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ÛØÚČó  
āÜäĀÂäâ eSpiaMS ÿÜĆÚāÜäĀÂäâë¬ÈÃîÅèóâëòĈÚëČóìäòÛîÈÅ°ÂäÃÚóÕÿæĆÂ×÷ÈÃÚóÕĂìÎ¬ âöìÚóÉîÂóäĂËÈóÚØöćÿäöãÛÈ¬óã 

āìæÕăÕÿäĆè äîÈäòÛÂóäÉòÕÂæù¬âÃîâúæĂÚæòÂêÔñÿÅäøîÃ¬óã ĀæñÖÚăâ âöîùÜÂäÔ°ĂÚÂóäÉòÕÂóäÂòÛÃîâúæîã¬óÈÅäÛ×èÚ 

ëóâóä×ĂËÈóÚăÕØòÚØöÝ¬óÚÿÅäøćîÈßöÌöØöćâöÿèĆÛÛäóèÿÌîä°âóÖäÑóÚÿË¬Ú Google Chrome Firefox ìäøî Internet Explorer 

āÕãāÜäĀÂäâÉñÿËøćîâÖ¬îÂòÛ ÅîâßõèÿÖîä°Āâ¬Ã¬óãÃîÈÛäõêòØ Øöâ āâÛõæõë ÉČóÂòÕ ÝúâöÅèóâÿËöćãèËóÎĂÚÂóäĂìÛäõÂóä

āÜäĀÂäâÜäñãùÂÖ°ØóÈÕóÚ SMS Āæñ MMS ØùÂäúÜĀÛÛ 

ëòÎæòÂêÔ°ĂÚÅú¬âøîÚöĈ 

 

ĂìÅùÔÂÕÜù¬âÌóãÃîÈÿâóë°ĀæèÜæ¬îã (Left Click) 

 

ĂìÅùÔÂÕÜù¬âÌóãÃîÈÿâóë° 2 ÅäòĈÈÖõÕÂòÚ (Double Left Click) 

 

ĂìÅùÔÂÕÜù¬âÃèóÃîÈÿâóë°ĀæèÜæ¬îã (Right Click) 

 

ĂìÅùÔÂÕÜù¬âÌóãÃîÈÿâóë°ÅóÈăè æóÂăÜØöćÿÜóìâóã ĀæèÜæ¬îã (Drag-and-Drop) 

 

ÅČóîÙõÛóãÿßõćâÿÖõâ ÿßøćîØČóĂìÿÃóĂÉâóÂÃ÷ĈÚ 
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ÂóäÿÃóëú¬āÜäĀÂäâ eSpiaMS 
āÜäĀÂäâÖîÈîóéòãîõÚÿÖîä°ÿÚĆÖ ĀæñÿèĆÛÛäóèÿÌîä°âóÖäÑóÚ ÿË¬Ú Google Chrome ìäøî FireFox ìäøî Internet Explorer 

ĂÚÂóäÿäöãÂĂË 

ÿÜõÕÛäóèÿÌîä°ăÜØöć sms.v.teammobilis.com ìäøî www.sms.v.teammobilis.com ìÚóÉîÿÃóëú¬āÜäĀÂäâÉñÜäóÂÐÃ÷ĈÚÕòÈ

äúÜÕóÚæ¬óÈ 

 

Ăë¬ËøćîÝúĂË ĀæñäìòëÝ¬óÚ ØöćăÕäòÛ ìæòÈÉóÂÚòĈÚ ÂÕÜù¬â ́ÿÃóäñÛÛµ ìóÂËøćîÝúĂË ìäøîäìòëÝ¬óÚ ăâ¬×úÂÖîÈ ÉñÂæòÛâóØöćìÚóÚöĈ 

ÛØØöć 1 ë¬èÚÜäñÂîÛÃîÈìÚóÉî 

 

 

ÅùÔëóâóä×ÂÕØöć ăîÅ¬îÚ äúÜÙÈËóÖõ ÿßøćîÿæøîÂáóêóØöćÅùÔÖîÈÂóäĂËÈóÚ 

áóêóØöćÿæøîÂÉñ×úÂĀëÕÈÝæÖæîÕË¬èÈÿèæóÃîÈÂóäĂÃÈóÚ 

 

 

ÅùÔăâ¬ÅèäĂËÅùÔæòÂêÔñ µÉÕÉČóäìòëÝ¬óÚăèĂÚÛäóèÿÌîä°ÃîÈÅùÔµ ÚîÂÿëöã

ÉóÂè¬ó ÅùÔâòćÚĂÉè¬ó ÅîâßõèÿÖîä°ÿÅäøćîÈÚöĈăâ¬ăÕ×úÂĂËāÕãÝúîøćÚ 
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ÿâÚúìæòÂ 
ĀëÕÈÿâÚúìæòÂĂìÅùÔÿæøîÂÅæõÂÿßøćîĂËÈóÚ āÕãÜù¬âĀäÂëùÕÉñÿÜĆÚÜù¬âÿßøćîÿæøîÂāÜäĀÂäâîøćÚ āÕãÜÂÖõÉñĀëÕÈÿÊßóñ 

´SMSµ ëČóìäòÛÝúĂËØòćèăÜ 

ÂäîÛĀëÕÈÂæù¬â 
ÂäîÛĀëÕÈÂæù¬âÉñĀëÕÈÿÊßóñĂÚÛóÈÿâÚúØöćÉČóÿÜĆÚÖîÈÿäöãÂĂËÂæù¬âìäøîâöÂóäÉòÕÂóäÂæù¬â 

 

 

 

ĂÚÂäîÛĀëÕÈÂæù¬âÚöĈ ÉñĀëÕÈÂæù¬âÃîÈÅùÔĂÚÑóÚÃîâúæĂÚäúÜĀÛÛÃîÈÖÚăâ ÅùÔëóâóä×ÉòÕÂæù¬âăÕÕèãèõÙöÂóäÕòÈÚöĈ 

ëäóÈÂæù¬â  µÑóÚÃîâúæÃîÈÅùÔµ  

 ́ëäóÈµ ÉóÂ Context ÿâÚú ØöćĀëÕÈÃ÷ĈÚâó 
 

ëäóÈÂæù¬âã¬îã  ËøćîÃîÈÂæù¬âìæòÂ 

 ́ëäóÈµ ÉóÂ Context ÿâÚú ØöćĀëÕÈÃ÷ĈÚâó  
ÿÜæöćãÚËøćîÂæù¬â  ËøćîÂæù¬âØöćÖîÈÂóäÿÜæöćãÚ 

 ́ÿÜæöćãÚËøćîµ ÉóÂ Context ÿâÚú ØöćĀëÕÈÃ÷ĈÚâó 
ßõâß°ËøćîĂìâ¬ ĀæèÂÕÜù¬â Enter 

æÛÂæù¬â  ËøćîÂæù¬âØöćÖîÈÂóäæÛ 

 ́æÛµ ÉóÂ Context ÿâÚú ØöćĀëÕÈÃ÷ĈÚâó 
(ëâóËõÂØöćîãú¬ĂÚÂæù¬âØöć×úÂæÛ Éñăâ¬ăÕ×úÂæÛÖóâăÜÕèã) 

ãóãăÜÿÜĆÚÂæù¬â
ã¬îãÃîÈîöÂÂæù¬â 

 ØöćËøćîÂæù¬âØöćÖîÈÂóäãóãĀæèæóÂăÜÜæ¬îããòÈÂæù¬âìæòÂĂìâ¬ 

ÿÜõÕÕúÂæù¬â  ËøćîÂæù¬â  
ìÚóÉîĂËÈóÚÖóâÿâÚúìæòÂØöćÿæøîÂăè ÉñÜäóÂÐÃ÷ĈÚĂÚ ẤäîÛØČóÈóÚìæòÂµ 

 

ìóÂÿÂõÕÂäÔöØöćÂæù¬â A ÿÜĆÚÂæù¬âã¬îãÃîÈÂæù¬â B Ì÷ćÈâöÂæù¬â C ÿÜĆÚÂæù¬âã¬îãîöÂØö ĀæñÂæù¬â A ÿÜĆÚÂæù¬âã¬îãÃîÈÂæù¬â C 

ÂóäĀëÕÈÝæÃîÈÂæù¬âÉñÜäóÂÐ×÷ÈĀÅ¬Âæù¬â C ÿÜĆÚÂæù¬âã¬îãËòĈÚĂÚëùÕ ÿÚøćîÈÉóÂÿÂõÕæúÜÃîÈÂæù¬â æòÂêÔñÕòÈÂæ¬óèÚöĈ×úÂ

ÿäöãÂè¬óÅèóâëòâßòÚÙ°ĀÛÛÂäóàìäøîÿÚĆÖÿèõä°Ö (ÿÅäøîÃ¬óã) Ì÷ćÈăâ¬ëóâóä×ĀëÕÈÝæĀØÚÕèãÖÚăâĀÛÛāàæÿÕîä°ăÕ 

 

 
 

ĂÚāÜäĀÂäâ eSpiaMS ëâóËõÂìÚ÷ćÈÅÚëóâóä×îãú¬ăÕâóÂÂè¬óìÚ÷ćÈÂæù¬â ÚöćÅøîÅùÔëâÛòÖõßõÿéêÃîÈØöćîóÉăâ¬ÜäóÂÐĂÚ

āÜäĀÂäâîøćÚ ëâóËõÂîóÉăâ¬âöÂæù¬âëòÈÂòÕÂĆăÕ Ì÷ćÈëâóËõÂĀÛÛÚöĈÉñ×úÂÿäöãÂÕúăÕÉóÂ ́ÑóÚÃîâúæÃîÈÅùÔµ 

 

 

ëâóËõÂîóÉăâ¬âöÂæù¬âëòÈÂòÕÂĆăÕ Ì÷ćÈëâóËõÂĀÛÛÚöĈÉñ×úÂÿäöãÂÕúăÕÉóÂ ́ÑóÚÃîâúæÃîÈÅùÔµ 
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ÂäîÛØČóÈóÚìæòÂ 
ÂäîÛØČóÈóÚìæòÂÉñĀëÕÈÝæÖ¬óÈăÜÖóâÿâÚúìæòÂØöćÿæøîÂ 

 

ÉóÂäúÜ ÿâÚúìæòÂ×úÂÿæøîÂØöć ë́¬È SMSµ ÂäîÛØČóÈóÚìæòÂ ÉñĀëÕÈÝæËùÕîùÜÂäÔ°ëČóìäòÛÂóäë¬È SMS Ö¬óÈą āÕãÅùÔ

ëóâóä×ëæòÛăÜËùÕîùÜÂäÔ°îøćÚÕèãÂóäÂÕÿæøîÂÉóÂ ÿ́âÚúã¬îãµ ĂÚÛØ×òÕăÜÉñîÙõÛóã ËùÕîùÜÂäÔ°Ö¬óÈą ÖóâÿâÚúìæòÂ 

îòÚÜäñÂîÛăÜÕèã  

ë¬È SMS îùÜÂäÔ°ë¬È SMS ÖóâÂæù¬âìäøîëâóËõÂ äúÜĀÛÛÖ¬óÈą  
îùÜÂäÔ°ăèÉòÕÂóäÂæù¬â îùÜÂäÔ°ăèÉòÕÂóäëâóËõÂĂÚÂæù¬â 

äóãÂóäÈóÚ ĀëÕÈäóãÂóäÈóÚ SMS ØöćÂČóæòÈë¬È ìäøîäîîãú¬ĂÚÅõè 
äóãÈóÚ äóãÈóÚÃîÅèóâĀæñÝæÂóäë¬ÈĂÚäúÜĀÛÛÖ¬óÈą 
ÛòÎËöÃîÈÅùÔ ÿÜæöćãÚäìòëÝ¬óÚ ÜäòÛÜäùÈÃîâúæÛòÎËöÃîÈÅùÔ 
îîÂÉóÂäñÛÛ ëõĈÚëùÕÂóäĂËÈóÚ îîÂÉóÂäñÛÛ 

 

 

  

 

ìæòÈÉóÂëõĈÚëùÕÂóäĂÃÈóÚ ÅùÔÅèäîîÂÉóÂäñÛÛÿßøćîÿÜĆÚÂóäÜîÈÂòÚăâ¬ĂìÛòÎËöÃîÈÅùÔ×úÂæòÂæîÛ

ÚČóăÜĂËāÕãÝúîøćÚ (äñÛÛÉñë¬ÈÅùÔîîÂÉóÂäñÛÛāÕãîòÖāÚâòÖõ ìóÂăâ¬âöÂóäĂËÈóÚëòÂÅäú¬ìÚ÷ćÈ) 

 

 

Âóä Øöć Ë́øćîÂæù¬âµ ĂÚµÂäîÛĀëÕÈÂæù¬âµ ÉñÿÜĆÚÂóäÿäöãÂÂäîÛØČóÈóÚìæòÂÃ÷ĈÚâóĂìâ¬ āÕãÉñ×øîÂæù¬â

ØöćÿæøîÂÿÜĆÚÂæù¬âØöćµÂäîÛØČóÈóÚìæòÂµÉñØČóÈóÚÕèã 
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Âóä  ØöćËøćîÂæù¬â ĂÚÛäõÿèÔµÂäîÛĀëÕÈÂæù¬âµ ÉñÿÜõÕ îùÜÂäÔ°ĀæñÿâÚúã¬îã ëČóìäòÛ Âæù¬âØöćÿæøîÂÚòĈÚ 

ĂÚ µÂäîÛØČóÈóÚìæòÂµ îùÜÂäÔ°ĀÖ¬æñîùÜÂäÔ°ĂÚÿâÚúã¬îã ÉñĀëÕÈÝæĀæñâöÅČóëòćÈØČóÈóÚîãú¬ 2 

æòÂêÔñ Åøî îùÜÂäÔ°ØöćØČóÈóÚÂòÛ (1) ́ÑóÚÃîâúæÃîÈÅùÔµ Āæñ îùÜÂäÔ°ØöćØČóÈóÚÂòÛ (2) ́Âæù¬âµ 

ÛØØöć 2 ÿâÚúë¬È SMS ĀæñäóãÂóäÈóÚ 

 

2.1) ë¬È SMS Õ¬èÚ 
ÿâÚúã¬îã ë¬È ´SMS Õ¬èÚµ âöăèÿßøćîĂìÅùÔëóâóä×ë¬È SMS ăÕîã¬óÈäèÕÿäĆè āÕãÉñëäùÜÅČóëòćÈăèÿÜĆÚÃòĈÚÖîÚÖ¬óÈą 

ÃòĈÚØöć 1 ÿæøîÂÝúäòÛ 

ÿæøîÂÝúäòÛÉóÂÂæù¬â 

ÅùÔëóâóä×ÿæøîÂÝúäòÛ āÕãÿæøîÂÕèãÂóä    ìÚóÂæù¬âØöćÖîÈÂóä

ÉóÂ ́ÂäîÛĀëÕÈÂæù¬âµ ÕóÚÌóãÃîÈìÚóÉî (ÂóäÂÕÖîÈÂÕØöć  

ÿØ¬óÚòĈÚ ×óÂÕØöćËøćîÂæù¬âÉñÿÜĆÚÂóäÿäöãÂìÚóÉîëČóìäòÛÂæù¬âÚòĈÚ

ĀØÚ) 

    
ÿæøîÂëâóËõÂáóãĂÖ
Âæù¬â School ØòĈÈìâÕ 

ÿæøîÂëâóËõÂĂÚÂæù¬â 
Y25 Y26 Āæñ Staff 

ÿæøîÂØùÂÂæù¬âĂÚ
ÑóÚÃîâúæÃîÈÅùÔ 

ÿæøîÂÿÊßóñÂæù¬â 
Family1 

ÿæøîÂÝúäòÛÉóÂëâóËõÂĂÚÑóÚÃîâúæ 

ßõâß°ËøćîÃîÈëâóËõÂĂÚÑóÚÃîâúæÃîÈÅùÔĂÚË¬îÈ ǺÚìóëâóËõÂµ  

Öòèîã¬óÈÕóÚÃèóâøî ëâóËõÂØöćâöÅČóè¬ó ë́âµ ÿÜĆÚë¬èÚìÚ÷ćÈÃîÈÃîâúæÉñ

ÜäóÂÐÃ÷ĈÚìæòÈÉóÂßõâß°ÅČóè¬ó ́ëâµ ĂÚË¬îÈÕòÈÂæ¬óè  

ìæòÈÉóÂëâóËõÂØöćÖîÈÂóäÜäóÂÐÃ÷ĈÚĀæè Ăì  ØöćëâóËõÂÕòÈÂæ¬óè ÿßøćî

ÿæøîÂë¬È  
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ÿæøîÂßõâß°ìâóãÿæÃāØäéòßØ° 

ÅùÔëóâóä×Ăë¬ìâóãÿæÃāØäéòßØ°ĂÚÂæ¬îÈ ì́âóãÿæÃāØäéòßØ°ÿßõćâÿÖõâµ 

ÿÅäøćîÈìâóã ÃöÕ(-) ìäøîëòÎæòÂêÔ°ĂÕą Éñ×úÂæÛîîÂāÕãîòÖāÚâòÖõ Âóä

ßõâß°ÿèÚèääÅ ìäøîÿÅäøćîÈìâóãæúÂÚČĈó ´,µ ìäøîÂóäÖÂÛääØòÕìâóã×÷ÈÂóäÿßõćâìâóãÿæÃ×òÕăÜ ÉČóÚèÚìâóãÿæÃ

āØäéòßØ°ØöćĂë¬ĂÚÂæ¬îÈÕòÈÂæ¬óèÉñÜäóÂÐÃ÷ĈÚāÕãîòÖāÚâòÖõ (ÿâøćîÖòèÿæøîÂ Ā́ãÂìâóãÿæÃāØäéòßØ°ÃÔñØöćßõâß°āÕã

îòÖāÚâòÖõµ ×úÂÿæøîÂăè) 

*ìâóãÿæÃāØäéòßØ°ØöćĂë¬ÿßõćâÿÖõâÉñ×úÂĀâØÌ°ÂòÛëâóËõÂĂÚÑóÚÃîâúæāÕãîòÖāÚâòÖõìæòÈÂóäë¬ÈÿëäĆÉëõĈÚ 

ÃòĈÚØöć 2 ßõâß°ìäøîÿæøîÂÃîÅèóâ 
ÅùÔëóâóä×ßõâß°ÃîÅèóâĂìâ¬ØöćÖîÈÂóäë¬È ìäøîÿæøîÂÉóÂÃîÅèóâØöćÿÅã×úÂë¬ÈăÜĀæèãîÚìæòÈ ìäøîÿæøîÂÃîÅèóâÉóÂ

ÿØâÿßæÖÃîÈÅùÔ (ÂäùÔóÕúÅČóîÙõÛóãÿäøćîÈÿØâÿßæÖÿßõćâÿÖõâĂÚìòèÃî 4.4) ÉČóÚèÚÖòèîòÂêäĀæñÜäõâóÔÿÅäÕõÖØöćĂËăÜÉñ

îòßÿÕØāÕãîòÖāÚâòÖõØöćÕóÚæ¬óÈÃîÈÂæ¬îÈßõâß°ÃîÅèóâ 

 āìâÕ Ã́îÅèóâÿÕöãèìäøîìæóãÃîÅèóâµ āìâÕ Ã́îÅèóâÖ¬îÿÚøćîÈµ 
áóêóîòÈÂåêĀæñÿÅäøćîÈìâóãâóÖäÑóÚ ăÕ 160 ÖòèîòÂêäÖ¬îÃîÅèóâ ăÕ 152 ÖòèîòÂêäÖ¬îÃîÅèóâ 
áóêóăØãĀæñáóêóîøćÚą ăÕ 70 ÖòèîòÂêäÖ¬îÃîÅèóâ ăÕ 67 ÖòèîòÂêäÖ¬îÃîÅèóâ 

āìâÕ Ã́îÅèóâÿÕöãèìäøîìæóãÃîÅèóâµ 

ëČóìäòÛÉČóÂòÕÃîÅèóâØöćë¬ÈÿßöãÈ 1 ÿÅäÕõÖÖ¬îÃîÅèóâÖ¬îÝúäòÛ 1 ÅÚ ìäøî ÖîÈÂóäÉñĀÛ¬ÈÃîÅèóâîîÂÿÜĆÚìæóã

ÃîÅèóâ āÕãØöćÅèóâãóèÃîÈÃîÅèóâãòÈăâ¬×÷ÈÉČóÚèÚîòÂêäØöćÂČóìÚÕ 

ìóÂÅùÔÖîÈÂóäÿßõćâÃîÅèóâĂìâ¬ Ăì 

 Üù¬â ́ÿßõćâÃîÅèóâµ ÃîÅèóâØöć

ßõâß°Â¬îÚìÚóÉñ×úÂÿÂĆÛăè ÅùÔ

ëóâóä×ßõâß°ÃîÅèóâÖ¬îăÜăÕØòÚØö 

(ÝúäòÛÉñăÕäòÛìæóãÃîÅèóâ) 

 

āìâÕ Ã́îÅèóâÖ¬îÿÚøćîÈµ 

ëČóìäòÛßõâß°ÃîÅèóâÖ¬îÿÚøćîÈ āÕã

ÿÅäÕõÖØöćÉñĂËÃ÷ĈÚîãú¬ÂòÛÅèóâãóèÃîÈ

ÃîÅèóâÖ¬îÿÚøćîÈ āÕãÜÂÖõĀæè Åèóâ

ãóèëúÈëùÕØöćĀÚñÚČóÉñăÕăâ¬ÿÂõÚ 4 

ÃîÅèóâÖ¬îÿÚøćîÈ 

(ÝúäòÛÉñăÕäòÛÿÜĆÚÃîÅèóâÿÕöãèÂòÚ) 
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ÃòĈÚØöć 3 ÿæøîÂÿèæóĀæñë¬ÈÃîÅèóâÃîÈÅùÔ 

ÿæøîÂèòÚÿèæóØöćÖîÈÂóäë¬È 

ìóÂÅùÔÖîÈÂóäë¬È SMS ĂÚÿèæóîøćÚ ĂìÿæøîÂÖòèÿæøîÂ 

ÿ́èæóîøćÚµ Āæè  ÿæøîÂèòÚÿèæóØöćÖîÈÂóäăÕÉóÂ ĀÝÈÿæøîÂ

èòÚÿèæóØöćÜäóÂÐÃ÷ĈÚâó 

ìóÂÅùÔÖîÈÂóäë¬È SMS ØòÚØö Ăì  ØöćÖòèÿæøîÂ Ö́îÚÚöĈµ 

(Ì÷ćÈăÕ×úÂÿæøîÂăèĀæèÖîÚāìæÕìÚóÿßÉÃ÷ĈÚâó) 

ÂČóìÚÕËøćîÝúë¬È 

ìóÂÅùÔâöëõØÙõĂìÿæøîÂËøćîÝúë¬ÈîøćÚăÕ Ăì  ÿæøîÂËøćîÝúë¬ÈØöćÖîÈÂóä  

 

 

ë¬È SMS 

ÿâøćîØùÂîã¬óÈßäîâĂìÅùÔ  Üù¬â ́ë¬È SMSµ āÜäĀÂäâÉñĀëÕÈÝææòßØ°Âóäë¬È ÉČóÚèÚÝúäòÛ ĀæñìâóãÿæÃÈóÚ ìóÂăâ¬âö

ÅèóâÝõÕßæóÕĂÕąÿÂõÕÃ÷ĈÚ 

2.2) ë¬È SMS ÜÂÖõ 

 

ĂÚÿâÚúã¬îãÚöĈ âöÖòèÿæøîÂÛäõÿèÔÕóÚÃèóÛÚ ÿßøćîÿæøîÂÂóäë¬È SMS ÜÂÖõĂÚĀÛÛÖ¬óÈą Ì÷ćÈÜòÉÉùÛòÚÿÜõÕĂìĂËÿßöãÈëîÈĀÛÛ

ÿØ¬óÚòĈÚÅøî ë́¬È SMS ĀÛÛìÚ÷ćÈÅäòĈÈµ Āæñ ë́¬ÈāÕãĂËÿØâÿßæÖµ 

ë¬È SMS ĀÛÛìÚ÷ćÈÅäòĈÈ (One-time SMS) 
ìÚóÉîÚöĈÉñâöæòÂêÔñîÈÅ°ÜäñÂîÛÖóâÃ÷ĈÚÖîÚÃîÈ

Âóäë¬È SMS Õ¬èÚ ĀÖ¬ÉñÿÜĆÚÂóäÿäöãÈÉóÂÛÚæÈ

æ¬óÈ ĀæñÜõÕë¬èÚÃòĈÚÖîÚØöćãòÈăâ¬×÷Èăè  

 

ÅùÔëóâóä×ÂÕØöćĀ×ÛĀÖ¬æñĀ×ÛÿßøćîÿÜõÕÃòĈÚÖîÚØöć

ÜõÕăè ìäøîÂÕØöćÜù¬â ́ÃãóãØòĈÈìâÕµ ÿßøćîĀëÕÈØùÂÃòĈÚÖîÚßäîâÂòÚ 

ĂìÿÜõÕÕúÅČóîÙõÛóãĂÚìòèÃî 2.1 ÿßøćîî¬óÚÅČóîÙõÛóãÜäñÂîÛÃòĈÚÖ¬óÈąĂÚÂóäë¬È SMS ÜÂÖõ 
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ë¬È SMS āÕãĂËÿØâÿßæÖ 

 

Âóäë¬ÈāÕãĂËÿØâÿßæÖ ÿìâóñëČóìäòÛÂóäë¬ÈăÜìóëâóËõÂÅäòĈÈæñâóÂą āÕãĀÖ¬æñëâóËõÂÉñăÕÃîÅèóâØöćăâ¬ÿìâøîÚÂòÚ 

ĀÖÂÖ¬óÈÂòÚÛóÈë¬èÚÃîÈÃîâúæ Öòèîã¬óÈÃîÅèóâØöćÿìâóñÂòÛÂóäë¬ÈèõÙöÚöĈÿË¬Ú 

¶ Úóã ëâéòÂÕõċ ăÕÅñĀÚÚèõËó ÿæÃ 80 ÅñĀÚÚ 

¶ ÚóÈëóè ëâéäö ăÕÅñĀÚÚèõËó ÿæÃ 90 ÅñĀÚÚ 

ÃîÅèóâÕòÈÂæ¬óè îóÉ×úÂëäóÈÃ÷ĈÚâóÕèãÿØâÿßæÖ ´  %1 ăÕÅñĀÚÚèõËó %2 %3 ÅñĀÚÚ ́  

ÉóÂÖòèîã¬óÈÕóÚÛÚ ÅùÔÉñÖîÈëäóÈăàæ° ëÿÜäÕËöÖ Øöćâö

Åîæòâá° îã¬óÈÚîã 4 Åîæòâá° ÕòÈÖòèîã¬óÈĂÚÖóäóÈÚöĈ 

 

ĂÚÂäÔöØöćÅùÔĂË Excel ĂìÿæøîÂ Save as type ´CSV 

(Comma delimited) (*.csv)µ  

 

ìæòÈÉóÂăÕăàæ° CSV âóĀæèĂì  Üù¬â ÿßøćî

ë¬Èăàæ°ÕòÈÂæ¬óèăÜØöć Server 

ÃÔñØöćÂČóæòÈîòßāìæÕ āÜäĀÂäâÉñĀëÕÈĀ×ÛÿßøćîäñÛù×÷ÈÜäõâóÔÃîâúæØöćîòßāìæÕ

ăÜĀæè ĀæñĀëÕÈÝææòßØ°ÿâøćîÂóäîòßāìæÕÿëäĆÉëõĈÚ 

 

ăàæ° CSV ëóâóä×ÚČóăÜÿÜõÕĂÚ Text Editor ÿË¬Ú Notepad 

ăÕ āÕãÉñâö ÿÅäøćîÈìâóãæúÂÚČĈóÃòĈÚĂÚĀÖ¬æñÅîæòâá° 
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ÉóÂÖòèîã¬óÈ āÜäĀÂäâ ÉñĀëÕÈĂìÿìĆÚè¬ó ßÛÃîâúæĂÚăàæ° 4 ÛääØòÕ ăàæ°ØöćîòßāìæÕĀæèÉñ

ÜäóÂÐÃ÷ĈÚĂÚÖòèÿæøîÂÕóÚÛÚ Üù¬âµîòßāìæÕµ ĂÚÂäÔöØöćÅùÔăÕÿÅãîòßāìæÕăàæ°ăèæ¬èÈìÚóĀæè 

ÂĆëóâóä×ÿæøîÂăàæ°ÉóÂÖòèÿæøîÂăÕāÕãăâ¬ÖîÈîòßāìæÕÌČĈó 

 

ÉóÂÖòèîã¬óÈÕóÚÛÚ ÅùÔÉñÖîÈßõâß° ´ %1 ăÕ

ÅñĀÚÚèõËó %2 %3 ÅñĀÚÚ ´ æÈĂÚÂæ¬îÈÿØâ

ÿßæÖ 

ĀæñÿÚøćîÈÉóÂāÕãÜÂÖõăàæ°ØöćÚČóâóÉóÂ Excel ÉñâöÂóäÿÃóäìòëÕèã TIS-620 ÅùÔÉñÖîÈÿÜæöćãÚÂóäÿÃóäìòëÉóÂ UTF-8 

ÿÜĆÚ TIS-620 ÅùÔëóâóä×ÿæøîÂÖòèÿæøîÂîøćÚą ÿË¬Ú Ã́óâÛääØòÕĀäÂ´ ÿßøćîĂìÃóâÂóäÜäñâèæÝæĀ×èĀäÂ ĂÚÂäÔöØöćĀ×è

ĀäÂÃîÈăàæ°ÿÜĆÚìòèÃîÈÅîæòâá° ìäøîÿæøîÂ Ã́îÅèóâÿÕöćãè´ ÿßøćîÂČóìÚÕÅèóâãóèÃîÈÃîÅèóâăâ¬ĂìÿÂõÚ 1 ÃîÅèóâÖ¬î 

1 ÝúäòÛ 

ìæòÈÉóÂÚòĈÚĂì  Üù¬â ́ëäóÈÃîÅèóâµ äîëòÂÅäú¬ Ā×ÛĀëÕÈÝææòßØ°ÛîÂÉČóÚèÚÃîÅèóâØöć×úÂëäóÈÃ÷ĈÚ Āæñ ÃîÅèóâØöć

ßäîâë¬ÈÉñÜäóÂÐÃ÷ĈÚĂÚÖóäóÈÕóÚÃèóâøî  

 

ÿâøćîßäîâĀæèÅùÔëóâóä×  Üù¬â ́ë¬ÈÃîÅèóâµ ÿßøćîë¬È

ÃîÅèóâØòÚØö (îã¬óÂÕÌČĈó) ìÚóÖ¬óÈ È́óÚØöćØČóÈóÚîãú¬

ÿÛøĈîÈìæòÈÉñĀëÕÈÝæÃ÷ĈÚµ ĀæñĀëÕÈÃîâúæÉÚÂäñØòćÈÿëäĆÉ

ëõĈÚÂóäë¬È ÅùÔÉñëóâóä× Üù¬â ́OKµ ÿßøćîÜõÕìÚóÖ¬óÈ

ÕòÈÂæ¬óèăÕ 

 

ìóÂÿæøîÂÖòèÿæøîÂ Û́òÚØ÷ÂÿØâÿßæÖĂìâ¬āÕãîòÖāÚâòÖõµ ÿØâ

ÿßæÖØöćßõâß°ăÜĂìâ¬Éñ×úÂÛòÚØ÷ÂăèÿßøćîĂËĂìâ¬ĂÚèòÚìæòÈăÕ 
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2.3) ë¬È SMS ÖóâÂæù¬â 

Ăì  ØöćËøćîÂæù¬â ØöćÅùÔÖîÈÂóäÉñë¬È SMS ĂÚ ẤäîÛĀëÕÈÂæù¬âµ 

(ÂóäÂÕÖîÈÂÕØöćËøćîÃîÈÂæù¬â ăâ¬ĂË¬  Ì÷ćÈÉñÿÜĆÚÂóäÿæøîÂÂæù¬â) 

 

 

ÃòĈÚØöć 1 ÿæøîÂÝúäòÛ 
ÅùÔëóâóä×ÿæøîÂè¬óÉñë¬ÈìóÝúäòÛ ÅøîëâóËõÂĂÚÂæù¬âØöćÿæøîÂ ăÕÕòÈÚöĈ 

¶  Üù¬â ́ØùÂÅÚĂÚÂæù¬âÚöĈĀæñÂæù¬âã¬îãµ  

(ëöÃîÈËøćîÂæù¬âØöć×úÂÿæøîÂĂÚ ẤäîÛĀëÕÈÂæù¬âµ ÉñÂæóãÿÜĆÚëöÚČĈóÿÈõÚ) 

¶  Üù¬â ́ĀÅ¬ØùÂÅÚĂÚÂæù¬âÚöĈµ  

(ëöÃîÈÂæù¬âØöć×úÂÿæøîÂĂÚ ẤäîÛĀëÕÈÂæù¬âµ ÉñÂæóãÿÜĆÚëöÚČĈóÿÈõÚĂÚÂäîÛ) 

¶  Üù¬â ́ÛóÈÅÚĂÚÂæù¬âÚöĈµ ìÚóÉîÕóÚæ¬óÈĀëÕÈ ëâóËõÂĂÚÂæù¬âÉñÜäóÂÐÃ÷ĈÚ ÅùÔëóâóä×ÿæøîÂÝúäòÛăÕāÕãÂÕ

ÿæøîÂØöć  ìÚóĀ×èÃîÈËøćîÝúäòÛØöćÖîÈÂóä Ā×ÛëöëâÉñÜäóÂÐÛÚëâóËõÂØöć×úÂÿæøîÂ 

 

ÅùÔëóâóä×ĂËĀ×ÛÅÚìóĂÚÖóäóÈ ÿßøćîÅÚìóëâóËõÂĂÚÂæù¬â ìäøîÂÕÿÜæöćãÚăÜìÚóăÜÿæøîÂëâóËõÂÅÚîøćÚăÕ 

ÉČóÚèÚëâóËõÂØöć×úÂÿæøîÂ ÉñîòßÿÕØāÕãîòÖāÚâòÖõØöćÂæ¬îÈÕóÚÃèóÛÚ  
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ÃòĈÚØöć 2 ßõâß°ìäøîÿæøîÂÃîÅèóâ 
ĂìÕúÅČóîÙõÛóãĂÚ ÛØØöć 2 (ìòèÃî 2.1 ÃòĈÚØöć 2) 

 

ÃòĈÚØöć 3 ÿæøîÂÿèæóĀæñë¬ÈÃîÅèóâÃîÈÅùÔ 
ĂìÕúÅČóîÙõÛóãĂÚ ÛØØöć 2 (ìòèÃî 2.1 ÃòĈÚØöć 3) 

 

2.4) ÿâÚúã¬îã ́ëâóËõÂµ 

 

îÙõÛóã ÿäøćîÈëâóËõÂ Âæù¬â ĀæñÑóÚÃîâúæ 

¶ ëâóËõÂ ØùÂÅÚ Éñîãú¬ĂÚÑóÚÃîâúæÃîÈÅùÔ 

¶ Âæù¬â ØùÂÂæù¬â Éñîãú¬áóãĂÖÑóÚÃîâúæÃîÈÅùÔ 

¶ ëâóËõÂ 1 ÅÚ ëóâóä×îãú¬ăÕâóÂÂè¬ó 1 Âæù¬â ìäøî ăâ¬âöÂæù¬âÂĆăÕ 

¶ Âæù¬â 1 Âæù¬â ëóâóä×ÿÜĆÚÂæù¬âã¬îãÃîÈÂæù¬âîøćÚąăÕâóÂÂè¬ó 1 Âæù¬â 

¶ Ñ́óÚÃîâúæÃîÈÅùÔµ ÉñĀëÕÈëâóËõÂØòĈÈìâÕĂÚÑóÚÃîâúæÃîÈÅùÔ 

¶ ÂóäæÛëâóËõÂîîÂÉóÂÂæù¬âØùÂÂæù¬âØöćëâóËõÂëòÈÂòÕ ÉñØČóĂìëâóËõÂăâ¬âöÂæù¬âëòÈÂòÕ Ì÷ćÈëóâóä×ÅÚÕúăÕÉóÂ 

Ñ́óÚÃîâúæÃîÈÅùÔµ 

¶ ÂóäÂČóìÚÕÂæù¬âã¬îã ëóâóä×ÚČóăÜĂËĂÚÂóäÂČóìÚÕĂìÝúĂËØ¬óÚîøćÚëóâóä×âîÈÿìĆÚÿßöãÈÂæù¬âÛóÈÂæù¬âăÕ 

ëõØÙõÚöĈ ÉñÂæ¬óè×÷ÈÖ¬îăÜ 

¶ ÂóäîòßÿÕØÃîâúæÃîÈëâóËõÂÉóÂ Âæù¬âĂÕą ìäøî Ñ́óÚÃîâúæÃîÈÅùÔµ ÉñØČóĂìÝæÂóäÿÜæöćãÚĀÜæÈÜäóÂÐÃ÷ĈÚØöć

îøćÚÕèã ìóÂëâóËõÂÚòĈÚìâóã×÷ÈëâóËõÂÅÚÿÕöãèÂòÚĂÚÑóÚÃîâúæ Ì÷ćÈÉñĂËìâóãÿæÃāØäéòßØ°ĂÚÂóäîóÈîõÈ 
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îÙõÛóãìÚóÉîµëâóËõÂµ 

 

ìÚóÉîëâóËõÂ âöæòÂêÔñÖóâáóßÕóÚÛÚ āÕãâöë¬èÚÜäñÂîÛÖ¬óÈą ÖóâÅČóîÙõÛóã ÅùÔëóâóä×âó×÷ÈìÚóÉîÚöĈăÕ āÕã

ÂÕØöć ë́âóËõÂµ ÉóÂĀ×ÛÿâÚúã¬îã 

ÂÕÿæøîÂÕú ĀæñÅÚìóëâóËõÂ  

¶ ĂìĂË Scroll-bar ÕóÚÃèóâøî ÿÜõÕăÜÉÚ×÷ÈëâóËõÂØöćÖîÈÂóä  

¶ ìóÂĂÚÖóäóÈâöÜù¬âĀëÕÈìÚóÕóÚæ¬óÈ ÉñâöÜæù¬âÿßøćîßæõÂăÜìÚó×òÕăÜ ìÚóÂ¬îÚìÚó ìÚóĀäÂ ìÚóëùÕØóã 

ìäøîăÜãòÈìÚóĂÕą ØöćÖîÈÂóä 

¶ ÂÕØöćìòèÅîæòâá°ĂÚÖóäóÈĀëÕÈÝæÖóâÂóäÉòÕÿäöãÈÃîâúæĂÚÅîæòâá°ÚòĈÚ āÕãÂÕĀÖ¬æñÅäòĈÈÿßøćîëæòÛÉóÂÂóä

ÿäöãÈæČóÕòÛÉóÂÚîãăÜâóÂ ĀæñâóÂăÜÚîã 

¶ ìóÂÖîÈÂóäÅÚìóëâóËõÂĂÚÂæù¬âìäøîÑóÚÃîâúæÃîÈÅùÔ 

Ăìßõâß°ë¬èÚËîÈËøćî ìäøîë¬èÚÃîÈäóãæñÿîöãÕØöćÖîÈÂóäÅÚØöć Ā́×ÛăèÅÚìóëâóËõÂµ ĀæèÂÕ Enter ëâóËõÂØöć

äñÛÛÅÚßÛÉñĀëÕÈØöćÖóäóÈÕóÚæ¬óÈ ĂÚÂäÔöØöćµÂäîÛĀëÕÈÂæù¬âµ ÿæøîÂîãú¬Øöć µÑóÚÃîâúæÃîÈÅùÔµ ÂóäÅÚìó

ÉñØČóØòĈÈÑóÚÃîâúæ ĀÖ¬ìóÂÿæøîÂîãú¬ØöćÂæù¬âĂÕą ÂóäÅÚìóÉñØČóÿÊßóñÂæù¬âÚòĈÚą (ăâ¬ÅÚĂÚÂæù¬âã¬îã) 

ÂóäÿÜõÕÕú ÿßõćâëâóËõÂĂìâ¬ ìäøîĀÂăÃÃîâúæëâóËõÂ 

 ËøćîëâóËõÂØöćÖîÈÂóäÿÜõÕÕú ìäøîÂÕØöćÜù¬â ́ëâóËõÂĂìâ¬µ ìÚóÉî

ĀÛÛÕóÚÃèóâøîÉñÜäóÂÐÃ÷ĈÚ ÅùÔëóâóä×ÉñĀÂăÃÃîâúæÖ¬îăÜÚöĈ 

¶ ā́ØäéòßØ°ÿÅæøćîÚØöćµ (ìâóãÿæÃ)  

ĂÚÂäÔöÿßõćâëâóËõÂĂìâ¬ÿÃóĂÉÂæù¬â ÅùÔëóâóä×Ăë¬ÿßöãÈ

ìâóãÿæÃāØäéòßØ° äñÛÛÉñßãóãóâÅÚÂòÛëâóËõÂĂÚÑóÚÃîâúæāÕãîòÖāÚâòÖõ 

¶ Ë́øćîµ Āæñ ä́óãæñÿîöãÕµ 

ÅùÔëóâóä×ÂČóìÚÕ Ëøćî ìäøîäóãæñÿîöãÕîøćÚąÖóâÖîÈÂóä āÕãĀÖ¬æñàõæÕ°ìóââöÅèóâãóèÿÂõÚ 255 ÖòèîòÂêä 
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¶ è́òÚÿäõćâÖîÛäòÛëâóËõÂ ĀæñèòÚëõĈÚëùÕëâóËõÂµ (ìóÂâöÖòĈÈÅ¬ó āÜäĀÂäâÉñÖäèÉëîÛè¬óèòÚØöćÂÕë¬Èîãú¬áóãĂÚ

äñãñÿèæóØöćÖòĈÈÅ¬óăèìäøîăâ¬ ìóÂăâ¬îãú¬Éñăâ¬ë¬È SMS ăÜãòÈëâóËõÂÕòÈÂæ¬óè) 

¶ ìóÂÿæøîÂ ắâ¬ĀîÅØöàĂÚäñÛÛµ Éñăâ¬âöÂóäë¬È SMS ìóëâóËõÂÕòÈÂæ¬óèăâ¬è¬óÂäÔöĂÕą 

¶ Ấæù¬âØöćÿÜĆÚëâóËõÂµ āÕãÅùÔëóâóä×ÿæøîÂÿßõćâÿÃóăÜĂÚÂæù¬âîøćÚąăÕ āÕãÂÕÿæøîÂÉóÂÖòèÿæøîÂÂæù¬â ìóÂÂÕØöć

ÿÅäøćîÈìâóãÂóÂÛóØÉñÿÜĆÚÂóäæÛîîÂÉóÂÂæù¬âÚòĈÚ 

ÿâøćîĀÂăÃÿëäĆÉĀæèĂì Üù¬â ́ÛòÚØ÷Âµ ìäøî Üù¬â ́ãÂÿæõÂµ ÿßøćîãÂÿæõÂÂóäĀÂăÃ ÚîÂÉóÂÚöĈ ÅùÔãòÈëóâóä× Üù¬â ́Õú 

SMSµ ÿßøćîÿæøîÂÕúÿÊßóñÃîÅèóâ SMS Øöćë¬ÈăÜãòÈëâóËõÂÕòÈÂæ¬óèăÕ ìÚóÖ¬óÈÕóÚæ¬óÈÉñÜäóÂÐÃ÷ĈÚ 

ìäøî Üù¬â ́ë¬È SMSµ ìÚóÖ¬óÈÕóÚæ¬óÈÉñÜäóÂÐÃ÷ĈÚ ÿßøćîë¬È SMS ìóëâóËõÂÕòÈÂæ¬óèÿßöãÈØ¬óÚÿÕöãè 

ìÚóÉîÕóÚÛÚÚöĈÉñæõâõÖÂóäë¬ÈÃîÅèóâÚöĈăèØöćÿßöãÈÃîÅèóâÿÕöãè ìóÂÖîÈÂóäë¬ÈĀÛÛâöÖòèÿæøîÂîøćÚą Ăì  Üù¬â ́ë¬È

ĀÛÛâöØóÈÿæøîÂµ ÉñÜäóÂÐìÚóÉîÕóÚæ¬óÈ 

 

ËøćîëâóËõÂĀæñìâóãÿæÃāØäéòßØ°ØöćÿæøîÂÉñĀëÕÈîãú¬áóãĂÚ Ã́òĈÚØöć 1 ÿæøîÂÝúäòÛµ ÖóâÖòèîã¬óÈØöćÿÛæîăè èõÙöĂËìÚóÉîÚöĈ

Ăìî¬óÚìòèÃî 2.2  
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ÂóäæÛëâóËõÂîîÂÉóÂÂæù¬âìäøîÑóÚÃîâúæÃîÈÅùÔ 

ĂìÅùÔ  Ã ÕóÚìÚóëâóËõÂØöćÖîÈÂóäæÛ ëòÎæòÂêÔ° Ã ÉñÂæóãÿÜĆÚ R ìóÂËøćîÂæù¬âÜòÉÉùÛòÚĀëÕÈ ́ÑóÚÃîâúæ

ÜòÉÉùÛòÚµ ÉñÿÜĆÚÂóäæÛîîÂÉóÂÑóÚÃîâúæĀæñÂæù¬âØùÂÂæù¬â ìóÂÿÜĆÚËøćîÂæù¬âÜòÉÉùÛòÚĀëÕÈËøćîÂæù¬âîøćÚą ÉñÿÜĆÚÂóäæÛ

îîÂÉóÂÂæù¬âÚòĈÚ 

ÂóäÅòÕæîÂìäøîãóãëâóËõÂăÜãòÈÂæù¬âîøćÚ 

1. ĂìÅùÔ  Ã ÕóÚìÚóëâóËõÂØöćÖîÈÂóäÅòÕæîÂìäøîãóã ëòÎæòÂêÔ° Ã ÉñÂæóãÿÜĆÚ R  

2. ĂìÅùÔ  Ã ÕóÚìÚóÂæù¬âØöćÖîÈÂóäÅòÕæîÂìäøîãóãăÜĂÚ ẤäîÛĀëÕÈÂæù¬âµ ÕóÚÌóã ĂÚØöćÚöĈÉñÃîÿäöãÂ

Âæù¬âØöćÿæøîÂè¬óÂæù¬â ÿ́Üóìâóãµ Ā×ÛĀëÕÈÂóäÅòÕæîÂÕóÚæ¬óÈÖóäóÈ ÉñÿÜæöćãÚÉóÂ ´To: ---́  ÿÜĆÚ ´To: ´ Öóâ

ÕèãËøćîÂæù¬âÿÜóìâóã 

3. ĂÚÂäÔöÖîÈÂóäãóã Ăì    ìäøîĂÚÂäÔöØöćÖîÈÂóäÅòÕæîÂĂì   (Üù¬âëČóìäòÛãóãÉñ

ĀëÕÈÝæÿÊßóñ Âæù¬âØöćĀëÕÈÜòÉÉùÛòÚăâ¬ĂË¬ ́ÑóÚÃîâúæÃîÈÅùÔµ) 
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2.5) ÿâÚúã¬îã ́ÉòÕÂóäµ 

 

ìÚóÉî É́òÕÂóäµ âöăèëČóìäòÛÉòÕÂóäëâóËõÂÅäòĈÈæñÿãîñą 

 

èõÙöÂóäĂËÈóÚ ĂìÿæøîÂÅČóëòćÈØöćÖîÈÂóä āÕã  ÿæøîÂĀ×ÛìâèÕìâú¬ÅČóëòćÈ Āæè  ¹ ìÚóÅČóëòćÈØöćÖîÈÂóä ëòÎæòÂêÔ° ¹

ÉñÂæóãÿÜĆÚ ¾ ĀëÕÈè¬ó×úÂÿæøîÂĀæè 

 

ĂÚÂäÔöÅČóëòćÈâöìâóãÿìÖùĂìäñÛùÂæù¬âÿÜóìâóã Ăì  ÿæøîÂ Ã ìÚóÂæù¬âØöćÖîÈÂóäÉóÂ µÂäîÛĀëÕÈÂæù¬âµ Ëøćî

Âæù¬âÿÜóìâóãØöćÕóÚÌóãÛÚÉñĀëÕÈËøćîÂæù¬âÿÜóìâóãØöć×úÂÿæøîÂ (Âæù¬âÿÜóìâóã ÖîÈăâ¬ÖäÈÂòÛÂæù¬âÜòÉÉùÛòÚ ìäøî 

Ñ́óÚÃîâúæÃîÈÅùÔµ  äñÛÛÉñăâ¬îÚùÎóÖĂìÅùÔÿæøîÂÂæù¬âÿìæ¬óÚöĈăÕ) 

ìæòÈÉóÂÚòĈÚĂì  Üù¬âÅČóëòćÈÿßøćîÕČóÿÚõÚÂóä ìÚóÉîÕóÚÌóãâøîÉñÜäóÂÐÃ÷ĈÚ ÿâøćî

ÂóäØČóÈóÚÿëäĆÉëõĈÚ ĂìÅùÔÂÕØöćÜù¬â OK ÿßøćîÜõÕìÚóÖ¬óÈÕòÈÂæ¬óè  

ĂÚÂäÔöØöćÂóäØČóÈóÚãòÈăâ¬ëõĈÚëùÕ ĀæñâöÂóäāìæÕìÚóÿßÉÃ÷ĈÚâóĂìâ¬ ìÚóÉî

ÕòÈÂæ¬óèÉñÜäóÂÐÃ÷ĈÚîöÂÅäòĈÈ ÿßøćîÿÜĆÚÂóäĀÚñÚČóĂìÅùÔÖîÈäîĂìÂóäØČóÈóÚÿëäĆÉ

ëõĈÚÂ¬îÚÕČóÿÚõÚÂóäîøćÚĂÕÖ¬îăÜ 

  

 

ìóÂÂæù¬âÜòÉÉùÛòÚĀëÕÈ ́ÑóÚÃîâúæÃîÈÅùÔµ ìâèÕìâú¬ÅČóëòćÈØöćĀëÕÈÉñâöÿßöãÈ ǽÛëâóËõÂµ Āæñ  

È́óÚîøćÚµ ÅČóëòćÈØöćĀëÕÈĂÚìâèÕìâú¬ÂĆÉñâöÿÊßóñÉòÕÂóäÂòÛÑóÚÃîâúæāÕãäèâÿØ¬óÚòĈÚ 
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ìâèÕìâú¬ÅČóëòćÈĀæñÅČóëòćÈØòĈÈìâÕĂÚÿâÚúã¬îã ́ÉòÕÂóäµ 

ãóãëâóËõÂ 

¶ ãóãëâóËõÂÉóÂÂæù¬âÚöĈăÜÂæù¬âÿÜóìâóã * 

¶ ãóãëâóËõÂÉóÂÂæù¬âÿÜóìâóãâóÂæù¬âÚöĈ * 

¶ ãóãëâóËõÂØöćăâ¬âöÂæù¬ââóÂæù¬âÚöĈ 

¶ æÛëâóËõÂÉóÂÂæù¬âÚöĈ (ëâóËõÂăâ¬ÉČóÿÜĆÚÖîÈâöÂæù¬â) 

¶ ãóãØùÂÅÚâóÂæù¬âÚöĈ 

ÅČóëòćÈÕóÚÛÚØöćâöÿÅäøćîÈìâóãÕîÂÉòÚ (*) ÖîÈÂóäĂìÅùÔäñÛùÂæù¬âÿÜóìâóã 

ÅòÕæîÂëâóËõÂ 

¶ ÅòÕæîÂëâóËõÂÉóÂÂæù¬âÚöĈăÜÂæù¬âÿÜóìâóã * 

¶ ÅòÕæîÂëâóËõÂÉóÂÂæù¬âÿÜóìâóãâóÂæù¬âÚöĈ * 

¶ ÅòÕæîÂëâóËõÂØöćăâ¬âöÂæù¬ââóÂæù¬âÚöĈ 

¶ ÅòÕæîÂëâóËõÂØùÂÅÚâóÂæù¬âÚöĈ 

ÅČóëòćÈÕóÚÛÚØöćâöÿÅäøćîÈìâóãÕîÂÉòÚ (*) ÖîÈÂóäĂìÅùÔäñÛùÂæù¬âÿÜóìâóã 

æÛëâóËõÂ 

¶ æÛëâóËõÂÉóÂÂæù¬âÚöĈ (ëâóËõÂăâ¬ÉČóÿÜĆÚÖîÈâöÂæù¬â) 

¶ æÛëâóËõÂÉóÂÂæù¬âÿÜóìâóã (ëâóËõÂăâ¬ÉČóÿÜĆÚÖîÈâöÂæù¬â) 

¶ æÛëâóËõÂØöćăâ¬âöÂæù¬âÉóÂÑóÚÃîâúæ 

¶ æÛëâóËõÂØùÂÅÚîîÂÉóÂÑóÚÃîâúæ ** 

¶ æÛëâóËõÂĀæñÂæù¬âîîÂÉóÂÑóÚÃîâúæØòĈÈìâÕ ** 

ÅČóëòćÈÕóÚÛÚØöćâöÿÅäøćîÈìâóãÕîÂÉòÚ (**) ÖîÈÂóäĂìÂæ¬îÈÿÅäøćîÈìâóã×úÂÿæøîÂØòĈÈìâÕØòĈÈ 3 Âæ¬îÈ ÃÃÃ  

ÈóÚîøćÚ 

 

¶ Ö́òĈÈÅ¬óèòÚìâÕîóãùĂìâ¬µ (Ā×ÛĀëÕÈÂæ¬îÈÿæøîÂèòÚØöćÉñÜäóÂÐÃ÷ĈÚ ĂìÅùÔÂČóìÚÕèòÚ
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ìâÕîóãùĂìâ¬)   Üù¬â ́æóÈµ ÿßøćîãÂÿæõÂèòÚìâÕîóãù 

¶ ÿ́ÜõÕÂóääòÛ SMSµ ÿæøîÂÅČóëòćÈÚöĈ ÿßøćîÿÜõÕÅ¬ó ắâ¬ĀîÅØöàĂÚäñÛÛµ ÃîÈëâóËõÂ 

¶ ǗõÕÂóääòÛ SMSµ ÿæøîÂÅČóëòćÈÚöĈ ÿßøćîÜõÕÅ¬ó ắâ¬ĀîÅØöàĂÚäñÛÛµ ÃîÈëâóËõÂ 

ÖòèÿæøîÂ ë́ČóìäòÛØùÂëâóËõÂĂÚµ ëóâóä×ÿæøîÂăÕÕòÈÖ¬îăÜÚöĈ 

¶ Âæù¬âÚöĈ 

¶ ÑóÚÃîâúæÃîÈÅùÔ 

¶ Âæù¬âÿÜóìâóã (ÿæøîÂÉóÂÂäîÛĀëÕÈÂæù¬âÕóÚÌóã) 

ÿÜæöćãÚÅ¬óÖõÕÖòĈÈÃîÈÂæù¬â  

ëČóìäòÛÂóäĂËÈóÚáóãĂÚÿØ¬óÚòĈÚ · ăâ¬ÃîÂæ¬óè×÷ÈĂÚÅú¬âøîÚöĈ 

2.5) ÿâÚúã¬îã ́äóãÈóÚµ 

 

 

ìÚóÉîäóãÈóÚ ÉñäóãÈóÚäóãæñÿîöãÕÿÂöćãèÂòÛÃîÅèóâ SMS Øöćë¬ÈîîÂăÜ āÕãÉñÿÜĆÚÂóääóãÈóÚØòĈÈÑóÚÃîâúæÃîÈÅùÔ 

ìäøîÿÜĆÚÂóääóãÈóÚÖóâÂæù¬âìÚ÷ćÈą Øöć×úÂÿæøîÂĂÚ ẤäîÛĀëÕÈÂæù¬âµ 

Ā×ÛÅÚìóÕ¬èÚ 
ëČóìäòÛăèĂËÅÚìó ë¬èÚÃîÈÃîÅèóâ ìäøîËøćîÝúë¬È āÕãĂìÅùÔßõâß°Åöã°ÿèõä°ÕØöćÖîÈÂóäÅÚìóĂÚË¬îÈĀæèÂÕ Enter 

Üù¬âÅÚìóāÕãæñÿîöãÕ 

ĂìÅùÔÂÕ  ØöćÜù¬âÅÚìóāÕãæñÿîöãÕÿßøćîÿÜõÕìÚóÖ¬óÈã¬îã ăèĂËÅÚìóāÕãæñÿîöãÕ āÕãÉñëóâóä×ÂČóìÚÕÿÈøćîÚăÃĂÚ

ÂóäÅÚÖ¬óÈąăÕÖóâÅîæòâá°ØöćĀëÕÈÝæîãú¬ 
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Üù¬âÚČóîîÂÿÜĆÚ Excel 

ĂìÅùÔÂÕ  ØöćÜù¬âÚČóîîÂÿÜĆÚ Excel ÿßøćîëäóÈăàæ°äóãÈóÚĂÚäúÜĀÛÛ Excel ÖóâÿÈøćîÚăÃÃîÈäóãÈóÚØöćĀëÕÈÝæîãú¬ 

ÅÚìóäóãÈóÚÖóâèòÚØöć 

ĂìÅùÔ  ØöćÜù¬âÅÚìóÖóâèòÚØöćÿßøćî

ĀëÕÈîùÜÂäÔ°ÅÚÖóâèòÚØöćÕòÈÖ¬îăÜÚöĈ 

 
ËùÕÅČóëòćÈÚöĈ ÉñÿæøîÂË¬èÈèòÚØöćĂìāÕã
îòÖāÚâòÖõ 

¶ ÿæøîÂ Today ÅøîèòÚÚöĈ 

¶ ÿæøîÂ Last 7 days Åøî 7 èòÚæ¬óëùÕ 
¶ ÿæøîÂ Month to date ÅøîÖòĈÈĀÖ¬ÖÚ
ÿÕøîÚÚöĈÉÚ×÷ÈèòÚÚöĈ 

¶ ÿæøîÂ Year to date ÅøîÖòĈÈĀÖ¬ÖÚÜö
ÚöĈÉÚ×÷ÈèòÚÚöĈ 

¶ ÿæøîÂ The previous month Åøî
ÿÕøîÚØöćĀæè 

 
ËùÕÅČóëòćÈÅÚìóÚöĈ
ÉñĀëÕÈÜÐõØõÚ
ÿßøćîÿæøîÂĂìèòÚØöć 

 
¶ ÿæøîÂ Specific Date ÅøîäóãÈóÚ
ÿÊßóñèòÚ 

¶ ÿæøîÂ All Dates Before / After 
ÅøîäóãÈóÚÿÊßóñÃîÅèóâØöćë¬È
Â¬îÚìÚóìäøîáóãìæòÈ 
 
 

 

 

¶ ËùÕÅČóëòćÈ Date Range ÉñĂìÿæøîÂ
Ë¬èÈèòÚØöćØöćÖîÈÂóäĀëÕÈäóãÈóÚ 

 

 

ìóÂßÛÜù¬â  ÃóÈĂÖìòèÅîæòâá° µèòÚÿèæóµ ĂÚÖóäóÈĂÕąĂÚ

āÜäĀÂäâ ÅùÔëóâóä×ÂÕÿßøćîÅÚìóÖóâèòÚØöćăÕ 

 

 

 

āÜäĀÂäâîóÉÉñÉČóÂòÕÅèóâãóèÃîÈäóãÈóÚăâ¬ĂìãóèÿÂõÚÂè¬óØöćÂČóìÚÕ ìóÂÅùÔßÛè¬óäóãÈóÚâö

ë¬èÚØöćÃóÕìóãăÜ ĂìÅùÔÂäùÔóäñÛùË¬èÈÃîÈèòÚØöćÿßøćîĂìăÕäóãÈóÚë¬èÚØöćìóãăÜ 
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ÿäöãÂÕúäóãÈóÚæñÿîöãÕÃîÈĀÖ¬æñÃîÅèóâ 

ĂìÅùÔ  ÛÚĀ×èÃîÈäóãÈóÚØöćÖîÈÂóäÕúäóãÈóÚæñÿîöãÕ ÿâøćîÕúÿëäĆÉĀæèĂì  ÿßøćîãîÚÂæòÛăÜìÚóÉîÂ¬îÚìÚó

 

äóãÈóÚæñÿîöãÕÃîÈĀÖ¬æñÃîÅèóâ ÉñĀëÕÈÝæÂóäë¬ÈāÕãæñÿîöãÕ äñÛùÉČóÚèÚÝúäòÛ ÉČóÚèÚÃîÅèóâØöćë¬È×÷È ìäøî

æâÿìæè äñÛùìâóãÿæÃØöćĂë¬ÿßõćâÿÖõâ  äñÛùÂæù¬âÿÜóìâóãĂÚÂóäë¬È ÕóÚÌóãÃîÈìÚóÉîÉñÿÜĆÚÖóäóÈäóãÈóÚÝæÂóä

äòÛë¬ÈÖóâìâóãÿæÃāØäéòßØ°ØùÂìâóãÿæÃ ßäîâäñÛùèòÚÿèæóØöćÃîÅèóâăÕäòÛ 

  



 

23  
 

 

2.6) ÿâÚúã¬îã ́ÚČóÿÃó/ÚČóîîÂµ 

 

ìÚóÉî Ú́ČóÿÃó/ÚČóîîÂµ âöăèëČóìäòÛÚČóëâóËõÂÿÃóăÜĂÚÑóÚÃîâúæÅäòĈÈæñâóÂą ìäøîÚČóîîÂÉóÂÑóÚÃîâúæ 

 

èõÙöÂóäĂËÈóÚ ĂìÿæøîÂÅČóëòćÈØöćÖîÈÂóä āÕã  ÿæøîÂĀ×ÛìâèÕìâú¬ÅČóëòćÈ Āæè  ¹ ìÚóÅČóëòćÈØöćÖîÈÂóä ëòÎæòÂêÔ° ¹

ÉñÂæóãÿÜĆÚ ¾ ĀëÕÈè¬ó×úÂÿæøîÂĀæè 

ĂÚÂäÔöÅČóëòćÈâöìâóãÿìÖùĂìäñÛùÂæù¬âÿÜóìâóã Ăì  ÿæøîÂ Ã ìÚóÂæù¬âØöćÖîÈÂóäÉóÂ µÂäîÛĀëÕÈÂæù¬âµ Ëøćî

Âæù¬âÿÜóìâóãØöćÕóÚÌóãÛÚÉñĀëÕÈËøćîÂæù¬âÿÜóìâóãØöć×úÂÿæøîÂ (Âæù¬âÿÜóìâóã ÖîÈăâ¬ÖäÈÂòÛÂæù¬âÜòÉÉùÛòÚ ìäøî 

Ñ́óÚÃîâúæÃîÈÅùÔµ  äñÛÛÉñăâ¬îÚùÎóÖĂìÅùÔÿæøîÂÂæù¬âÿìæ¬óÚöĈăÕ) 

ìæòÈÉóÂÚòĈÚĂì  Üù¬âÅČóëòćÈÿßøćîÕČóÿÚõÚÂóä ìÚóÉîÕóÚÌóãâøîÉñÜäóÂÐÃ÷ĈÚ ÿâøćîÂóä

ØČóÈóÚÿëäĆÉëõĈÚ ĂìÅùÔÂÕØöćÜù¬â OK ÿßøćîÜõÕìÚóÖ¬óÈÕòÈÂæ¬óè  

ĂÚÂäÔöØöćÂóäØČóÈóÚãòÈăâ¬ëõĈÚëùÕ ĀæñâöÂóäāìæÕìÚóÿßÉÃ÷ĈÚâóĂìâ¬ ìÚóÉîÕòÈÂæ¬óèÉñ

ÜäóÂÐÃ÷ĈÚîöÂÅäòĈÈ ÿßøćîÿÜĆÚÂóäĀÚñÚČóĂìÅùÔÖîÈäîĂìÂóäØČóÈóÚÿëäĆÉëõĈÚÂ¬îÚ

ÕČóÿÚõÚÂóäîøćÚĂÕÖ¬îăÜ 

ìâèÕìâú¬ÅČóëòćÈĀæñÅČóëòćÈØòĈÈìâÕĂÚÿâÚúã¬îã ́ÚČóÿÃó/ÚČóîîÂµ 

ÚČóîîÂëâóËõÂ (Export) 

¶ ÚČóîîÂëâóËõÂØùÂÅÚĂÚÂæù¬âÚöĈ 

¶ ÚČóîîÂëâóËõÂØùÂÅÚĂÚÂæù¬âÿÜóìâóã * 

¶ ÚČóîîÂëâóËõÂØùÂÅÚØöćăâ¬âöÂæù¬âĂÚÑóÚÃîâúæ 

¶ ÚČóîîÂëâóËõÂØùÂÅÚĀæñØùÂÂæù¬âĂÚÑóÚÃîâúæ 

ÅČóëòćÈÕóÚÛÚØöćâöÿÅäøćîÈìâóãÕîÂÉòÚ (*) ÖîÈÂóäĂìÅùÔäñÛùÂæù¬âÿÜóìâóããóãëâóËõÂÉóÂÂæù¬âÚöĈăÜÂæù¬âÿÜóìâóã *  
















