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Abstract

The main objectives for this study was to eliminate the unnecessary steps facilitate data processing, and
to reduce non-reusable resources in order to cut down fixed costs for data collection, such as paper and printing
ink.

Currently, state Numsiri Garment Group Company Ltd. is still using manually written documents to
collect data, which is time consuming and unproductive, as well as suffering time efficiency for data collection
and the data search process. We then introduced a digital process to facilitate data collection and categorized
for the company by using Microsoft Excel. First, we asked a company clerk to create an Excel file that contains
necessary information, then save it into a related folder in the computer. Secondly, we put documents in a
hyperlink system. Lastly, we let the clerk collect data by using those Excel files. By using Microsoft Excel for
data categorization, it was found that the collection was more efficient and data processing was faster. Moreover,
it reduced data searching time, and overall problem for data searching process. Microsoft Excel training is

recommended for this kind of working operation.

Keywords: Data collection, Microsoft Excel, Categorization.
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