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ȏ̞Ȍ̠Ǭȣȍ Log -in 

ȧǻ̐ȣȕ̯̎ȍȦȖȖ

PRESENTED BY DATASAFE

Home



Step 1 :Ǭȣȍȧǻ̐ȣȕ̯̎ȍȦȖȖǿȍ̌̑ȐȨȍǬ

1. ȧǻ̐ȣȕ̯̎ȧơ̑ȖȩǾȃ̘ www.datasafe.co.th

2. ȩȗș̌ȐȧȇȆ̯ȞȔ̌Ǭ ʇOrder Online ʈ

3. ȧṲ̏ȡǬȩȗș̌Ȑ ʇLogin (New System) ʈ.

4. ǬȍȡǬ Username ȨȔȦ Password Ȅ̠̏ȩȂ̐ȍ̌ȖȎȣǬȧȎ̐ȣȞȆ̐ȣȄ̠̏ȄȣȐ E-mail

5. ǬȂ Log -in

6. ȍȦȖȖȎȦȧȗ̟ȂȪǽ̐ȐȣȆȍȞ̌ȕǿȍ̌̑ȐȨȍǬȨȔȦȨȎ̐ȐȪȞ̐ȄȣȐȔ̯Ǭǿ̐ȣȧȗȔ̠̏șȆȍȞ̌ȕȚ̎ȣȆȄȣȐ E-mail

7. ȍȦȖȖȎȦȄ̦ȣǬȣȍȆ̦ȣȕ̎ȐȔ̞ȐǬ̘ȩȗș̌Ȑ E-mail Ȅ̠̏Ȅ̦ȣǬȣȍȔȐȄȦȧȖ̠șȆȩȏ̐

8. ȧȇ̤̏ȡȧǻ̐ȣȕ̯̎ E-mail ȨȔ̐ȏ Ǭȍ̭ȉȣǿȔ̞ǬȄ̠̏Ȕ̞ȐǬ̘ȧȝ̤̏ȡȧȗȔ̠̏șȆȍȞ̌ȕȚ̎ȣȆ ȫȂșȞȔ̌ȐȎȣǬȂ̦ȣȧȆ̞ȆǬȣȍȧȗȔ̠̏șȆȍȞ̌ȕȚ̎ȣȆ

ȧȍ̠șȖȍ̐ȡșȨȔ̐ȏ ȕȣȇȣȍǭȪǽ̐ Username ȨȔȦ Password ȪȞȇ̎ȪȆǬȣȍȧǻ̐ȣȕ̯̎ȍȦȖȖǿȍ̌̑Ȑǭ̌ȂȩȗȩȂ̐Ȅ̌ȆȄ̠

     ȵɩȮ ǻ̐ȡȎ̦ȣǬ̌ȂȪȆǬȣȍȃ̌̑Ȑ Password ȪȞȇ̎

          ɿȍȞ̌ȕȚ̎ȣȆȃ̐ȡȐȇ̠ǿȏȣȇșȣȏȡș̎ȣȐȆ̐ȡș ȵȃ̌ȏȡ̌ǬȘȍ

ɿȃ̌̑ȐȩȂ̐ȧȓȝȣȦȃ̌ȏȡ̌ǬȘȍǮȣȘȣȡ̌ȐǬǯȘȧȄ̎ȣȆ̌̑Ȇ

ɿȗȍȦǬȡȖȩȗȂ̐ȏșȃ̌ȏȝ̞ȇȝ̘ȪȞǹ̎ȡș̎ȣȐȆ̐ȡș Ȯ ȃ̌ȏȡ̌ǬȘȍ

ɿȗȍȦǬȡȖȩȗȂ̐ȏșȃ̌ȏȝ̞ȇȝ̘ȧƯ̏Ǭȡș̎ȣȐȆ̐ȡș Ȯ ȃ̌ȏȡ̌ǬȘȍ

ɿȗȍȦǬȡȖȩȗȂ̐ȏșȃ̌ȏȧȔǻȡș̎ȣȐȆ̐ȡș Ȯ ȃ̌ȏȡ̌ǬȘȍ

ɿȃ̐ȡȐȇ̠ȡ̌ǬǻȍȦȝ̞ȧȁȘȡș̎ȣȐȆ̐ȡș Ȯȃ̌ȏ ȧǽ̎Ȇ ɿɯ
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http://www.datasafe.co.th/


Step 2 : Ǭȣȍȧǻ̐ȣȕ̯̎ȍȦȖȖȧȝ̤̏ȡȄ̦ȣȍȣșǬȣȍ

1. ȧǻ̐ȣȕ̯̎ȧơ̑ȖȩǾȃ̘ www.datasafe.co.th

2. ȩȗș̌ȐȧȇȆ̯ȞȔ̌Ǭ ʇOrder Online ʈ

3. ȧṲ̏ȡǬȩȗș̌Ȑ ʇLogin (New System) ʈ.

4. ǬȍȡǬ Username ȨȔȦ Password Ȅ̠̏ȩȂ̐Ȅ̦ȣǬȣȍȧȗȔ̠̏șȆȍȞ̌ȕȧȍ̠șȖȍ̐ȡș

5. ǬȂ Log -in

6. ȞȆ̐ȣȧȇȆ̯ȕ̦ȣȞȍ̌ȖȄ̦ȣȍȣșǬȣȍȎȦȗȍȣǬǳǻ̢̑ȆȖȆȞȆ̐ȣȎȡ

7. ȕȣȇȣȍǭȄ̦ȣȍȣșǬȣȍȩȂ̐ȃȣȇȨȃ̎ȔȦȖȍ̞Ǭȣȍ
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ȏ̞Ȍ̠Ǭȣȍȧȍ̠șǬȂ̯ǻ̐ȡȇ̯Ȕ

ȪȆȍȦȖȖ

PRESENTED BY DATASAFE

Home



1. Ǭȣȍȧȍ̠șǬȂ̯ǻ̐ȡȇ̯ȔȪȆȍȦȖȖ ɷSearch Inventory ɸ

1
2

3
4

1. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣǻ̐ȡȇ̯ȔȫȂșȍȞ̌ȕǬȔ̎ȡȐ ȨȜ̒ȇ Ȟȍ̤ȡ ȧȄȗ

       1.1 ȧṲ̏ȡǬȩȗȄ̠̏ ʇSearch Inventory Type ʈ

       1.2 ȫȂșȧṲ̏ȡǬȎȣǬȍ̯ȗȨȖȖȄ̠̏Ȏ̌ȂȧǬ̛Ȗ ɷǬȔ̎ȡȐ ȨȜ̒ȇ Ȟȍ̤ȡ ȧȄȗɸ

       1.3ǬȂȩȗȄ̠̏ṷ̱̑ȇ ʇSearchʈ

3. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȧṲ̏ȡǬȗȍȦȧǮȄǻ̐ȡȇ̯ȔȄ̠̏ȃ̐ȡȐǬȣȍǿ̐ȆȞȣȪȆǬȍȉ ̠

Import File

       Ȱ.1 ȧṲ̏ȡǬȩȗȄ̠̏ ʇSelect Search File ʈ

       Ȱ.2 ȧṲ̏ȡǬȍ̯ȗȨȖȖǻ̐ȡȇ̯ȔȄ̠̏ȃ̐ȡȐǬȣȍǿ̐ȆȞȣ Short Description,   

            Long Description, Item Code Ȟȍ̤ȡ Alternate Code.

           

2. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȂȣȏȆ̘ȫȞȔȂȧȄȇȧȝȔȃǻȡȐȩȜȔ̘Ȅ̠̏ȃ̐ȡȐǬȣȍ 

Import ȪȆǬȍȉ̠ǿ̐ȆȞȣǻ̐ȡȇ̯ȔȎ̦ȣȆȏȆȇȣǬ

       ȯ.1 ȧṲ̏ȡǬȩȗȄ̠̏ ʇDownload Search File ʈ

       ȯ.2 ǬȍȡǬǻ̐ȡȇ̯ȔȄ̠̏ȃ̐ȡȐǬȣȍǿ̐ȆȞȣ Item Code, Alternate Code 

            Short Description Ȟȍ̤ȡ Long Description. 

       ȯ.3Ȗ̌ȆȄ̢ǬȩȜȔ̘

4.    Ȫǽ̐ȕ̦ȣȞȍ̌ȖǬȣȍ Import File

       4.1. ȧṲ̏ȡǬȩȗȄ̠̏ṷ̱̑ȇ Import ȨȔȦȧṲ̏ȡǬȩȜȔ̘Ȅ̠̏Ȗ̌ȆȄ̢Ǭȩȏ̐

       4.2ɩ ȍȦȖȖȎȦȨȕȂȐǻ̐ȡȇ̯ȔȖȆȞȆ̐ȣȎȡ



2. ȧǿȍ̤̏ȡȐȇ̤ȡȪȆǬȣȍǿ̐ȆȞȣǻ̐ȡȇ̯Ȕ ɷSearch Inventory Function ɸ

1

2 3

1. ȃȣȍȣȐȨȕȂȐȍȞ̌ȕȨȔȦǻ̐ȡȇ̯ȔǬȔ̎ȡȐɯȨȜ̒ȇȧȡǬȕȣȍ

2. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȂȣȏȆ̘ȫȞȔȂǻ̐ȡȇ̯ȔǬȔ̎ȡȐɯȨȜ̒ȇȪȆȍ̯ȗȨȖȖȩȜȔ̘ Excel

3. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȧǿȔ̠șȍ̘ǻ̐ȡȇ̯ȔǬȣȍǿ̐ȆȞȣ

4. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗȧȝ̞̏ȇǬȔ̎ȡȐɯȨȜ̒ȇȄ̠̏ȧṲ̏ȡǬȔȐȪȆȃȦǬȍ̐ȣ

5. Ȏ̦ȣȆȏȆǻȡȐǬȔ̎ȡȐɯȨȜ̒ȇȄ̌̑ȐȞȇȂȄ̠̏ȇ̠ȪȆȍȦȖȖ

6. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣȍȞ̌ȕȨȔȦǻ̐ȡȇ̯ȔǬȔ̎ȡȐɯȨȜ̒ȇ ȫȂșaccount code

7. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣȍȞ̌ȕȨȔȦǻ̐ȡȇ̯ȔǬȔ̎ȡȐɯȨȜ̒ȇ ȫȂșItem code.

8. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣȍȞ̌ȕȨȔȦǻ̐ȡȇ̯ȔǬȔ̎ȡȐɯȨȜ̒ȇ ȫȂșAlternate code.

9. ȧȇȆ̯ȂȍȡȗȂȣȏȆ̘ȕ̦ȣȞȍ̌ȖǬȣȍǿ̐ȆȞȣǻ̌̑Ȇȕ̯Ȑ.

4

Ȳ

6 7 8 9

Equal = ǿ̐ȆȞȣȂ̐ȏșǬȣȍȗ̒ȡȆǻ̐ȡǿȏȣȇȄ̌̑ȐȞȇȂȨȖȖȃȍȐȃ̌ȏ

Starts with = ǿ̐ȆȞȣȂ̐ȏșǿ̠ș̘ȧȏ̞ȍ̘Ȃ ȫȂșȃ̐ȡȐǬȍȡǬȡș̎ȣȐȆ̐ȡș ȳ 

ȃ̌ȏȡ̌ǬȘȍȨȍǬ

Ends with = ǿ̐ȆȞȣȂ̐ȏșǿ̠ș̘ȧȏ̞ȍ̘Ȃ ȫȂșȃ̐ȡȐǬȍȡǬȡș̎ȣȐȆ̐ȡș ȳ 

ȃ̌ȏȡ̌ǬȘȍṷ̏ȂȄ̐ȣș

Tips



3. ȧǿȍ̤̏ȡȐȇ̤ȡȪȆǬȣȍǿ̐ȆȞȣǻ̐ȡȇ̯Ȕǻ̌̑Ȇȕ̯Ȑ ɷAdvance Search Function ɸ

1. Add Date Rage = Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣȍȞ̌ȕȨȔȦǻ̐ȡȇ̯Ȕ

ǬȔ̎ȡȐɯȨȜ̒ȇ ȫȂșȏ̌ȆȄ̠̏Ȇ̦ȣțȣǬȧȡǬȕȣȍ

2. Destroy Date Range = Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣȍȞ̌ȕȨȔȦǻ̐ȡȇ̯Ȕ

ǬȔ̎ȡȐɯȨȜ̒ȇ ȫȂșȏ̌ȆȄ̠̏Ȅ̦ȣȔȣșȧȡǬȕȣȍ ɷǭ̐ȣȇ̠ɸ

3. Status Date Range = Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣȍȞ̌ȕȨȔȦǻ̐ȡȇ̯Ȕ

ǬȔ̎ȡȐɯȨȜ̒ȇ ȫȂșȏ̌ȆȄ̠̏Ȫǽ̐ȐȣȆȧȡǬȕȣȍȔ̎ȣṷ̏Ȃ

4. Object  = Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣȍȞ̌ȕȨȔȦǻ̐ȡȇ̯ȔǬȔ̎ȡȐ ȫȂș

ǻȆȣȂǻȡȐǬȔ̎ȡȐȧȡǬȕȣȍ ɷContainer 1.0 Ȟȍ̤ȡ 1.5ɸ

5. Current Status = Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣȍȞ̌ȕȨȔȦǻ̐ȡȇ̯Ȕ

ǬȔ̎ȡȐɯȨȜ̒ȇ ȫȂșȕǭȣȆȦǻȡȐȧȡǬȕȣȍ (In / Out).

6. Short Description = Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣȍȞ̌ȕȨȔȦǻ̐ȡȇ̯Ȕ

ǬȔ̎ȡȐɯȨȜ̒ȇ ȫȂșȍȣșȔȦȧȡ̠șȂǻȡȐȧȡǬȕȣȍ ɷǭ̐ȣȇ̠ɸ

1 2

3 ȱ

5

6



7. Long Description = Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣȍȞ̌ȕȨȔȦǻ̐ȡȇ̯Ȕ

ǬȔ̎ȡȐɯȨȜ̒ȇȫȂșȍȣșȔȦȧȡ̠șȂǻȡȐȧȡǬȕȣȍ ȨȖȖȔȦȧȡ̠șȂ 

(ǭ̐ȣȇ̠)

8. Month  = Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣȍȞ̌ȕȨȔȦǻ̐ȡȇ̯ȔǬȔ̎ȡȐɯȨȜ̒ȇ 

ȫȂșȪǽ̐ȧȂ̤ȡȆǻȡȐȧȡǬȕȣȍ ȧǽ̎Ȇ JAN (ǭ̐ȣȇ̠)

9. Year = Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣȍȞ̌ȕȨȔȦǻ̐ȡȇ̯ȔǬȔ̎ȡȐɯȨȜ̒ȇ 

ȫȂșȪǽ̐ȗ̡ǻȡȐȧȡǬȕȣȍ ȧǽ̎Ȇ 2025 (ǭ̐ȣȇ̠)

10. Category = Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣȍȞ̌ȕȨȔȦǻ̐ȡȇ̯ȔǬȔ̎ȡȐɯ

ȨȜ̒ȇ ȫȂșȪǽ̐ȞȇȏȂȞȇ̯̎ǻȡȐȧȡǬȕȣȍ 

ȧǽ̎Ȇ Invoice ɷǭ̐ȣȇ̠ɸ

11. Department = Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣȍȞ̌ȕȨȔȦǻ̐ȡȇ̯ȔǬȔ̎ȡȐɯ

ȨȜ̒ȇ ȫȂșȪǽ̐ǽ̤̏ȡȨȚȆǬ ȧǽ̎Ȇ Accounting ɷǭ̐ȣȇ̠ɸ

8 9

10 11

7

Home

3. ȧǿȍ̤̏ȡȐȇ̤ȡȪȆǬȣȍǿ̐ȆȞȣǻ̐ȡȇ̯Ȕǻ̌̑Ȇȕ̯Ȑ ɷAdvance Search Function ɸ



ȏ̞Ȍ̠Ǭȣȍȧȍ̠șǬȂ̯ǻ̐ȡȇ̯Ȕ

Ț̯̐Ȫǽ̐ȐȣȆ

PRESENTED BY DATASAFE

Home



1. User Profile

1. ȧṲ̏ȡǬȩȗș̌Ȑ ʇYour Profile ʇ 

2. User ǻȡȐȚ̯̐Ȅ̦ȣȍȣșǬȣȍȡ̐ȣȐȡ̞Ȑǻ̐ȡȇ̯ȔǻȡȐȔ̯Ǭǿ̐ȣȄ̠̏

ȔȐȄȦȧȖ̠șȆȩȏ̐

3. Ȅ̠̏ȡș̯̎ȡ̠ȧȇȔȄ̠̏Ȫǽ̐ȕ̦ȣȞȍ̌ȖǬȣȍș̤Ȇș̌Ȇǿ̦ȣȕ̌̏ȐǾ̤̑ȡȡ̌ȃȫȆȇ̌ȃ̞

4. Ȅ̠̏ȡș̯̎ȡ̠ȧȇȔȕȣȇȣȍǭȨǬ̐ȩǻȩȂ̐

5. Ȅ̠̏ȡș̯̎ȡ̠ȧȇȔȕȣȇȣȍǭȧȝ̞̏ȇȩȂ̐

6. ȞȆ̐ȣȎȡȨȕȂȐȄ̠̏ȡș̯̎ȪȆǬȣȍȎ̌Ȃȕ̎Ȑȍȏȇǭ̢Ȑ Account 

code Ȅ̌̑ȐȞȇȂ

7. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȨǬ̐ȩǻȄ̠̏ȡș̯̎ȪȆǬȣȍȎ̌Ȃȕ̎Ȑ

8. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȔȖȄ̠̏ȡș̯̎ȪȆǬȣȍȎ̌Ȃȕ̎Ȑ

9. Ȫǽ̐ȕ̦ȣȞȍ̌ȖǬȣȍȧȝ̞̏ȇȄ̠̏ȡș̯̎ȪȆǬȣȍȎ̌Ȃȕ̎Ȑ

1
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Buy Material
ɷȖȍ̞Ǭȣȍȕ̌̏ȐǾ̤̑ȡȏ̌ȕȂ̭ɸ

Home

STEP 1 

ȧṲ̏ȡǬȕ̞Ȇǿ̐ȣȄ̠̏ȃ̐ȡȐǬȣȍȕ̌̏Ȑ 

(Ȗȣȍ̘ȫǿ̐Ȃȕȃ̞ǬȧǬȡȍ̘, ǬȔ̎ȡȐȖȍȍȎ̭ȧȡǬȕȣȍ Ȟȍ̤ȡǭ̭ȐȝȔȣȕȃ̞Ǭ).

STEP ȯ 

ȃȍȏȎȕȡȖȍȣșǬȣȍǬ̎ȡȆȕ̌̏Ȑ
(View Cart)

Shopping cart with solid fill

STEP 3 
Checklist with solid fill

STEP 4 
Checkmark with solid fill

Books with solid fill

Ȇ̦ȣȕ̎ȐǬȣȍȕ̌̏ȐǾ̤̑ȡ
(Check Out Order)

ș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍ
(Order Confirmation)



Step 1 : ȧṲ̏ȡǬȕ̞Ȇǿ̐ȣȄ̠̏ȃ̐ȡȐǬȣȍȕ̌̏Ȑ 

1. ȧṲ̏ȡǬȩȗș̌Ȑ ʇBuy Material ʈ Ȅ̠̏ȧȇȆ̯ȞȔ̌Ǭ

2. ȧṲ̏ȡǬȕ̞Ȇǿ̐ȣȄ̠̏ȃ̐ȡȐǬȣȍȕ̌̏ȐǾ̤̑ȡ

3. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȧṲ̏ȡǬ ʇAccount Code ʈ

4. ȍȦṶ̑Ȏ̦ȣȆȏȆȕ̞Ȇǿ̐ȣȄ̠̏ȃ̐ȡȐǬȣȍ

5. ȧṲ̏ȡǬȩȗș̌Ȑ ʇAdd to cart ʈ

6. ȍȣșǬȣȍȄ̠̏ȕ̌̏ȐȎȦȨȕȂȐȚȔȖȆ ʇOrder Cart ʈ.

7. ȞȔ̌ȐȎȣǬȄ̦ȣȍȣșǬȣȍȧȍ̠șȖȍ̐ȡș ȪȞ̐ȧṲ̏ȡǬȩȗș̌Ȑ ʇView Cart ʈ.
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ȵ
9
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Step 2 : ȃȍȏȎȕȡȖȍȣșǬȣȍǬ̎ȡȆȕ̌̏Ȑ (View Cart)

12

8. ȃȍȏȎȕȡȖȨȔȦȧṲ̏ȡǬș̌Ȑ Order Ȅ̠̏ȃ̐ȡȐǬȣȍ

9. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȔȖ Order Ȅ̠̏ȩȇ̎ȃ̐ȡȐǬȣȍ

10. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȨǬ̐ȩǻ Order

11. ȞȔ̌ȐȎȣǬȧȕơ̏Ȏȕ̞̑ȆǬȣȍȃȍȏȎȕȡȖ ȪȞ̐ȧṲ̏ȡǬȩȗș̌Ȑ 

ʇCheck out order ʈ.

12. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȧǬ̛ȖȞȔ̌ǬȑȣȆǬȣȍȕ̌̏Ȑȕ̞Ȇǿ̐ȣȪȆȍ̯ȗȨȖȖ

ȩȜȔ̘ Excel

Back



Step 3 : Ȇ̦ȣȕ̎ȐǬȣȍȕ̌̏ȐǾ̤̑ȡ (Check Out Order)

13. ȃȍȏȎȕȡȖȄ̠̏ȡș̯̎ȪȆǬȣȍȎ̌Ȃȕ̎ȐȨȔȦȕȣȇȣȍǭȝ̞ȇȝ̘

ȨǬ̐ȩǻȄ̠̏ȡș̯̎ȩȂ̐

14. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȧṲ̏ȡǬȄ̠̏ȡș̯̎ȡ̤̏ȆȄ̠̏Ȗ̌ȆȄ̢Ǭȩȏ̐

15. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȨȆȖȩȜȔ̘ȡ̤̏Ȇʏ Ȅ̠̏ȃ̐ȡȐǬȣȍ (ǭ̐ȣȇ̠).

16. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗȧȝ̞̏ȇȧȃ̞ȇǻ̐ȡȇ̯Ȕ

17. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍ

13

14
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16

17
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Step 4 : ș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍ (Order Confirmation)

18. ȞȆ̐ȣȃ̎ȣȐș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍȕ̦ȣȧơ̏ȎȎȦȗȍȣǬǳǻ̢̑ȆȖȆ

ȞȆ̐ȣȎȡ ȧṲ̏ȡǬȩȗș̌Ȑ ʇNextʈ

19. ȞȆ̐ȣȎȡ Order Confirmation ȎȦȗȍȣǬǳǻ̢̑Ȇ 

ȝȍ̐ȡȇȨȕȂȐȍȣșȔȦȧȡ̠șȂȂ̌ȐȆ̠̑

Å Print ɼ Ȫǽ̐ȕ̦ȣȞȍ̌ȖȂȣȏȆ̘ȫȞȔȂȞȆ̐ȣ Order Confirmation

Å Order By ɼȨȕȂȐ User Ț̯̐Ȅ̠̏Ȅ̦ȣȍȣșǬȣȍ

Å Order Date ɼ ȏ̌ȆȄ̠̏ȪȆǬȣȍȄ̦ȣȍȣșǬȣȍȕ̦ȣȧơ̏Ȏ

Å Batch Order Number ɼ ȧȔǻȄ̠̏ǻȡȐ Order

20 . ȞȔ̌ȐȎȣǬȧṲ̏ȡǬȩȗȄ̠̏ ʇConfirm ʈ ȍȦȖȖȎȦȆ̦ȣȕ̎Ȑș̤Ȇș̌Ȇ

ȡ̌ȃȫȆȇ̌ȃ̞ȩȗș̌Ȑȡ̠ȧȇȔȄ̠̏ȔȐȄȦȧȖ̠șȆȩȏ̐

18
19

20

ȞȔ̌ȐȎȣǬȂ̦ȣȧȆ̞ȆǬȣȍȕ̌̏ȐȍȣșǬȣȍȧȕơ̏Ȏȧȍ̠șȖȍ̐ȡș ȍȦȖȖȎȦȖ̌ȆȄ̢Ǭǻ̐ȡȇ̯Ȕ

ǬȣȍȄ̦ȣȍȣșǬȣȍȄ̌̑ȐȞȇȂȩȏ̐ȪȆ Order Status Report 

Back
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Add New Service 
ɷȖȍ̞ǬȣȍțȣǬȧȡǬȕȣȍȪȞȇ̎ɸ

Home

Step 1 : ȧṲ̏ȡǬȖȍ̞ǬȣȍțȣǬȧȡǬȕȣȍȪȞȇ̎

Step 2 : ǬȣȍȆ̦ȣ Alternate Code ȧǻ̐ȣȍȦȖȖ 

Step 3 : Ǭȍȉ̠Ȇ̦ȣ Alternate Code ȧǻ̐ȣȍȦȖȖ ɷError)

Step 4 : ȨȕȂȐǬȣȍȄ̦ȣȍȣșǬȣȍɷOrder Cart ɸ

Step 5 : ȃȍȏȎȕȡȖȍȣșǬȣȍǬ̎ȡȆȕ̌̏Ȑ ɷView Cart ɸ 

Step 6 : Ǭȣȍȕ̌̏ȐȄ̦ȣȍȣșǬȣȍ ɷCheck Out Order ɸ 

Step 7 : ș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍ ɷOrder Confirmation ɸ 



Step 1 : ȧṲ̏ȡǬȖȍ̞ǬȣȍțȣǬȧȡǬȕȣȍȪȞȇ̎

1. ȧṲ̏ȡǬȩȗș̌Ȑ ʇAdd New ʈ Ȅ̠̏ȧȇȆ̯ȞȔ̌Ǭ

2. ȧṲ̏ȡǬȩȗș̌Ȑ ʇService type. ʈ

3.         Ȫǽ̐ȕ̦ȣȞȍ̌ȖȧṲ̏ȡǬ ʇAccount Code ʈ

4. ȧṲ̏ȡǬȍ̯ȗȨȖȖǬȣȍȎ̌ȂȧǬ̛ȖȧȡǬȕȣȍ

Å Ȏ̌ȂȧǬ̛ȖȍȣșǬȔ̎ȡȐ ɷContainer ɸ

Å Ȏ̌ȂȧǬ̛ȖȍȣșȨȜ̒ȇ ɷFilefolder ɸ

Å Ȏ̌ȂȧǬ̛Ȗȍ̯ȗȨȖȖȧȄȗ ɷTapeɸ

1
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Step 2 : ǬȣȍȆ̦ȣ Alternate Code ȧǻ̐ȣȍȦȖȖ 

5. ȍȦṶ̑Ȏ̦ȣȆȏȆȄ̠̏ȃ̐ȡȐǬȣȍȆ̦ȣțȣǬ

6. ȍȦṶ̑ǻȆȣȂǻȡȐǬȔ̎ȡȐȧȡǬȕȣȍȄ̠̏Ȇ̦ȣțȣǬ ʇContainer Size ʈ

7. ȍȦṶ̑ȗȍȦȧǮȄǻȡȐ ʇAlternate Code ʈ 

8. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȆ̦ȣ Alternate Code ȧǻ̐ȣȍȦȖȖ Ǿ̢̏ȐȪǽ̐ȪȆ

ǬȍȉȄ̠̠̏ȧṲ̏ȡǬ ʇCustomer Code ʈ ȧȄ̎ȣȆ̌̑Ȇ

9. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗȝ̞ȇȝ̘ Alternate Code Ȅ̠̏ȇȣȎȣǬȄȣȐȔ̯Ǭǿ̐ȣ 

ȧȞȇȣȦȕ̦ȣȞȍ̌ȖǬȣȍțȣǬȎ̦ȣȆȏȆȩȇ̎ȧșȡȦ ȨȔȦȃ̐ȡȐȝ̞ȇȝ̘Ȏ̦ȣȆȏȆ 

Alternate Code ȪȞ̐ȧȄ̎ȣǬ̌ȖȎ̦ȣȆȏȆȄ̠̏ȃ̐ȡȐǬȣȍțȣǬ

10. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȂȣȏȆ̘ȫȞȔȂȩȜȔ̘ȧȄȇȧȝȔȃȄ̠̏Ȫǽ̐ȪȆǬȣȍ

Ȇ̦ȣȧǻ̐ȣ Alternate Code ȪȆǬȍȉȄ̠̠̏ȇ̠Ȏ̦ȣȆȏȆȧșȡȦ

11. ȞȔ̌ȐȎȣǬȖ̌ȆȄ̢Ǭ Alternate Code ȪȆȩȜȔ̘ȧȍ̠șȖȍ̐ȡșȧṲ̏ȡǬ

ȩȗȄ̠̏ ʇBrowse File ʈ ȨȔȦȧṲ̏ȡǬȩȗș̌ȐȩȜȔ̘Ȅ̠̏Ȗ̌ȆȄ̢Ǭȩȏ̐

12. ȧȗ̜ȆȞȆ̐ȣȎȡȨȕȂȐ Alternate Code Ȅ̠̏ȇȣȎȣǬǬȣȍȆ̦ȣȧǻ̐ȣȩȜȔ̘

ȨȔȦǬȣȍȝ̞ȇȝ̘ȪȆ create

13. ȧṲ̏ȡǬȩȗș̌Ȑ ʇAdd to cart ʈ.
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Step 3 : Ǭȍȉ̠Ȇ̦ȣ Alternate Code ȧǻ̐ȣȍȦȖȖ ɷError) 

1. ȞȣǬǬȣȍȆ̦ȣȧǻ̐ȣ Alternate Code ȇ̠ȞȆ̐ȣȃ̎ȣȐ 

Import File Error ǻ̢̑Ȇ ȪȞ̐Ȅ̦ȣǬȣȍȂȣȏȆ̘ȫȞȔȂ

ǻ̐ȡȇ̯ȔȄ̠̏Ț̞Ȃȇȣȧȝ̤̏ȡȃȍȏȎȕȡȖ

2. ȧṲ̏ȡǬȩȗș̌Ȑ ʇDownload error report ʈ

3. ȪȆ ʇError Description ʈ ȎȦȨȎ̐Ȑȏ̎ȣ Alternate 

Code ȩȇ̎ȕȣȇȣȍǭȪǽ̐ȐȣȆȩȂ̐ȧȝȍȣȦȧȞȃ̭ȪȂ

ȪȆǬȍȉȄ̠̠̏Ȅ̦ȣǬȣȍȆ̦ȣȧǻ̐ȣ Alternate Code ȪȆȍ̯ȗȨȖȖȩȜȔ̘ 

ȨȕȂȐȄ̠̏ȞȆ̐ȣȎȡȏ̎ȣ Error ȕȣȇȣȍǭȄ̦ȣȃȣȇǻ̌̑ȆȃȡȆȩȂ̐Ȃ̌ȐȆ̠̑ :

1

2

3
ȞȔ̌ȐȎȣǬȃȍȏȎȕȡȖ Alternate Ȅ̠̏Ț̞Ȃ ȪȞ̐Ȅ̦ȣǬȣȍȨǬ̐ȩǻȃȣȇ

ȍȣșȔȦȧȡ̠șȂȄ̠̏ȨȎ̐ȐȪȆ Error Description ȨȔȦȄ̦ȣǬȣȍȆ̦ȣ 

Alternate Code ȧǻ̐ȣȍȦȖȖȪȞȇ̎ȡ̠Ǭǿȍ̌̑Ȑ

Tips
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Step 4 : ȨȕȂȐǬȣȍȄ̦ȣȍȣșǬȣȍ (Order Cart)

13. ȍȦȖȖȎȦȨȕȂȐ Alternate Code Ȅ̠̏Ȅ̦ȣȍȣșǬȣȍ

ȕ̦ȣȧơ̏ȎȪȆǽ̎ȡȐ ʇOrder Cart ʈ

14. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȨȕȂȐǻȆȣȂǬȔ̎ȡȐ

15. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȨȕȂȐ Alternate Code

16. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȨǬ̐ȩǻǻ̐ȡȇ̯Ȕ

17. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȔȖǻ̐ȡȇ̯ȔȄ̠̏ȩȇ̎ȃ̐ȡȐǬȣȍ

18. ȞȔ̌ȐȎȣǬȃȍȏȎȕȡȖȍȣșǬȣȍȧȍ̠șȖȍ̐ȡș ȪȞ̐ȧṲ̏ȡǬ

ȩȗș̌Ȑ ʇView Cart ʈ
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19
20

21

23

Step 5 : ȃȍȏȎȕȡȖȍȣșǬȣȍǬ̎ȡȆȕ̌̏Ȑ (View Cart)

24

19. ȃȍȏȎȕȡȖȨȔȦȧṲ̏ȡǬȍȣșǬȣȍȄ̠̏ȃ̐ȡȐǬȣȍ

20. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȔȖȍȣșǬȣȍȄ̠̏ȩȇ̎ȃ̐ȡȐǬȣȍ

21. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȨǬ̐ȩǻȍȣșǬȣȍ

22. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȨȕȂȐ Alternate Code Ȅ̠̏Ȅ̦ȣ

ȍȣșǬȣȍȕ̦ȣȧơ̏Ȏ 

23. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȧǬ̛ȖȞȔ̌ǬȑȣȆǬȣȍȕ̌̏ȐȖȍ̞ǬȣȍȪȆȍ̯ȗȨȖȖ

ȩȜȔ̘ Excel

24. ȞȔ̌ȐȎȣǬȧȕơ̏Ȏȕ̞̑ȆǬȣȍȃȍȏȎȕȡȖ ȪȞ̐ȧṲ̏ȡǬȩȗș̌Ȑ 

ʇCheck out order ʈ.

22
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Step 6 : Ǭȣȍȕ̌̏ȐȄ̦ȣȍȣșǬȣȍ (Check Out Order)

25. ȃȍȏȎȕȡȖȄ̠̏ȡș̯̎ȪȆǬȣȍȎ̌Ȃȕ̎ȐȨȔȦȕȣȇȣȍǭȝ̞ȇȝ̘

ȨǬ̐ȩǻȄ̠̏ȡș̯̎ȩȂ̐

26. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȧṲ̏ȡǬȄ̠̏ȡș̯̎ȡ̤̏ȆȄ̠̏Ȗ̌ȆȄ̢Ǭȩȏ̐

27. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȨȆȖȩȜȔ̘ȡ̤̏Ȇʏ Ȅ̠̏ȃ̐ȡȐǬȣȍ ɷǭ̐ȣȇ̠ɸɩ

28. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗȧȝ̞̏ȇȧȃ̞ȇǻ̐ȡȇ̯Ȕ

29. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍ

25
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28

29
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Step 7 : ș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍ (Order Confirmation)

30. ȞȆ̐ȣȃ̎ȣȐș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍȕ̦ȣȧơ̏ȎȎȦȗȍȣǬǳǻ̢̑ȆȖȆ

ȞȆ̐ȣȎȡ ȧṲ̏ȡǬȩȗș̌Ȑ ʇNextʈ

31. ȞȆ̐ȣȎȡ Order Confirmation ȎȦȗȍȣǬǳǻ̢̑Ȇ ȝȍ̐ȡȇ

ȨȕȂȐȍȣșȔȦȧȡ̠șȂȂ̌ȐȆ̠̑

Å Print ɼ Ȫǽ̐ȕ̦ȣȞȍ̌ȖȂȣȏȆ̘ȫȞȔȂȞȆ̐ȣ Order Confirmation

Å Order By ɼȨȕȂȐ User Ț̯̐Ȅ̠̏Ȅ̦ȣȍȣșǬȣȍ

Å Order Date ɼ ȏ̌ȆȄ̠̏ȪȆǬȣȍȄ̦ȣȍȣșǬȣȍȕ̦ȣȧơ̏Ȏ

Å Batch Order Number ɼ ȧȔǻȄ̠̏ǻȡȐ Order

32. ȞȔ̌ȐȎȣǬȧṲ̏ȡǬȩȗȄ̠̏ ʇConfirm ʈ ȍȦȖȖȎȦȆ̦ȣȕ̎Ȑș̤Ȇș̌Ȇ

ȡ̌ȃȫȆȇ̌ȃ̞ȩȗș̌Ȑȡ̠ȧȇȔȄ̠̏ȔȐȄȦȧȖ̠șȆȩȏ̐

30
31

32

ȞȔ̌ȐȎȣǬȂ̦ȣȧȆ̞ȆǬȣȍȕ̌̏ȐȍȣșǬȣȍȧȕơ̏Ȏȧȍ̠șȖȍ̐ȡș ȍȦȖȖȎȦȖ̌ȆȄ̢Ǭǻ̐ȡȇ̯Ȕ

ǬȣȍȄ̦ȣȍȣșǬȣȍȄ̌̑ȐȞȇȂȩȏ̐ȪȆ Order Status Report 

Tips
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Refile Service
ɷȖȍ̞Ǭȣȍȕ̎Ȑǿ̤ȆȧȡǬȕȣȍɸ

Home

STEP 1 

Ȗȍ̞Ǭȣȍȕ̎Ȑǿ̤Ȇ (ȧṲ̏ȡǬȡș̎ȣȐȪȂȡș̎ȣȐȞȆ̢̏Ȑ)

Å Ȅ̦ȣȍȣșǬȣȍȍ̯ȗȨȖȖȗǬȃ̞

Å Ȅ̦ȣȍȣșǬȣȍȍ̯ȗȨȖȖ Imported file

STEP ȯ 

ȃȍȏȎȕȡȖȍȣșǬȣȍǬ̎ȡȆȕ̌̏Ȑ
(View Cart)

Shopping cart with solid fill

STEP 3 

Ǭȣȍȕ̌̏ȐȄ̦ȣȍȣșǬȣȍ
(Check Out Order)

Checklist with solid fill

STEP 4 

ș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍ 
ɷOrder Confirmation ɸ

Checkmark with solid fill

Books with solid fill



Step 1 : Refile (Ȅ̦ȣȍȣșǬȣȍȍ̯ȗȨȖȖȗǬȃ̞ɸ

1. ȧṲ̏ȡǬȩȗș̌Ȑ ʇRefileʈ Ȅ̠̏ȧȇȆ̯ȞȔ̌Ǭ

2. ȧṲ̏ȡǬȩȗș̌Ȑ ʇService type ʈ

3. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣǬȔ̎ȡȐɯȨȜ̒ȇ ȫȂș ʇAlternate 

Codeʈ.

4. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣǬȔ̎ȡȐɯȨȜ̒ȇ ȫȂș ʇItem code ʈ

5. ǭ̐ȣȄȍȣȖȍȞ̌ȕǬȔ̎ȡȐɯȨȜ̒ȇȄ̠̏ȃ̐ȡȐǬȣȍȕ̎Ȑǿ̤Ȇȕȣȇȣȍǭȝ̞ȇȝ̘

ȔȐȪȆǽ̎ȡȐȧȝ̤̏ȡǿ̐ȆȞȣȨȄȆǬȣȍȪǽ̐

6. ȧṲ̏ȡǬȩȗș̌Ȑ ʇAdd to cart ʈ

7. ȍȦȖȖȎȦȨȕȂȐȍȣșǬȣȍȄ̠̏ȧṲ̏ȡǬȪȆ ʇOrder Cart ʈ

ȕȣȇȣȍǭȍȦṶ̑ Item Code Ȟȍ̤ȡ Alternate Code  

ɷȧṲ̏ȡǬȡș̎ȣȐȪȂȡș̎ȣȐȞȆ̢̏ȐȧȄ̎ȣȆ̌̑Ȇɸ

Tips

8. ȞȔ̌ȐȎȣǬȄ̦ȣȍȣșǬȣȍȧȍ̠șȖȍ̐ȡș ȪȞ̐ȧṲ̏ȡǬȩȗș̌Ȑ 
ʇView Cart ʈ
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Step 1 : Refile (Ȅ̦ȣȍȣșǬȣȍȍ̯ȗȨȖȖ Imported file ɸ 

1 1. ȧṲ̏ȡǬȩȗș̌Ȑ ʇRefileʈ Ȅ̠̏ȧȇȆ̯ȞȔ̌Ǭ

2. Ǭȍȉ̠ȃ̐ȡȐǬȣȍȕ̎Ȑǿ̤ȆȞȔȣșǬȔ̎ȡȐɯȨȜ̒ȇ ȕȣȇȣȍǭȎ̌ȂȄ̦ȣȩȜȔ̘ 

Excel ȨȔȦȍȦṶ̑ Item Code Ȟȍ̤ȡ Alternate Code 

ɷȡș̎ȣȐȪȂȡș̎ȣȐȞȆ̢̏Ȑɸ ȫȂșȡ̐ȣȐȡ̞Ȑȃȣȇȃ̌ȏȡș̎ȣȐ

3. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗ Import ȩȜȔ̘Ȅ̠̏Ȏ̌ȂȄ̦ȣȩȏ̐ȃȣȇǻ̐ȡ ȯ

4. ȧṲ̏ȡǬȩȗș̌Ȑ ʇService type ʈ

5. ȧṲ̏ȡǬȩȗș̌Ȑ ʇConfirm & Add to cart ʈ.

6. ȍȦȖȖȎȦȨȕȂȐ Item Code/Alternate Code Ȅ̠̏Ȅ̦ȣ

ȍȣșǬȣȍȕ̦ȣȧơ̏ȎȪȆǽ̎ȡȐ ʇOrder Cart ʈ

7. ȞȔ̌ȐȎȣǬȄ̦ȣȍȣșǬȣȍȧȍ̠șȖȍ̐ȡș ȪȞ̐ȧṲ̏ȡǬȩȗș̌Ȑ ʇView Cart ʈ
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Step 2 : ȃȍȏȎȕȡȖȍȣșǬȣȍǬ̎ȡȆȕ̌̏Ȑ (View Cart)

1. ȃȍȏȎȕȡȖȨȔȦȧṲ̏ȡǬȍȣșǬȣȍȄ̠̏ȃ̐ȡȐǬȣȍ

2.       Ȫǽ̐ȕ̦ȣȞȍ̌ȖȔȖȍȣșǬȣȍȄ̠̏ȩȇ̎ȃ̐ȡȐǬȣȍ

3.       Ȫǽ̐ȕ̦ȣȞȍ̌ȖȨǬ̐ȩǻȍȣșǬȣȍ

4. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȨȕȂȐȍȞ̌ȕǬȔ̎ȡȐɯȨȜ̒ȇȄ̠̏Ȅ̦ȣȍȣșǬȣȍȕ̦ȣȧơ̏Ȏ 

5. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȧǬ̛ȖȞȔ̌ǬȑȣȆǬȣȍȕ̌̏ȐȖȍ̞ǬȣȍȪȆȍ̯ȗȨȖȖ

ȩȜȔ̘ Excel

6. ȞȔ̌ȐȎȣǬȧȕơ̏Ȏȕ̞̑ȆǬȣȍȃȍȏȎȕȡȖ ȪȞ̐ȧṲ̏ȡǬȩȗș̌Ȑ 

ʇCheck out order ʈ.
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Step 3 : Ǭȣȍȕ̌̏ȐȄ̦ȣȍȣșǬȣȍ (Check Out Order)

7. ȃȍȏȎȕȡȖȄ̠̏ȡș̯̎ȪȆǬȣȍȎ̌Ȃȕ̎ȐȨȔȦȕȣȇȣȍǭȝ̞ȇȝ̘

ȨǬ̐ȩǻȄ̠̏ȡș̯̎ȩȂ̐

8. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȧṲ̏ȡǬȄ̠̏ȡș̯̎ȡ̤̏ȆȄ̠̏Ȗ̌ȆȄ̢Ǭȩȏ̐

9. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȨȆȖȩȜȔ̘ȡ̤̏Ȇʏ Ȅ̠̏ȃ̐ȡȐǬȣȍ ɷǭ̐ȣȇ̠ɸ

10. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗȧȝ̞̏ȇȧȃ̞ȇǻ̐ȡȇ̯Ȕ

11. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍ
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Step 4 : ș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍ (Order Confirmation)

12. ȞȆ̐ȣȃ̎ȣȐș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍȕ̦ȣȧơ̏ȎȎȦȗȍȣǬǳǻ̢̑ȆȖȆ

ȞȆ̐ȣȎȡ ȧṲ̏ȡǬȩȗș̌Ȑ ʇNextʈ

13. ȞȆ̐ȣȎȡ Order Confirmation ȎȦȗȍȣǬǳǻ̢̑Ȇ 

ȝȍ̐ȡȇȨȕȂȐȍȣșȔȦȧȡ̠șȂȂ̌ȐȆ̠̑

Å Print ɼ Ȫǽ̐ȕ̦ȣȞȍ̌ȖȂȣȏȆ̘ȫȞȔȂȞȆ̐ȣ Order Confirmation

Å Order By ɼȨȕȂȐ User Ț̯̐Ȅ̠̏Ȅ̦ȣȍȣșǬȣȍ

Å Order Date ɼ ȏ̌ȆȄ̠̏ȪȆǬȣȍȄ̦ȣȍȣșǬȣȍȕ̦ȣȧơ̏Ȏ

Å Batch Order Number ɼ ȧȔǻȄ̠̏ǻȡȐ Order

14. ȞȔ̌ȐȎȣǬȧṲ̏ȡǬȩȗȄ̠̏ ʇConfirm ʈ ȍȦȖȖȎȦȆ̦ȣȕ̎Ȑș̤Ȇș̌Ȇ

ȡ̌ȃȫȆȇ̌ȃ̞ȩȗș̌Ȑȡ̠ȧȇȔȄ̠̏ȔȐȄȦȧȖ̠șȆȩȏ̐
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ȞȔ̌ȐȎȣǬȂ̦ȣȧȆ̞ȆǬȣȍȕ̌̏ȐȍȣșǬȣȍȧȕơ̏Ȏȧȍ̠șȖȍ̐ȡș ȍȦȖȖȎȦȖ̌ȆȄ̢Ǭǻ̐ȡȇ̯Ȕ

ǬȣȍȄ̦ȣȍȣșǬȣȍȄ̌̑ȐȞȇȂȩȏ̐ȪȆ Order Status Report 
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Retrival  & Permout  
Service
ɷȖȍ̞ǬȣȍȧȖ̞ǬȧȡǬȕȣȍɯȧȖ̞ǬȧȡǬȕȣȍǭȣȏȍɸ

Home

STEP 1 

Ȗȍ̞ǬȣȍȧȖ̞ǬȧȡǬȕȣȍ (ȧṲ̏ȡǬȡș̎ȣȐȪȂȡș̎ȣȐȞȆ̢̏Ȑ)

Å Ȅ̦ȣȍȣșǬȣȍȍ̯ȗȨȖȖȗǬȃ̞

Å Ȅ̦ȣȍȣșǬȣȍȍ̯ȗȨȖȖ Imported file

STEP ȯ 

ȃȍȏȎȕȡȖȍȣșǬȣȍǬ̎ȡȆȕ̌̏Ȑ
ɷView Cart ɸ 

Shopping cart with solid fill

STEP 3 

Ǭȣȍȕ̌̏ȐȄ̦ȣȍȣșǬȣȍ
(Check Out Order)

Checklist with solid fill

STEP 4 

ș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍ
(Order Confirmation)

Checkmark with solid fill

Books with solid fill



Step 1 : Retrieval & Permout  (Ȅ̦ȣȍȣșǬȣȍȍ̯ȗȨȖȖȗǬȃ̞ɸ

1. ȧṲ̏ȡǬȩȗș̌ȐʇRetrieval & Permout ʈ Ȅ̠̏ȧȇȆ̯ȞȔ̌Ǭ

2. ȧṲ̏ȡǬȩȗș̌Ȑ ʇService type ʈ

3. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣǬȔ̎ȡȐɯȨȜ̒ȇ ȫȂș ʇAlternate 

Codeʈ.

4. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣǬȔ̎ȡȐɯȨȜ̒ȇ ȫȂș ʇItem code ʈ

5. ǭ̐ȣȄȍȣȖȍȞ̌ȕǬȔ̎ȡȐɯȨȜ̒ȇȄ̠̏ȃ̐ȡȐǬȣȍȧȖ̞Ǭȕȣȇȣȍǭȝ̞ȇȝ̘ȔȐ

ȪȆǽ̎ȡȐȧȝ̤̏ȡǿ̐ȆȞȣȨȄȆǬȣȍȪǽ̐

6. ȧṲ̏ȡǬȩȗș̌Ȑ ʇAdd to cart ʈ

7. ȍȦȖȖȎȦȨȕȂȐȍȣșǬȣȍȄ̠̏ȧṲ̏ȡǬȪȆ ʇOrder Cart ʈ

8. ȞȔ̌ȐȎȣǬȄ̦ȣȍȣșǬȣȍȧȍ̠șȖȍ̐ȡș ȪȞ̐ȧṲ̏ȡǬȩȗș̌Ȑ ʇView Cart ʈ
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ȕȣȇȣȍǭȍȦṶ̑ Item Code Ȟȍ̤ȡ Alternate Code  

ɷȧṲ̏ȡǬȡș̎ȣȐȪȂȡș̎ȣȐȞȆ̢̏ȐȧȄ̎ȣȆ̌̑Ȇɸ
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1
1. ȧṲ̏ȡǬȩȗș̌ȐʇRetrieval & Permout ʈ Ȅ̠̏ȧȇȆ̯ȞȔ̌Ǭ

2. Ǭȍȉ̠ȃ̐ȡȐǬȣȍȧȖ̞ǬȧȡǬȕȣȍȞȔȣșǬȔ̎ȡȐɯȨȜ̒ȇ ȕȣȇȣȍǭȎ̌ȂȄ̦ȣ

ȩȜȔ̘ Excel ȨȔȦȍȦṶ̑ Item Code Ȟȍ̤ȡ Alternate Code 

ɷȡș̎ȣȐȪȂȡș̎ȣȐȞȆ̢̏Ȑɸ ȫȂșȡ̐ȣȐȡ̞Ȑȃȣȇȃ̌ȏȡș̎ȣȐ

3. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗ Import ȩȜȔ̘Ȅ̠̏Ȏ̌ȂȄ̦ȣȩȏ̐ȃȣȇǻ̐ȡ ȯ

4. ȧṲ̏ȡǬȩȗș̌Ȑ ʇService type ʈ

5. ȧṲ̏ȡǬȩȗș̌Ȑ ʇConfirm & Add to cart ʈ.

6. ȍȦȖȖȎȦȨȕȂȐ Item Code/Alternate Code Ȅ̠̏Ȅ̦ȣ

ȍȣșǬȣȍȕ̦ȣȧơ̏ȎȪȆǽ̎ȡȐ ʇOrder Cart ʈ

7. ȞȔ̌ȐȎȣǬȄ̦ȣȍȣșǬȣȍȧȍ̠șȖȍ̐ȡș ȪȞ̐ȧṲ̏ȡǬȩȗș̌Ȑ ʇView Cart ʈ
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Step 2 : ȃȍȏȎȕȡȖȍȣșǬȣȍǬ̎ȡȆȕ̌̏Ȑ (View Cart)

1. ȃȍȏȎȕȡȖȨȔȦȧṲ̏ȡǬȍȣșǬȣȍȄ̠̏ȃ̐ȡȐǬȣȍ

2.       Ȫǽ̐ȕ̦ȣȞȍ̌ȖȔȖȍȣșǬȣȍȄ̠̏ȩȇ̎ȃ̐ȡȐǬȣȍ

3.       Ȫǽ̐ȕ̦ȣȞȍ̌ȖȨǬ̐ȩǻȍȣșǬȣȍ

4. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȨȕȂȐ Alternate Code Ȅ̠̏Ȅ̦ȣ

ȍȣșǬȣȍȕ̦ȣȧơ̏Ȏ 

5. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȧǬ̛ȖȞȔ̌ǬȑȣȆǬȣȍȕ̌̏ȐȖȍ̞ǬȣȍȪȆȍ̯ȗȨȖȖ

ȩȜȔ̘ Excel

6. ȞȔ̌ȐȎȣǬȧȕơ̏Ȏȕ̞̑ȆǬȣȍȃȍȏȎȕȡȖ ȪȞ̐ȧṲ̏ȡǬȩȗș̌Ȑ 

ʇCheck out order ʈ.
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Step 3 : Ǭȣȍȕ̌̏ȐȄ̦ȣȍȣșǬȣȍ (Check Out Order)

7. ȃȍȏȎȕȡȖȄ̠̏ȡș̯̎ȪȆǬȣȍȎ̌Ȃȕ̎ȐȨȔȦȕȣȇȣȍǭȝ̞ȇȝ̘

ȨǬ̐ȩǻȄ̠̏ȡș̯̎ȩȂ̐

8. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȧṲ̏ȡǬȄ̠̏ȡș̯̎ȡ̤̏ȆȄ̠̏Ȗ̌ȆȄ̢Ǭȩȏ̐

9. Ȫǽ̐ȕ̦ȣȞȍ̌ȖȨȆȖȩȜȔ̘ȡ̤̏Ȇʏ Ȅ̠̏ȃ̐ȡȐǬȣȍ ɷǭ̐ȣȇ̠ɸ

10. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗȧȝ̞̏ȇȧȃ̞ȇǻ̐ȡȇ̯Ȕ

11. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍ
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Step 4 : ș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍ (Order Confirmation)

12. ȞȆ̐ȣȃ̎ȣȐș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍȕ̦ȣȧơ̏ȎȎȦȗȍȣǬǳǻ̢̑ȆȖȆ

ȞȆ̐ȣȎȡ ȧṲ̏ȡǬȩȗș̌Ȑ ʇNextʈ

13. ȞȆ̐ȣȎȡ Order Confirmation ȎȦȗȍȣǬǳǻ̢̑Ȇ 

ȝȍ̐ȡȇȨȕȂȐȍȣșȔȦȧȡ̠șȂȂ̌ȐȆ̠̑

Å Print ɼ Ȫǽ̐ȕ̦ȣȞȍ̌ȖȂȣȏȆ̘ȫȞȔȂȞȆ̐ȣ Order Confirmation

Å Order By ɼȨȕȂȐ User Ț̯̐Ȅ̠̏Ȅ̦ȣȍȣșǬȣȍ

Å Order Date ɼ ȏ̌ȆȄ̠̏ȪȆǬȣȍȄ̦ȣȍȣșǬȣȍȕ̦ȣȧơ̏Ȏ

Å Batch Order Number ɼ ȧȔǻȄ̠̏ǻȡȐ Order

14. ȞȔ̌ȐȎȣǬȧṲ̏ȡǬȩȗȄ̠̏ ʇConfirm ʈ ȍȦȖȖȎȦȆ̦ȣȕ̎Ȑș̤Ȇș̌Ȇ

ȡ̌ȃȫȆȇ̌ȃ̞ȩȗș̌Ȑȡ̠ȧȇȔȄ̠̏ȔȐȄȦȧȖ̠șȆȩȏ̐
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ȞȔ̌ȐȎȣǬȂ̦ȣȧȆ̞ȆǬȣȍȕ̌̏ȐȍȣșǬȣȍȧȕơ̏Ȏȧȍ̠șȖȍ̐ȡș ȍȦȖȖȎȦȖ̌ȆȄ̢Ǭǻ̐ȡȇ̯Ȕ

ǬȣȍȄ̦ȣȍȣșǬȣȍȄ̌̑ȐȞȇȂȩȏ̐ȪȆ Order Status Report 

Tips
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Access room 
& By E -mail Service
ɷȖȍ̞ǬȣȍȃȍȏȎȕȡȖȧȡǬȕȣȍȄ̠̏Ȃȣȃ̐ȣȧǾȜɯ By E-mailɸ

Home

STEP 1 

Ȗȍ̞ǬȣȍȃȍȏȎȕȡȖȧȡǬȕȣȍȄ̠̏Ȃȣȃ̐ȣȧǾȜɯ By E-mail

Å Ȅ̦ȣȍȣșǬȣȍȍ̯ȗȨȖȖȗǬȃ̞

Å Ȅ̦ȣȍȣșǬȣȍȍ̯ȗȨȖȖ Imported file

STEP ȯ 

ȃȍȏȎȕȡȖȍȣșǬȣȍǬ̎ȡȆȕ̌̏Ȑ
(View Cart)

Shopping cart with solid fill

STEP 3 

Ǭȣȍȕ̌̏ȐȄ̦ȣȍȣșǬȣȍ
(Check Out Order)

Checklist with solid fill

STEP 4 

ș̤Ȇș̌ȆǬȣȍȄ̦ȣȍȣșǬȣȍ
(Order Confirmation)

Checkmark with solid fill



Step 1 : Access room & By E -mail Service ɷȄ̦ȣȍȣșǬȣȍȍ̯ȗȨȖȖȗǬȃ̞ɸ

1

2

3

4

5

6

7

8

Back

1. ȧṲ̏ȡǬȩȗș̌ȐʇAccessʈ Ȅ̠̏ȧȇȆ̯ȞȔ̌Ǭ

2. ȧṲ̏ȡǬȩȗș̌Ȑ ʇService type ʈ

3. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣǬȔ̎ȡȐɯȨȜ̒ȇ ȫȂș ʇAlternate 

Codeʈ.

4. Ȫǽ̐ȕ̦ȣȞȍ̌Ȗǿ̐ȆȞȣǬȔ̎ȡȐɯȨȜ̒ȇ ȫȂș ʇItem code ʈ

5. ǭ̐ȣȄȍȣȖȍȞ̌ȕǬȔ̎ȡȐɯȨȜ̒ȇȄ̠̏ȃ̐ȡȐǬȣȍȧȖ̞Ǭȕȣȇȣȍǭȝ̞ȇȝ̘ȔȐ

ȪȆǽ̎ȡȐȧȝ̤̏ȡǿ̐ȆȞȣȨȄȆǬȣȍȪǽ̐

6. ȧṲ̏ȡǬȩȗș̌Ȑ ʇAdd to cart ʈ

7. ȍȦȖȖȎȦȨȕȂȐȍȣșǬȣȍȄ̠̏ȧṲ̏ȡǬȪȆ ʇOrder Cart ʈ

8. ȞȔ̌ȐȎȣǬȄ̦ȣȍȣșǬȣȍȧȍ̠șȖȍ̐ȡș ȪȞ̐ȧṲ̏ȡǬȩȗș̌Ȑ ʇView Cart ʈ

ȕȣȇȣȍǭȍȦṶ̑ Item Code Ȟȍ̤ȡ Alternate Code  

ɷȧṲ̏ȡǬȡș̎ȣȐȪȂȡș̎ȣȐȞȆ̢̏ȐȧȄ̎ȣȆ̌̑Ȇɸ

Tips




































