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ABSTRACT

The new ideas and the modern changes of office
technologies has been enhanced continuously. The reason
is to search for a better guidelines or a better develop-
ment plan and the new procedures to increase the output
and the efficiency of the office operations. Recently
there is a development of the Office Automation System
which is implemented in order to improve the office
system by using technology helping us in manipulating
information, paper work, to help communicate between the
information sender and the receiver at the destination.
The above explanation are not the only things that can
be enhanced but also other working procedures that can
be improved such as the ability to manage the working
schedule,the effective appointment scheduling,the better
meeting timetable, the ability to check and  review
documents by using the system dictionary to help finding
out the incorrect spelling words in the document and
last but not least the ability to provide the automatic
warning message.



The Office Automation system is the way to make
use of the concepts and technology on accessing ,
retrieving, recording, managing, transfering, communicat
ing of information and word processing, data processing
and image including audio and video processing to have
them applied and used together in the office environment
According to the Office Automation system  principle
the first basic activity is to study the detail of the
Office Automation system to have a good understanding,
rialization and adequated knowledge that can be used as
the base information for making decision and planning
the system. When the system is implemented the users
should be trained so that they can develop their own new
ideas independently to increase the efficiency of their
productivity.  Based on the study of the Office
Automation system in Thailand, the major degree of
successful really depends readiness of the communication
systems. On the application point of view, it can be
applied to help the users from the top level management
down to the operations level. In some of the office, the
automation equipments and technology have already been
used and there is a tendency that they can be converted
to the Office Automation system. As a matter of fact,
when the Office Automation system  project has been
launched, the system planning should be done in any case
to  help achieving the major objectives to make it
synchronize with the business environment, to meet the
organization goals and to achieve the production  and



quality control targets. Since there are many factors
and activities involved in the Office Automation systems
and in order to have the better synchronization and
linkage among the office systems, the communication
systems and the internal management systems, the
following principle for designing and implementing the
Office Automation systems has been proposed

1) Define the scope of the office task,
understand the organization structure and their
objectives, gathering enough information to be used for
making decision on whether Office Automation system
should be used, the necessity to have this system and
the readiness to provide the resources for development.

2) Study the detail of the Office Automation
system.

3) Propose the recommend ation to the management
for approval.

4) Design, plan and set up the procedure for
system implementation including  the delegation of
authority to the responsible person.

5) Evaluate the implementing results and improve
the plan.

As a matter of fact the concerns of the new
commence Office Automation system exists. It is the
responsibility of the management and involved persons to
do the diagnostic and find out the source of problems
for correction and improval. It is accepted that the
lacking of good understand on the problems will lead the
extremely concerns unsuccessful implementation.
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