
 
 
 

຃ູູ່ຠືກາຌຌາໍເຆວ້ຽີຠ຤ຂັໄຌພຶໄຌຊາຌ 
( ລາໍຣຍັ຃ວຠພ຤ິຽຉີ, ຠຊືຣືະຍ຺ຍ IOS ຾ຣະ Android ) 

 

 

 

 

 

 

 

 

 

 

 

   ລຌຍູ ຣໍ຦າຌຣິ ຈຈັ ຤ໟ ງຽວຽຣັກ຿ຉຢຌກິ. 

 
ກະຆ຤ຄ ເຕັກໂນໂລຊີ ຾ຣະ ກາຌລລືໃ າຌ  

ຌະ຃ວຌ຦ົ຤ຄ຤ຼຄ຅ັຌ, ມີຖຸນາ 2021. 



ລາຣະຍາຌ 

I. ກາຌຌາໍເຆ ້E-mail ຂັໄຌພືໄຌຊາຌ຿ຈງຏໞາຌ web Browser ......................................................... 1 

1.1 E-mail ............................................................................................................. 1 

1.2 ກາຌຽຂ຺ໄາລູູ່ໜໟາ຦ົັກຂວຄ Outlook ................................................................................. 1 

1.3 ກາຌຽຂ຺ໄາລູູ່ໜໟາ຦ົັກຂວຄ E-mail ................................................................................... 2 

1.4 ກາຌຉັໄຄ຃ໞາ຃຤າຠຽຎັຌລໞ຤ຌຉ຺຤ ..................................................................................... 3 

1.5 ກາຌລ຺ໃຄ E-mail .................................................................................................... 4 

1.6 ກາຌ຾ຌຍຟາງແຎກັຍ E-mail ..................................................................................... 5 

1.7 ກາຌຽຎີຈວໞາຌ຅຺ຈໝາງ.............................................................................................. 5 

1.8 ກາຌຌໍາເຆ້ຎະຉິ຋ິຌ ................................................................................................. 6 

1.9 ກາຌລໟາຄກຸູ່ຠຣາງຆືໃຏູ້ຉິຈຉໍໃ .......................................................................................... 6 

1.10. ກາຌເລູ່  E-mail Signature ................................................................................ 7 

1.11 ກາຌຎູ່ຼຌຣະ຦ັຈຏໞາຌ ............................................................................................. 8 

1.12 ກາຌວວກ຅າກຣະຍ຺ຍ ............................................................................................. 9 

II. ກາຌຉຈິຉັໄຄ  E-mail ເຌ Outlook ຏໞາຌຣະຍຍ຺ຎະຉຍິຈັກາຌ IOS ............................................. 10 

2.1 ກາຌຉິຈຉັໄຄ ........................................................................................................ 10 

2.2 ກາຌຉັໄຄ຃ໞາ ......................................................................................................... 10 

III. ກາຌຉັໄຄ຃ໞາ E-mail ເຌ Outlook ຏໞາຌຣະຍຍ຺ຎະຉຍິຈັກາຌ Android ........................................ 13 

3.1 ກາຌຉິຈຉັໄຄ ........................................................................................................ 13 

3.2 ກາຌຉັໄຄ຃ໞາ ......................................................................................................... 13 



ລູຌຍໍຣິ຦າຌຣັຈຈໟ຤ງຽວຽຣັກ຿ຉຢຌິກ, ຃ຸ້ຠ຃ວຄ ຾ຣະ ຽຆືໃວຠ຿ງຄ  1 

 

I. ກາຌຌາໍເຆ ້ E-mail ຂັໄຌພືໄຌຊາຌ຿ຈງຏໞາຌ web Browser. 
1.1  E-mail. 

E-mail ຾ຠູ່ຌ຅຺ຈໝາງຽວຽຣັກ຿ຉຢຌິກ ຋ີໃເຆ້ຨັຍລ຺ໃຄກັຌ຿ຈງຏໞາຌຽ຃ືວຂໞາງ຃ວຠພິ຤ຽຉີ (ຽ຃ືວຂໞາງ຃ວຠພິ຤
ຽຉີຂະໜາຈເ຦ູ່ງ຋ີໃລຸຈເຌ຿ຣກ຃ື: internet) ຽຆິໃຄ຾ຠູ່ຌ຤ິ຋ີກາຌໜືໃຄຂວຄກາຌ຾ຣກຎູ່ຼຌຂໍໄ຃຤າຠ຾ຍຍຈິ຅ິຉວຌ 
(digital), ຂໍໄ຃຤າຠ຅ະຉໟວຄຎະກວຍຈໟ຤ງ: ຽຌືໄວເຌ, ຋ີໃມູູ່ຂວຄຏູ້ລ຺ໃຄ ຾ຣະ ຋ີໃມູູ່ຂວຄຏູ້ຨັຍ (Email Address) 
ຽຎັຌຉ຺ໄຌ.   

1.2 ກາຌຽຂ຺ໄາລູູ່ໜໟາ຦ົັກຂວຄ Outlook. 

 

 
 
 

ກາຌຽຂ຺ໄາລູູ່ຣະຍ຺ຍຏໞາຌຽ຤ັຍຍົາ຤ຽຆີ ເ຦້ພິຠ: https://mail.gov.la ເລູ່ຽ຤ັຍຍົາ຤ຽຆີຈັໃຄຨູຍຣຸູ່ຠຌີໄ: 
 ເລູ່ Username ຾ຣະ password  ຉ຺຤ມູ່າຄ: ( xxxxx@mtc.gov.la  ) 
 Click ຽຂ຺ໄາລູູ່ຣະຍ຺ຍ 
 ຎູ່ຼຌພາລາ ຾ຣະ ຽຣືວກ຿ຆຌຽ຤ຣາເ຦້ຊືກຉໟວຄ ຾ຣ້຤ ກ຺ຈ save 

https://mail.gov.la/
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1.3 ກາຌຽຂ຺ໄາລູູ່ໜໟາ຦ົກັຂວຄ E-mail. 
ຽຠຌູກາຌເຆ້ຄາຌຂວຄ mail ຦ັົກຎະກວຍຈໟ຤ງ: 
1. Menu bar (ຎະກວຍຈໟ຤ງ box menu         , settings, Reply to all recipients icon). 
2. Create new. 
3. Search bar. 
4. Toolbar. 
5. In box. 

 

 Box menu ຎະກວຍຈໟ຤ງ : mail, Calendar, People, Tasks. 
 Mail: ຽຨ຺າລາຠາຈຽຂ຺ໄາຽຊິຄ Folder ຋ັຄໝ຺ຈເຌກໞວຄ຅຺ຈໝາງ Microsoft Exchange 
 Calender: ຎະຉິ຋ິຌ ຾ຣະ ກາຌລໟາຄ Folder ຎະຉິ຋ິຌຽພີໃຠຽຉີຠ 
 People: ຣາງຆືໃຏູ້ຉິຈຉໍໃ 
 Tasks : ລໟາຄໜໟາ຤ຼກ຋ີໃຽຨ຺າກໍາຌ຺ຈ຤ໞາ຅ະຽຨັຈ 

1 

2 3 

4 5 
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1.4 ກາຌຉັໄຄ຃ໞາ຃຤າຠຽຎຌັລໞ຤ຌຉ຤຺. 
 ຽຂ຺ໄາແຎ຋ີໃ setting Menu > Option > General > ຉັໄຄ຃ໞາເຌ My account ເ຦້ລໍາຽຣັຈ > Save. 
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1.5 ກາຌລ຺ໃຄ E-mail. 
 Click ຋ີໃ new mail 
 ຅ະຎາກ຺ຈໜໟາ຅ໍເ຦້ເລູ່ຣາງຣະວຼຈ ຦ືົ ຂໍໄຠູຌຉໞາຄໂ຋ີໃຉໟວຄກາຌລ຺ໃຄ 
 To:  ເລູ່ E-mail  ຎາງ຋າຄ຋ີໃຉໟວຄກາຌລ຺ໃຄ 
 CC:  ລໍາຽຌ຺າຽຊິຄຏູ້ຨັຍ 
 Subject:  ຦຺຤ຂໍໄ຅຺ຈໝາງ 
 Attachment: ກາຌລ຺ໃຄຟາງຂໍໄຠູຌ຾ຌຍແຎກັຍ E-mail   
 Send: ກ຺ຈຎຸູ່ຠຽພືໃວລ຺ໃຄຂໍໄ຃຤າຠວວກ 
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1.6 ກາຌ຾ຌຍຟາງແຎກຍັ E-mail. 
 ແຎ຋ີໃ Attach > ຽຣືວກຟາງ຋ີໃຉໟວຄກາຌ > Open ( ລາຠາຈຽຣືວກຟາງ ຋ີໃຽຎັຌ Microsoft word, 

Excel, Power point, PDF ). 

 

 

 

 

 

 

 

 

 
 

1.7 ກາຌຽຎຈີວໞາຌ຅ຈ຺ໝາງ. 
 Click ຋ີໃ inbox ຽຣືວກ຅຺ຈໝາງ຋ີໃຉໟວຄກາຌຽຎີຈວໞາຌ ຦ືົ ຉໟວຄກາຌຽຎີຈ File ຋ີໃ຾ຌຍຠາຌໍາວີຽຠ຤ກໍໃຽຎີຈແຈ້

ຽຣີງ ຿ຈງ Click ຋ີໃ download.  
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1.8 ກາຌຌາໍເຆຎ້ະຉ຋ິຌິ. 
ຎະຉິ຋ິຌເຌວີຽຠ຤ ລາຠາຈລໟາຄ ຾ຣະ ຉິຈຉາຠກາຌຌັຈໝາງແຈ້ ຌວກ຅າກຌີໄຽຨ຺າງັຄລາຠາຈ຅ັຈກາຌ ຾ຣະ 

ກໍາຌ຺ຈກາຌຎະຆຸຠ ຾ຣະ ງັຄລາຠາຈຎັຍຎູ່ຼຌຂໍໄຠູຌຉໞາຄໂຽຆັໃຌ: (ຽ຤ຣາ, ລະຊາຌ຋ີ, ຏູ້ຽຂ຺ໄາຨໞ຤ຠ)ແຈ້ຉາຠຉໟວຄກາຌຽຠືໃວ
ຽຨ຺າເຆ້ຎະຉິ຋ິຌຽພືໃວຉິຈຉາຠກາຌຽຨັຈ຤ຼກ ກາຌຌັຈໝາງກັຍຽພືໃວຌຨໞ຤ຠຄາຌ ລາຠາຈຉິຈຉາຠຉາຉະຣາຄ຤ຼກຂວຄ
ຽຨ຺າແຈ້. 
 ແຎ຋ີໃ Calendar > New event > ກໍາຌ຺ຈຂໍໄຠູຌ຤ຼກ຋ີໃຉໟວຄກາຌຌັຈໝາງ ຅າກຌັໄຌກໍໃຍັຌ຋ຶກ (Save). 
 ລາຠາຈກໍາຌ຺ຈແຈ້຤ໞາ຅ະຌັຈກັຍຍຸກ຃຺ຌເຈ຾ຈູ່ ຦ັົຄ຅າກເລູ່ຂໍໄຠູຌ຾ຣ້຤ກໍໃລ຺ໃຄ (Send). 

 
 
  
 
 
 
 
 

 

 

1.9 ກາຌລໟາຄກຸູ່ຠຣາງຆືໃຏູຉ້ຈິຉໍໃ. 
 ແຎ຋ີ People > new > ຽຣືວກຎະຽພຈ຋ີໃ຅ະລໟາຄກຸູ່ຠຏູ້ຉິຈຉໍໃ new > contact list. 
 ເລູ່ຆືໃກຸູ່ຠ ຾ຣະ ຽພີໃຠລະຠາຆິກຂວຄກຸູ່ຠ  ຾ຣ້຤ ກ຺ຈຍັຌ຋ຶກ (Save). 
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1.10 ກາຌເລູ່ E-mail Signature. 
 ຽຂ຺ໄາແຎ຋ີໃຎຸູ່ຠ System Button (1) > Option (2)  > Layout (3) > Email Signature  
 ເລູ່ຣາງຽຆັຌຂວຄຉ຺ຌຽວຄ ຦ືົ ຣາງຣະວຼຈຂວຄວ຺ຄກວຌຂວຄຉ຺ຌ (4) ຾ຣ້຤ຍັຌ຋ຶກ Save (5). 

 

 

 

 

 

 
 
 
 
 
 
 
 

 ຦ັົຄ຅າກກາຌຉັໄຄ຃ໞາ Email Signature ຾ຣ້຤ຽ຤ຣາລ຺ໃຄຂໍໄ຃຤າຠກໍໃ຅ະຠີຣາງຽຆັຌ ຦ືົ ຣາງຣະວຼຈຂວຄວ຺ຄ
ກວຌ ຂືໄຌຠາ຿ຈງວັຈຉະ຿ຌຠັຈ. 
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1.11 ກາຌຎູຼ່ ຌຣະ຦ຈັຏໞາຌ. 
 Click ຋ີໃຎຸູ່ຠ Setting Menu > Option > General > My account > Change password 
 ເລູ່ຣະ຦ັຈຽກ຺ໃາ ຾ຣ້຤ເລູ່ຣະ຦ັຈເໝູ່ມືຌມັຌວີກ຃ັໄຄ ຾ຣ້຤ກໍໃກ຺ຈ Save  

ໝາງຽ຦ຈ:  ຃຤ຌເລູ່ຣະ຦ັຈຏໞາຌມູ່າຄໜໟວງ 8 ຉ຺຤ຂືໄຌແຎ (ເ຦້ຠີຉ຺຤ວັກລວຌພິຠຌໟວງ, ເ຦ູ່ງ, ຉ຺຤ຽຣກ ຾ຣະ 
ຉ຺຤ວັກລວຌພິຽລຈ. 

 
 



1.12 ກາຌວວກ຅າກຣະຍຍ຺. 
 ກ຺ຈ຋ີໃຎຸູ່ຠຨູຍພາຍ຿ຎົຟາງຉ຺຤ຽວຄ຋ີໃມູູ່ຈໟາຌຂ຤າລຸຈຂວຄ຅ໍ ຅າກຌັໄຌຽຣືວກ Sign Out. 

 
 
 
 
 
 

 

 

 

 

 

 
II. ກາຌຉຈິຉັໄຄ E-mail ເຌ Outlook ຏໞາຌຣະຍຍ຺ຎະຉຍິຈັກາຌ IOS. 

2.1 ກາຌຉຈິຉັໄຄ. 
- ຈາ຤຿຦ຣຈ  Outlook > App Store > ຃຺ໄຌ຦າ “Outlook for IOS ”  > ຾ຣ້຤ກໍໃຉິຈຉັໄຄ  

 2.2 ກາຌຉັໄຄ຃ໞາ: 
 ຦ັົຄ຅າກຉິຈຉັໄຄລໍາຽຣັຈເ຦້ຽຎີຈ App outlook ຂືໄຌຠາ 
 ເລູ່ຍັຌຆີຏູ້ເຆ້຾ຣ້຤ Click ເລູ່ Add Account 
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Text Box
xxxxx@mtc.gov.la
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 ຽຣືວກ Exchange 

 

 

 

 

 

  

 

 

 ຽຂ຺ໄາໜໟາ Exchange ຾ຣ້຤ຎະກວຍຂໍໄຠູຌ: 
-   ເລູ່ email Address ຾ຣະ password ຾ຣ້຤ກ຺ຈຽຂ຺ໄາລູູ່ຣະຍ຺ຍ (sign in). 
-   ຅າກຌັໄຌ຅ະຎະກ຺ຈໜໟາຉໞາຄກາຌຉັໄຄ຃ໞາຂັໄຌລູຄ (Use Advanced Settings) ຾ຣ້຤ຎະກວຍຂໍໄ

ຠູຌຽພີໃຠຉືໃຠວີກ. 
-   ເຌລໞ຤ຌຂວຄ Server ເ຦້ເລູ່ຽຎັຌ (autodiscover.mail.gov.la). 
-   ລໍາຣັຍ Username ເ຦້ເລູ່ຆືໃຂວຄຏູ້ເຆ້ ຾ຣ້຤ກ຺ຈຽຂ຺ໄາລູູ່ຣະຍ຺ຍ (sign in). 
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- ຦ັົຄ຅າກຌັໄຌຣະຍ຺ຍກໍໃ຅ະຊາຠ຤ໞາຉໟວຄກາຌຽພີໃຠຍັຌຆີວືໃຌວີກຍໍ? ຊໟາຍໍໃຉໟວຄກາຌຽພີໃຠຽຨ຺າກໍໃ຅ະກ຺ຈເລູ່ 
Maybe Later. 

 

 

 

 

 

 

 

 

 

 

- ຅າກຌັໄຌກໍໃ຅ະລາຠາຈຽຂ຺ໄາເຆ້ວີຽຠ຤ແຈ້ ຿ຈງກາຌຽຂ຺ໄາລູູ່ໜໟາ຦ົັກຂວຄ Outlook. 
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III. ກາຌຉັໄຄ຃ໞາ E-mail ເຌ Outlook ຏໞາຌຣະຍຍ຺ຎະຉຍິຈັກາຌ Android. 

3.1 ກາຌຉຈິຉັໄຄ. 
 ຿຦ຣຈ  Outlook > Play Store > ຽຆີຈ຦າ “Outlook for Andriod”  > ຾ຣ້຤ກໍໃຉິຈຉັໄຄ 

 

 

 

 

 

 

 

 

 

 3.2 ກາຌຉັໄຄ຃ໞາ. 
 ຦ັົຄ຅າກຉິຈຉັໄຄລໍາຽຣັຈເ຦້ຽຎີຈ App outlook. 
 ຽພີໃຠຍັຌຆີຏູ້ເຆ້ເໝູ່ ຦ັົຄ຅າກເລູ່ຍັຌຆີຏູ້ເຆ້຾ຣ້຤ກ຺ຈເລູ່ ຽຣີໃຠຉ຺ໄຌ ຦ືົ Add Account 
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 ຽຣືວກ Exchange 
- ຽຠືໃວຽຂ຺ໄາໜໟາ Exchange ຾ຣ້຤ເ຦້ຎະກວຍຂໍໄຠູຌ 
- ເລູ່ email Address ຾ຣະ password ຾ຣ້຤ກ຺ຈຽຂ຺ໄາຣະຍ຺ຍ sign in 
- ຅າກຌັໄຌ຅ະແຈ້ກາຌຉັໄຄ຃ໞາຂັໄຌລຄູ (Use Advanced Settings) ຽພີໃຠຉືໃຠວີກ (ເ຦້ຎະກວຍຂໍໄຠູຌ

ເລູ່) 
- ລໞ຤ຌຂວຄ Server ເ຦້ເລູ່ຽຎັຌ (autodiscover.mail.gov.la) 
- Username ເ຦້ເລູ່ຆືໃຂວຄຏູ້ເຆ້ ຾ຣ້຤ກ຺ຈ sign in  
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- ຅າກຌັໄຌກໍໃລາຠາຈຽຂ຺ໄາເຆ້ວີຽຠ຤ແຈ້ (຿ຈງກາຌຽຂ຺ໄາລູູ່ໜໟາ຦ົັກຂວຄ Outlook). 
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