĮĸňŗĵĬĝŊŗŀŏĽĶŖěĽĴĭŌĶĦƢ 

 

1,ȮŏĸŊŀĔœĲĸƢľĶŊŀ
őĲĸŏħŀĶƢĪňŗĨƟŀĚĔŅĶ 

 

0,ȮėĸŇĔ 

 
1,ȮĔħĮŋƙĴȮRename 

 
/,ȮĨńŘĚĝŊŗŀȮFolder 

 0,ȮŏĸŊŀĔĽňȮFolder 

 1,ȮėĸŇĔȮUpdate 

 

ŐĽħĚőĲĸŏħŀĶƢĪňŗĪņĔŅĶŏĮĸňŗĵĬĝŊŗŀŏĽĶŖěĽĴĭŌĶĦƢ 



45 
 

ĔŅĶĸĭœĲĸƢĕƟŀĴŌĸȮŐĸŃĔŅĶĔŌƟėŊĬœĲĸƢĕƟŀĴŌĸ 
 

 

&/'ȮėĸŇĔŏĸŊŀĔœĲĸƢľĶŊŀőĲĸŏħŀĶƢĪňŗĨƟŀĚĔŅĶĸĭȮěŅĔĬńŘĬėĸŇĔĪňŗœŀėŀĬȮ3 ěŋħȮŐĸŃėĸŇĔŏĸŊŀĔȮDelete 

 

&0'ȮěŃĕŉŘĬĕƟŀėĺŅĴŏĨŊŀĬȮĩƟŅĨƟŀĚĔŅĶĸĭŒľƟėĸŇĔĪňŗȮDelete ěŅĔĬńŘĬœĲĸƢĪňŗĸĭěŃŀĵŌƞŒĬĩńĚĕĵŃ 

 

&1'ȮĩƟŅĨƟŀĚĔŅĶĔŌƟėŊĬœĲĸƢŒĬĩńĚĕĵŃȮĽŅĴŅĶĩĪŜŅœħƟőħĵȮŏĸŊŀĔĪňŗŏĴĬŌȮRecycle bin ŐĸƟĺėĸŇĔŏĸŊŀĔœĲĸƢȮľĶŊŀ

őĲĸŏħŀĶƢĪňŗȮĨƟŀĚĔŅĶĔŌƟėŊĬȮŐĸŃĪņĔŅĶėĸŇĔĪňŗȮRestore 

 

1,ȮŏĸŊŀĔœĲĸƢľĶŊŀ
őĲĸŏħŀĶƢĪňŗĨƟŀĚĔŅĶ 

 

0,ȮėĸŇĔ 

 
1,ȮĔħĮŋƙĴȮDelete 

 ėĸŇĔȮDelete 

 

1,ȮŏĸŊŀĔȮRecycle bin 

 
1,ȮĔħȮRestore 

 

0,ȮŏĸŊŀĔœĲĸƢľĶŊŀ
őĲĸŏħŀĶƢĪňŗĨƟŀĚĔŅĶ 
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&2'ȮŐĽħĚĔŅĶĔŌƟėŊĬœĲĸƢȮŏĽĶŖěĽĴĭŌĶĦƢ 

  

 

ŐĽħĚĔŅĶĔŌƟėŊĬœĲĸƢȮŏĽĶŖěĽĴĭŌĶĦƢ 
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ĔŅĶŐĝĶƢœĲĸƢĕƟŀĴŌĸȮŐĸŃĔŅĶŐĝĶƢőĲĸŏħŀĶƢ 

 

&/'ȮėĸŇĔœĲĸƢľĶŊŀőĲĸŏħŀĶƢĪňŗĨƟŀĚĔŅĶŐĝĶƢȮěŅĔĬńŘĬėĸŇĔŏĸŊŀĔȮShare 

 

&0'ȮŒĽƞĝŊŗŀŀňŏĴĸƢĭŋėėĸľĶŊŀĔĸŋƞĴĪňŗĨƟŀĚĔŅĶŐĝĶƢȮĽŅĴŅĶĩĔŜŅľĬħĽŇĪīŇśŒĬĔŅĶŐĝĶƢȮőħĵėĸŇĔĪňŗȮAnyone with the 

link can view >ȮĽŅĴŅĶĩĔŜŅľĬħĽŇĪīŇśŒľƟĔńĭĭŋėėĸœħƟȮħńĚĬňŘȮȮ+ȮCan edit ėŊŀȮĽŅĴŅĶĩŐĔƟœĕœħƟȮ-Ȯ+ȮCan view 

ėŊŀȮħŌœħƟŀĵƞŅĚŏħňĵĺ 

 
0,ȮĔħȮShare 

 

/,ȮŏĸŊŀĔœĲĸƢľĶŊŀ
őĲĸŏħŀĶƢĪňŗĨƟŀĚĔŅĶ 

 

/,ȮŏĸŊŀĔĭŋėėĸĪňŗĨƟŀĚĔŅĶŐĝĶƢĕƟŀĴŌĸŒľƟ 

 

0,ȮŏĸŊŀĔĶŃĭŋĽŇĪīŇśŒľƟĔńĭĭŋėėĸĪňŗĨƟŀĚĔŅĶŐĝĶƢĕƟŀĴŌĸ
ĺƞŅŒľƟĭŋėėĸĬńŘĬĽŅĴŅĶĩŐĔƟœĕĕƟŀĴŌĸœħƟȮľĶŊŀȮŒľƟĽŇĪīŇś
ħŌœħƟŀĵƞŅĚŏħňĵĺ 

 

1,ȮĔŜŅľĬħĽŇĪīŇśŒĬĔŅĶŐĝĶƢ 

 


