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A digital document management system implement by Department

Secretaries using Microsoft Teams to promote the Green Office model
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Abstract

This research aimed to develop a digital document-management model for departmental secretaries
in the Department of Food Chemistry and the Department of Physiology, Faculty of Pharmacy, Mahidol
University. The primary objectives were to reduce paper consumption in teaching and learning processes
while enhancing operational efficiency in alignment with the university’s Green Office policy. Under the
conventional workflow, excessive use of resources and significant time spent on document duplication and
organization. All of these adversely affect overall work efficiency. To address issues, information technology
was integrated into administrative practices through the use of Microsoft Teams in a Classroom format,
enabling a systematic transition toward a structured digital document-management system. A comparative
study was conducted across six core courses during the academic years 2022 — 2024. The evaluation focused
on multiple dimensions, including paper and printing ink consumption, operational costs, processing time,
and greenhouse gas emissions.

The findings demonstrated that the proposed digital document-management model was highly
effective. Paper consumption was reduced by 98.70%, while printing ink usage decreased by 99.31%, resulting
in total cost savings of 127,557.88 THB. Additionally, the implementation contributed to a cumulative
reduction of 4,144.88 kgCO,e in greenhouse gas emissions. In terms of operational efficiency, the system
reduced document-management time by a total of 241.68 hours. This improvement enabled departmental
secretaries to reallocate their time toward core responsibilities and strategic tasks. Furthermore, instructional
materials could be disseminated promptly, allowing students to access learning resources anytime and
anywhere. Overall, this research illustrates that the effective application of existing technological
infrastructure not only supports environmental sustainability goals but also maximizes institutional resource

- utilization and encourages sustainable improvements in operational performance

Keywords: Digital document management / Greenhouse gas reduction / Green Office / Department

Secretaries / Microsoft Teams
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2. M5 AsIinTEUIUNISYNaUAN (Workflow Analysis) £fnwnlgvinnisiissidamitdsasonnuadn

wazANNANUFmSnenslussuuey lneduunmutiasenan oM sanandlun1snan 1

A19197 1: Ml negsiamsueslymlunszuiunmsdanisienatsgluuuidy

Uadeudn (4M) auvnvasteym (Root Causes) nansenusian1saniuau

1. yaa1ns (Man) mazaiuenasgfeulariiviinaann | eanuimiiesduazileniaiindeinnainlunisdnvi

2. n38UUN13 (Method) %’umaumadﬁmaﬂmmax%’mLﬁmgmﬁwﬁa \inAaYIn (Bottle Neck) Lazszeyiiansanasuy

3. gUnsal (Machine) sesmglenansfidiinuasdadeciennsy | nswuiunisiheuveasyin liannsadweunuldviunma,

4. ¥d9 (Material) misldnszamuuazninfuiluuiunngs Audestuusznauasdunisylunsiafiuienans

3. nsUuiinauInsgIu (Standard Time) yimstuiintunoumsinuuarszyninga (Pain Points) lng

[

MuupAasgIRadmiunMsUssuiieu FdannnsaudunainisufuRnuasadai:

o IAEIBENENINTFIU (120 PPM): 919899 nAnmTInsiunmeilewesaiosanaionansilafandu
aa o o ¥ ! = aa Y Y A ol =
sruuidvianlyalunngnu fdiaanuansalumsinnisenaisiande 120 ununeui
v o I Y a ' a 3 v o w ¥
o aRAiEEWazBUYAATEIL (35 PPM): 019Bsnatadenislunsiaddumnienansiagnis
Wugameiloveaamundl lnsannsguduiinnamunainsadansienasiaaie 35 wiunewil &9

utumeudilyagafignlussuuiiy

seezil 2: nMsHAILILaENagaUsTUUN1TneUlinsea1e (Do)

1. nseanuuuwasUfuRuuuszuuAIvia insiaulasasenmsdaiulnaun Microsoft Teams

Classroom uwazilaguguuuunisuananeienaisidunssulnanlna POF

SzEil 3: NSUTLUNALAZINULUINIINAIUT (Check & Act)

v v

° Y £ . o ' o o
1. ATTATUIUNATUGNTATUAUNUY (Economic Value): ﬂ?u’]m;ﬂﬁﬂ?ﬂﬁ%ﬂﬂﬂﬂ%ﬁuﬁ]’]ﬂi’]ﬂ’](ﬂa’]WUEN’]E‘WJ

gunsadluunazdnmsfine:

(0] Haﬂ"lﬂig‘ﬂgﬂi'ﬁﬂ = (ﬁ‘hmuuwuﬁamlm X SIANNTEAYRDLAU) + (ﬁ‘hmumé’umﬁﬂﬁa@ﬂm X i’]ﬂ'](?]ﬁuﬂﬁﬂ)



g Mahidol University
@ Faculty of Environment
"~ and Resource Studies

N15UsEYRIYINITILAVYIR N1TWAUIDE19E98U (AT 2)

E&ﬁs‘n EN Sustainable Development National Conference (ENSD Conference 2™)

ot s s

AR FILINADULAZNSWEINSANERS UINnendauding Faculty of Environment and Resource Studies, Mahidol University

2. MsUssiliunansenudwindasy (Environmental Impact): nMseannsgme 1 31 (500 Waw) = nsUase

MeSaUNSEan 5.26 Nlansumsuaulnesanltuniieuwmn [8]
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o anusEndald = (Usununsganwiianla / 120 PPM*) + (USunaunseanwilanla / 35 PPM**)
vanemg  * 120 PPM Aa Aamisaveanieeneendns 120 ususioutii
** 35 PPN Ao AIISINTTINSEIAEY 35 Walusaunil

4. MTATIZANNNEDR (Statistical Analysis)
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AMULUTUTIULUUNIUAYY (One-way ANOVA) uaglU3euliigunynaiuad Dunnett (Dunnett’s multiple comparison)
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Unsknw/ U Fuauntn USanaunszany Vianaunszawld | Uszudald anag
sWein Undnen (Aw) a5 (M) man1sal* (ueiy) 239 (piw) (uedw) (3ovaz)
UnsAne 39U 765 5,390 133,678 920 132,758 98.70
2565
- PYCB 401 129 1,045 34,443 0 34,443 100.00
- PYDB 401 127 987 32,131 127 32,004 99.60
- PYDB 411 127 156 10,033 aa5 9,588 95.56
- PYBJ 201 133 1,387 24,871 0 24,871 100.00
- PYBJ 202 134 1,097 20,368 0 20,368 100.00
- PYCJ 301 116 718 11,832 348 11,484 97.06
Unsfnwn 571 758 5,328 129,955 931 129,024 98.72
2566
- PYCB 401 118 1,073 32,568 0 32,568 100.00
- PYDB 401 119 1,014 31,535 119 31,416 99.62
- PYDB 411 118 156 9,322 413 8,909 9557
- PYBJ 201 136 1,327 24,072 0 24,072 100.00
- PYBJ 202 134 1,015 18,626 0 18,626 100.00
- PYCJ 301 133 743 13,832 399 13,433 97.12
Unsnwn 21 791 5,134 132,015 862 131,153 98.69
2567
- PYCB 401 133 1,037 34,979 0 34,979 100.00
- PYDB 401 133 1,043 35,378 0 35,378 100.00
- PYDB 411 133 131 9,443 466 8,977 95.07
- PYBJ 201 130 1,173 20,280 0 20,280 100.00
- PYBJ 202 131 1,011 18,471 0 18,471 100.00
- PYCJ 301 132 739 13,464 396 13,068 97.06
FUN9EY 3 U 2,314 15,852 395,648 2,713 392,935 98.70
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A15199 3: WiguWguUSinaunsidaduniinfiuninaySesazn1sanas (w.e. 2565 — 2567)

UnsAne | BSunanszareaianisal (eiw) | Guamiinaianisal (mdu)* | Wanawdinldads (ndu) nsanas (Sowaz)
2565 133,678 1.45 0.01 99.31
2566 129,955 1.41 0.01 99.28
2567 132,015 1.43 0.01 99.35

P 395,648 4.28 0.03 99.31

nemn * fuinnAnaieUsEansnmn1siiud 92,400 ki Aie 1 aduniin

WeasannasnnsUusendaianduiuie sisaeslsenn nunauisavsendaulssanalunisindedan

aunsailnesnneifiosnasnsveziianiiviinmsiine lavaguiduyarUsendnlademsed 4 wazeyaiUeuiiounis
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A195199 4: agunisandsunaunslivinensuaziuusnSeuisussninssuuiRnuas ssuulng (w.e. 2565 - 2567)

Unsfnw Ynanseae | Sunamiinfiud yarUsendaann yarUszndnen | sauyariiuszvda
flanas (wiv) | dlanas @du)* n3EATY (UN) niin (um) 18 (um)
2565 132,758 1.44 23,386.72 17,456.81 40,843.53
2566 129,024 1.40 26,050.22 16,965.82 43,016.04
2567 131,153 1.42 26,452.54 17,245.77 43,698.31
sautady 392,935 4.26 75,889.48 51,668.40 127,557.88
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Unsfinwn Uszndarainisanelanans Uszndanainisdnitesiduyn suailszvdald UM
(wi)* (ui)** (Wi (#Tu9)
2565 1,106 3,793 4,899 81.65
2566 1,075 3,686 4,761 79.35
2567 1,093 3,747 4,840 80.67
sawtedu 3 3,274 11,227 14,501 241.68
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