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֯ ц Ӣ ᵗṶ ( Ӣ ᵗ )
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ц ӣљ ᵑ

(User Group)

Ṇ ’ׄ ậ׀ < ạ > ӣљ ᵑ
Security > Access Control > User Group

(1)
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WFSFAA(SFO)_ADMIN ӣљ
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Ҡᴞ ᵑ e.g. WFSFAA_User

ѿҒϤ֯ ц Ӣ ᵗṶ ( Ӣ ᵗ ) ᾼ ȴ
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ứ Ṇ ן < в ц
Ϥ

(2)



Systems and Information Management Section                                                                                  S lide 8

ứ Ӣ ᵗӨ Ὠц Ṟ ☿
ὨБ Ϥ
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Ởṿӣ

ɦ֯ ц Ӣ ᵗṶ

( Ӣ ᵗ )ɧ
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Â Ӣ ᵗӨ ὨȲ Ṟ
☿ ц Ӣ ᵗӨ Ὠц
Ṟ ☿
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1.֯ МȲ ┬ [֯ ц Ӣ
ᵗṶ ( Ӣ ᵗ )] [ Ӣ ᵗӨ
Ὠц Ṟ ☿ ]   [ ] ғ

2. Ϥ Ԉ∟Ȳ┬ [ ] ┬ ȴ
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3.Ҭצ ᾼ ᾭᾓ╥ɶlnɷế Ӣ ᵗӨ Ὠц
Ṟ ☿ ╥ɶwɷ
И Ḃѿϯᾼ ᴯȸ
̜ɏ Ɏ ӢṞ ☿ ɏ
̝ɏ Ӣ
̞ɏ ѡ Ӣ
̟ɏ
4. ӣљ┬[ ┬[׀ ȲṆ ֯ › ᾼ ϱ
ᴩ ▲ȴ
5. ֽὨ ▲ Ȳ ȴ׀
6. ֯[S- SFO01- 01] Ȳ ӣљ┬Ẕ҃ ȲṆ ӱ‒
ɶ Ԓ┬ɶ ɷ׀ И ᴟẔ҃ Ȳᵡ⁄Ṇ Л Ḇ׀
ᾼ ȴ╥ᵡ ᴟẔ҃ ]ɷ
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2.1.2 ҏ/ Ϥ ( Ṟ ☿ )
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1. ֯ МȲ ┬ [֯ ц Ӣ ᵗ
Ṷ ( Ӣ ᵗ )] [ Ӣ ᵗӨ
Ὠц Ṟ ☿ ] [ ҏ/ Ϥ(
Ṟ ☿ )] ғ

2. ֯[S- SFO01- 02] МȲ ӣљҠ Ϥ
ԈɎ ˍד ֤ ˍ ˍ ᵑɏ

ѿ ҏ╥ᵡ ӢṞ ☿ ʦɷ͓ɷ
ế ᾭᾓʦɷ͈͊ɷ ᾼ Ṟ ☿
ȴֽ Ṟ ☿ (Ẃֽȸ

( ӢṞ ☿ )Ȳ ӢȲ ѡ Ӣế
) ḆḂȲד ᾼ Л

ҏȴ ֽ֯ ᾼ Ὠ в ѡ

̢
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3. ӣљҠ Ḃ֯ ҏ М Ӣ Ṟ
☿ ∟ Ϥ֝Ϛ ẞ Ṇ МȴṆ
▲ Ϥ ᾼв ȴ

4. ֽὨ Ἤצ ▲Ȳ֯ Мᾼ Ϥ
ẞṆ МᵂⱢ ӢṞ ☿ ȴ
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2.2 
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1. ֯ МȲ ┬ [֯ ц Ӣ ᵗṶ
( Ӣ ᵗ )] [

☿ / Ṟ ☿ ]ғ :
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2. Ϥ Ԉ∟Ȳ┬ [ ] ┬ ȴ ֥ Ԉ
ᾼБ Ϥ ӱҏ ẃѿẁ ȴ
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3. Ҭצ ᾭᾓ╥ɶNP(ӑ Gɷᾼ И Ḃѿϯᾼ ᴯ
ȸ
1) Ӣ ( ӣὑЛ֯׀ὑ ῺϚװ Ϥᾼ Ӣ ᵗӨ
Ὠц Ṟ ☿ Ὠ ᾼ Ӣ) 

2) ᾭᾓ ѿц ᾭᾓ Ӧ
3) ᾭᾓṞ ѿц ᾭᾓ Ӧ
4) ӣљ┬[ ┬[׀ ȲṆ › ᾼ ᴩ ▲
ȴ
5) ֽὨ ▲ Ȳ ȴ׀
6) ӣљҠѿ ậ ᾭᾓ╥ɶNP(ӑ Gɷᾼ Ȳ ∟
┬[ᵔ ]┬ Ẕ ᵔ ȴ
7) ֯[S- SFO02- 01] Ȳ ӣљ┬[ ] ┬ ȲṆ ӱ[S-

SFO02- 02] ȴ
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8. Ϥ Ԉ∟Ȳ┬ [ ] ┬ ȴ
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9. ӣљ ậ ›ᾼ Ȳ ӣȴ
ӣљ֯┬[ ] ┬ ›ȲӇ Ɫ ậᾼ Ϥֽ[S-

SFO02- 01] ᾼ ȴ
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10. ӣљ┬[ ] ┬ ȲṆ › ᾼ
ᴩ ▲ȴ
11. ֽὨ ▲ Ȳ ᾭᾓ╥ɴNP(ӑ Gɵ>ᾼ
ӱὑ[S- SFO02- 01] ȴ
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1. ֽὨ Ӣצ ᵗӨ ὨἨ Ṟ ☿ Ὠὑ ῺϚװ Ϥᾼ
МȲ Ὠѿц Ӣ ӱҏẃẁ ᴕȴᵡ⁄Ȳ Ӣ

ᴯ Ὅ ӣљ ϤȴӣљӇ Ϣњ Ϥ Ӣ ȴ
2. ֯֝Ϛ ȲҬ Ϛצ ᾼד ὑ ϱ Ṇ Мȴ
3. ᵧӻẞ֯ ц Ӣ ᵗṶ ( Ӣ ᵗ )
∟Ȳ ᾭᾓ ḆḂⱢɴS(Б Gɵȴ ӣљЛб Ḃцԛװ
ᵧӻױ ȴ
4. ֽὨ Ӣᾼ ☿ ἨṞ ☿ ὨБ Ɫ 100%Ȳ ӣљЛб
ὑ[S- SFO02- 02] Ɫױ Ӣ ȲṆ ӱ‒ ɶ
ӢБ ắԓ ☿ ɷȴ ӣљὑ[S- SFO02- 01] ׀ ȲṆ
֝ ᴩױ ▲ȴֽὨ ▲Л ȲṆ ӱ ‒ ȴ

5. ᵂҏ ᾼϢ Л ҏ (ḕ ᵑצг ֤ )ȴ
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2.3 
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1. ֯ МȲ ┬ [֯ ц Ӣ ᵗṶ
( Ӣ ᵗ )] [ ]
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2. Ϥ Ԉ∟Ȳ┬ [ ] ┬ ȴ
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3. ӣљҠѿ ѿϯ ȸ

1) Ӑ
2)  
3) ѝ֮ᵿ
4) Мѝ֮ᵿ
5) ֮
6) ѝ ֮ᵿ
7) Ϣ
4. ( )
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4. ֽὨ֯ ц Ӣ ᵗṶ ( Ӣ ᵗ ) ᾼ
ӑ ϤȲṆ ậѿϯ ᴯᾼ : ֤
( )Ȳ ֤ (М)Ȳ Ȳ ѿц
֮ᵿ ȴ

5. ӣљ Ϥ[S- SFO03- 01] ᾼד ᴯȴ

6. ӣљϷҠѿ┬[ ҟד ạ]┬ ạҟדᾼ ṳ
ӱ ד ᴯȴ ֽὨḥצҟדᾼ ȲṆ ӱɶЛ֯׀
›Ϛדᾼ ɷȴ

7. ӣљ┬[ ┬[׀ ȲṆ › ᾼ ᴩ ▲ȴ

8. ֽὨ ▲ Ȳ ᾼ (1 :׀ Ȳ ᾭᾓ
ứⱢɴNP(ӑ Gɵȴ 2) Бᵧӻᾼ Ȳ ᾭᾓ Ӧ

ɴS(Б GɵḆḂⱢɴNP(ӑ Gɵȴ
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2. 4 ᵫ
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1. ֯ МȲ ┬ [֯ ц Ӣ ᵗṶ (
Ӣ ᵗ )] [ ]

2. ֯ ☿ / ӢṞ ☿ Ө Ὠ ῶ(R-
SFO001)ПϯȲ ┬ [Ṇ ẁ Ӑ] ┬ ȴ
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3. ӣљ ɶcvacjɷה Ȳɶԝ֙ḕᴩϚ
ᾼ Excel הɷ ӣȴ

4. ┬ [ цԝ֙] ̢
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2.5 Ф
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2.5.1 Б ן
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Ӣ ᵗӨ Ὠц Ṟ ☿ Ὠ Ӧ
ӣљ ϤẞṆ ȴ

1. ҿ ᾼ ӭ ┬[֯ ц Ӣ ᵗ
Ṷ ( Ӣ ᵗ )]  [ Ф ] ȴ
2.┬ Б ן ӱȴ
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3. ц ┬[ ] ┬ ∟Ȳ
ӱ֯ ᵫϱȴ

4. ц ┬[ Ϥ] ┬ ∟Ȳ
ϤṆ Мȴ

ᾃ
1. Ӣ ᵗӨ Ὠц Ṟ ☿ Ὠ
Ϥȴ

2. ϱϚ ᾼד Ӣ ᵗ ᵔ Ȳ ҵȴ
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3. ֽὨ ḥצ Ȳӣљ ϤӦ
֯ ц Ӣ ᵗṶ ( Ӣ ᵗ ) ẁᾼ ẃ
ᴩ ȴ

4. ֽὨ Ӣ ᵗӨ Ὠц Ṟ ☿ Ὠ צ
/ ᵫȲ֯⅜ ϱѠ ӱֽϯᾼ / ᵫ‒
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2.5.2 ҵ
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ц ứ Ю Ȳṳ Ṇ ӻᴟ Ṏᶝȴ֯
֯ ц Ӣ ᵗṶ ( Ӣ ᵗ ) Мצ 5 

Ю ɇ
Л ᾼ Ὠ ᵫ
Ӣ ῶ

ӢṞ ☿ ῶ
☿ /Ṟ ☿
ȴ
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2.5.3 Б ứҵ
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ӣљҠ Б ứᾼҵ ȴ
1. ҿ ᾼ ӭ ┬[֯ ц Ӣ ᵗṶ (
Ӣ ᵗ )] [ Ф ] ȴ
2. ┬А ứҵ ӱȴ
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ṓ צ- Ϥ

1. Ϥɦ Ӣ ᵗ Ὠ ɧ›Ȳ ϱ Ṇ
╥ᵡ ᴟד ȹד

2. ⱢШ ֯ ᾼɦ Ӣ ᵗ Ὠ ɧẞ ∟
―Л ϤԒ›ᾼɦ Ӣ ᵗ Ὠ ɧɄ



Systems and Information Management Section                                                                                  S lide 45

ṓ צ- Ϥ
1. Ϥɦ Ӣ ᵗ Ὠ ɧ›Ȳ ϱ Ṇ ╥ᵡ

ᴟד ȹד
Л ȴ Ҭ ֯ ϱ Ṇ Ởד ṳⱢד Ӣ∂
Ӵד ᾼ֯ד נּ ᵛҠȴ Ұ Ȳ ֯ Ϥɦ
Ӣ ᵗ Ὠ ɧ›ᶙכ Ӣс Ἠ ᵂȴ
2. ⱢШ ֯ ᾼɦ Ӣ ᵗ Ὠ ɧẞ ∟―Л Ϥ
Ԓ›ᾼɦ Ӣ ᵗ Ὠ ɧɄ
Ӧὑ ∟ Ὅᾼɦ Ӣ ᵗ Ὠ ɧБҔᵶϠϱϚװɦ
Ӣ ᵗ Ὠ ɧвᾼἬצ Ӣּנ цẔḆ ȴ֪
Ȳױ ᾼ ẞ ∟Ȳ›Ϛװӑ Ϥᾼ
ᴞ ҷ ᴖЛ Ϥȴӣљ Л ᾼ ӱ ṳ

Ϥ ѿḆ Ӣᾼ ᵗּנ ȴ



Systems and Information Management Section                                                                                  S lide 46

ṓ צ-

1. ὑШ ӻ֫ѿϯҵ ẞ Ӣ ᵗ
ȹ

2. ⱢШ ֯ ц Ӣ ᵗṶ ( Ӣ ᵗ
)ɧ в ӱᾼ ד ϱ Ṇ ᾼ ᴩ
Л֝ȹד

3. ᾪ Мᾼ╦ (*) ҅ῶШ ȹ
4. Л֯׀ὑɦ Ӣ ᵗ Ὠ
ɧᾼ ӢȲ ֽᴶậ С Ӣᾼ
Ӣ ȹ
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ṓ צ-
1. ὑШ ӻ֫ѿϯҵ ẞ Ӣ ᵗ ȹ

ҵ ӻ֫

Л ᾼ Ὠ ᵫ ẞɦן Ӣ ᵗ Ὠ ɧϚ╦ вȴ

Ӣ ῶ ẞɦן Ӣ ᵗ Ὠ ɧϚ╦ вȴ

ӢṞ ☿ ῶ ẞɦן Ӣ ᵗ Ὠ ɧϚ╦ вɎֽצ Ӣᾼɦ╥ᵡ
ӢṞ ☿ ɧӱ ⱢɦYɧɏȴ

☿ /Ṟ ☿ ԉᴶ Ȳ┬ ᴖứȴ

ד ᾼ ḆḂ∟ȴ( ᾃ Ȳᵀϴ ḆḂ
ц ֮ᵿȲ Ϡ ϱ Ṇ ᵧ ҵȲӼ
נ ῀Ἤ ᾼɦ֯ ц Ӣ ᵗṶ ( Ӣ ᵗ )֮
ᵗѻԉɧȴ)
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ṓ צ-
2.ⱢШ ֯ ц Ӣ ᵗṶ ( Ӣ ᵗ )ɧ в
ӱᾼ ד ϱ Ṇ ᾼ ᴩ Л֝ȹד
ɦ֯ ц Ӣ ᵗṶ ( Ӣ ᵗ )ɧ вᾼ ╥ד
ѿ Ӣ ᵗ ᾼ Ɫ Ȳ֪ױӑӇ ϱ Ṇ ᾼ ד
ȴ֝ד
3. ᾪ Мᾼ╦ (*) ҅ῶШ ȹ
ӣљ Ϥד֝ד⇔ᵀЛ֝ ן ᾼɦ Ӣ ᵗ Ὠ
ɧ∟ȲṆ Ϥᾼ ᵗ Ὠ ϱϚװ Ϥᾼ ᵗ
Ὠᵂѩ Ȳ МᾼḆ ― ѿ╦ (*) ӱȴ
4. Л֯׀ὑɦ Ӣ ᵗ Ὠ ɧᾼ ӢȲ
ֽᴶậ С Ӣᾼ Ӣ ȹ
֣ Ἤ ᾼɦ֯ ц Ӣ ᵗṶ ( Ӣ ᵗ )֮
ᵗѻԉɧ▲ ȴ
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ṓ צ- ᵫ

1. ɦ ☿ / ӢṞ ☿ Ө Ὠ
ᵫɧ╥Ш Ʉһ ɦ ☿ / 

ӢṞ ☿ Ө ὨḆ ᵫɧצᴶиᵑȹⱢ
Ш ֯ ᾼɦ Ӣ ᵗ Ὠ ɧẞ ∟―
Л ϤԒ›ᾼɦ Ӣ ᵗ Ὠ ɧɄ
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ṓ צ- ᵫ
1. ɦ ☿ / ӢṞ ☿ Ө Ὠ ᵫɧ╥
Ш Ʉһ ɦ ☿ / ӢṞ ☿ Ө ὨḆ
ᵫɧצᴶиᵑȹⱢШ ֯ ᾼɦ Ӣ ᵗ Ὠ

ɧẞ ∟―Л ϤԒ›ᾼɦ Ӣ ᵗ Ὠ ɧɄ

☿ ˍ ӢṞ ☿ Ө Ὠ ᵫɧ╥֫
Ḗᴖ ȴ ᵫ ѩ ῺẒװ Ϥᾼɦ Ӣ ᵗ

Ὠ ɧᴖԝҏ ᾼ Ӣּנ ц ֪ɎҔ╗ ᵗ
⇔ḆḂц נּ ɏȲҬצ ᾼ Ӣּנ И ֯ ῶ
ԝҏȴᴖɦ ☿ ˍ ӢṞ ☿ Ө ὨḆ ᵫ
ɧ⁄ ԝҏ вד ӢᾼἬצḆ ȴ
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ṓ - Ϛ

1. ֽὑ Ϥ› ᵔ Ϡ Ӣ ᵗ ᾼɦ ᵗ
Ὠ ɧ ֽᴶ ȹ

2. ֽ ҷϠ Ӣ ᵗ ᾼ   ֽᴶ ȹ
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ṓ - Ϛ

1. ֽὑ Ϥ› ᵔ Ϡ Ӣ ᵗ ᾼɦ ᵗ Ὠ ɧ
ֽᴶ ȹ

Ἤ ᾼɦ֯ ц Ӣ ᵗṶ ( Ӣ ᵗ
)֮ ᵗѻԉɧ Ḗ Ὠ ȴ

2. ֽ ҷϠ Ӣ ᵗ ᾼ   ֽᴶ ȹ

Ἤ ᾼɦ֯ ц Ӣ ᵗṶ ( Ӣ ᵗ
)֮ ᵗѻԉɧ Ḗ ᾼ   ȴ
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