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ABSTRACT

Documentary management is one of important issues in organization since the original
documents have to be kept as reference or evidence according to the law. To manage and store the
document, it requires cost, forms, space, time, durability and etc. Especially, most of offices are in
city and the rental fee is high, which effects to the cost of document storage to be expensive. In
addition, with load of document, the information tracking becomes a challenge. Technology is a
great tool to solve the problems. It has been developed continuously to make convenience for all
users. Nowadays, Information Technology (IT) and concerning technology have been developed
rapidly and efficiently and then, the document paper can be kept into digital file under control by
computer software,

However, there are obstacles on the IT development such as the high cost of technology
and tools, and usage limitation of software. Still a lot of users hesitate to use the software. As the
result, the big software companies, included Microsoft, has changed the marketing strategy to
minimize the expense for users by launching free wares “Foundation” and “Express” as the add-
on options for their existing software. This strategy aims to SME (Small and medium enterprises)
and small organization. Since most of organization is using Microsoft Window. as the basic
computer software, the free wares interface is compatible with Window, easy to understand for all
users and identifiable security system.

As the result, the IT development for document management in organization show the

way to decrease the cost and keep developing on the current basic system.
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