
E-Document  Windows Application User Manual 

Service by Vision Net Co., Ltd.  Page Ɨ 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

 

Åú¬âøîÂóäĂËÈóÚäñÛÛëóäÛääÔîõÿæĆÂØäîÚõÂë° 
 

ÂóäÿÃóëú¬äñÛÛ .............................................................................................................................................................. 3 

ìÚóĀäÂ (HOME) .......................................................................................................................................................... 7 

ÿâÚúÂóäĂËÈóÚ ............................................................................................................................................................. 10 

ÜäñÿáØÂæ¬îÈÿîÂëóäĀæñÂóäĂËÈóÚ ......................................................................................................................... 29 

Âæ¬îÈëäóÈÿîÂëóä (DOCUMENT BOX) .................................................................................................................... 34 

1 ëäóÈÿîÂëóä  DOCUMENT .................................................................................................................................. 35 
2 ëäóÈÿîÂëóäĀæèë¬ÈîîÂ ................................................................................................................................... 49 
3 äòÛÿîÂëóä ........................................................................................................................................................ 54 
4 äòÛÿîÂëóäĀæèë¬ÈîîÂ ....................................................................................................................................... 55 

Âæ¬îÈÿîÂëóäîîÂ (SENTBOX) .................................................................................................................................. 57 

Âæ¬îÈÿîÂëóäÿÃó (INBOX) .......................................................................................................................................... 60 

Âæ¬îÈÿîÂëóäëóÙóäÔñ (PUBLIC BOX) .................................................................................................................... 79 

Âæ¬îÈăàæ°ÿîÂëóäÿÝãĀßä¬ (SHARED BOX) .............................................................................................................. 81 

ÂóäĀÂăÃÿîÂëóä ........................................................................................................................................................ 83 

TEMPLATE DOCUMENT ........................................................................................................................................... 90 

ÂóäëĀÂÚÿîÂëóä ....................................................................................................................................................... 93 

ÿÅäøćîÈâøîîČóÚèãÅèóâëñÕèÂ ................................................................................................................................... 101 

ÖäóÜäñØòÛ ............................................................................................................................................................ 110 
âîÛĀæñ×îÚîČóÚóÉ .............................................................................................................................................. 114 
ë¬ÈÿîÂëóäîòÖāÚâòÖõ ................................................................................................................................................ 117 
ÂóäÃî / ÉîÈÿæÃÿîÂëóä ......................................................................................................................................... 119 

3.1 ÉóÂÂóäëäóÈÿîÂëóäĂìâ¬ ....................................................................................................... 122 
3.2 ÉóÂÂóä ĀÚÛăàæ°ÿîÂëóä ...................................................................................................... 127 
3.3 ÉóÂÂóäÝúÂÿîÂëóäÿÕõâØöćÿÅãëäóÈăè ....................................................................................... 130 
ÂóäëäóÈÿîÂëóäÉóÂìÚóĀäÂ (HOME) ................................................................................................................... 136 
ÂóääòÛÿîÂëóäÿÜĆÚËùÕ ............................................................................................................................................. 136 
Âóäë¬ÈÿîÂëóäÿÜĆÚËùÕ ............................................................................................................................................. 138 
ÂóäĀëÂÚÿîÂëóäØòÚØö............................................................................................................................................ 139 
ÂóäîîÂÿæÃĀæñëäóÈÿîÂëóäĂìâ¬ØùÂąÜæóãØóÈØöćë¬È ............................................................................................... 139 
ÂóäÅÚìóÿîÂëóä ................................................................................................................................................... 140 



E-Document  Windows Application User Manual 

Service by Vision Net Co., Ltd.  Page Ƙ 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

 

ÂóäëäóÈāàæÿÕîä°ĂÚÅÚìóÿîÂëóä .......................................................................................................................... 142 

áóÅÝÚèÂ .................................................................................................................................................................. 143 

áóÅÝÚèÂ Â .......................................................................................................................................................... 144 
áóÅÝÚèÂ Ã .......................................................................................................................................................... 147 
áóÅÝÚèÂ Å .......................................................................................................................................................... 148 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



E-Document  Windows Application User Manual 

Service by Vision Net Co., Ltd.  Page ƙ 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

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ÂóäÿÃóëú¬äñÛÛ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



E-Document  Windows Application User Manual 

Service by Vision Net Co., Ltd.  Page ƚ 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

 

 

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  



E-Document  Windows Application User Manual 

Service by Vision Net Co., Ltd.  Page Ɯ 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

 

2.2 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 

 
















































































































































































































































































