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¡ÒÃ»ÃÑº»ÃØ§§Ò¹´�ÇÂ
à¤Ã×èÍ§Á×Í MS365

1

“เขา้ใจ  ใชง่้าย  ทาํไดทุ้กคน”

2

ÊÐÊÒ§

ÁÕà©¾ÒÐÊÔè§·Õè¨íÒà»�¹ ¨íÒ¹Ç¹·Õè¾Í´Õ
Å´¤ÇÒÁÊÙà»Å�Ò

ÊÐ´Ç¡

¾×é¹·Õèà»�¹ÃÐàºÕÂºàÃÕÂºÃ�ÍÂ
à¾ÔèÁ»ÃÐÊÔ· Ô̧ÀÒ¾

ÊÐÍÒ´

µÃÇ¨ÊÍºÊÔè§¼Ô´»¡µÔ ÍØ»¡Ã³�¾Ã�ÍÁãª�§Ò¹
à¡Ô´¤ÇÒÁ»ÅÍ´ÀÑÂ

ÊÃ�Ò§ÁÒµÃ°Ò¹Å´¤ÇÒÁ¼Ñ¹á»Ã
·íÒ§Ò¹á·¹ä´�

ÊÃ�Ò§ÇÔ¹ÑÂ

·íÒµÒÁÁÒµÃ°Ò¹ÍÂ�Ò§µ�Íà¹×èÍ§
·Ø¡¤¹ ·Ø¡·Õè ·Ø¡àÇÅÒ

Seiton (Neatness)

Seiri (Organization)

Seisou (Cleaning)

Shitsuke
(Training / Discipline)

Seiketsu
(Standardization)

¡ÒÂÀÒ¾

¤ÇÒÁ»ÅÍ´ÀÑÂ

»ÃÐÂØ¡µ�ãª�

ºÃÃÂÒ¡ÒÈ

ÇÑ²¹¸ÃÃÁÍ§¤�¡Ã

Ê6 ÊÇÂ§ÒÁ

Ê7 ÊÔè§áÇ´Å�ÍÁ

àÃÕÂºÃ�ÍÂ ÊºÒÂµÒ

»ÃÐËÂÑ´¾ÅÑ§§Ò¹
1A3R
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»ÃÐà´ç¹ËÅÑ¡ã¹ÊÐÊÒ§ ¢Ñé¹µÍ¹ ¡ÃÐºÇ¹¡ÒÃ·íÒ§Ò¹

3

7 Wastes

¤ÇÒÁÊÙà»Å�Ò
7Wastes

7 Â�ÒÂº�ÍÂ
Transport

6 ¤ÍÂ¹Ò¹
Waiting

5 Êµ�Í¡ºÒ¹
Over Stock  4 §Ò¹¼Ố

Defects

3 ¼ÅÔµà¡Ô¹
Over Production

2 à´Ô¹ àÍ×éÍÁ ËÑ¹
Motion

1 ¢Ñé¹µÍ¹äÃ�¤�Ò
Over ProcessingD > Defect 

O > Over Production
W > Waiting 
T > Transport 
I > Inventory 
M > Motion 
E > Excess Process 

N > Non-utilized talent, ideas, creative 
ãª�¤¹äÁ�¶Ù¡¡Ñº§Ò¹ : ¤ÇÒÁ¤Ố ÊÃ�Ò§ÊÃÃ¤�·ÕèäÁ�ä´�¹íÒÁÒãª�»ÃÐâÂ¢¹�

ECRS µÑÇª�ÇÂÅ´¤ÇÒÁÊÙà»Å�Ò

Combine = ÃÇÁà»�¹§Ò¹à´ÕÂÇ

Eliminate = µÑ´-Å´ ¢Ñé¹µÍ¹

Rearrange = àÃÕÂ§¢Ñé¹µÍ¹§Ò¹ãËÁ�
Simplify = §�ÒÂ¢Öé¹ à»ÅÕèÂ¹ ÇÔ¸Õ 
ÍØ»¡Ã³�ãË�ÊÐ´Ç¡¢Öé¹ àÃçÇ¢Öé¹ 
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Microsoft 365 ËÃ×Í Office 365 (ª×èÍà´ÔÁ) à»�¹«Í¿µ�áÇÃ�ÊíÒËÃÑº¤¹·íÒ§Ò¹·Õèà»ÅÕèÂ¹ÃÙ»áºº¨Ò¡¡ÒÃ«×éÍ«Í¿µ�áÇÃ�ã¹ÃÙ»áºº
¨�ÒÂ¤�ÒºÃÔ¡ÒÃà»�¹ÃÒÂà´×Í¹ËÃ×ÍÃÒÂ»� à»�¹ Plan ãË�àÅ×Í¡ãª�ãË�àËÁÒÐ¡Ñº§Ò¹·Õè·íÒ áÅÐ Lifestyle ¡ÒÃãª�§Ò¹¢Í§áµ�ÅÐºØ¤¤Å

Microsoft 365 ÁÕ License ËÅÒ¡ËÅÒÂáºº «Öè§áµ�ÅÐ Plan ¨Ðáµ¡µ�Ò§¡Ñ¹ä» «Öè§ã¹»�¨¨ØºÑ¹·Õè¹ÔÂÁá¾Ã�ËÅÒÂ áÅÐá¹Ð¹íÒ
«Í¿µ�áÇÃ� ¨Ðà»�¹ Microsoft 365 Business Standard

6

Microsoft 365 Business Standard »ÃÐ¡Íº´�ÇÂ «Í¿µ�áÇÃ�áÅÐºÃÔ¡ÒÃ ÍÒ·Ôàª�¹ 
Bookings, Calendar, Delve, Excel, Forms, Kaizala, Lists, OneDrive, OneNote, Outlook, Planner, Power Apps, Power 
Automate, Power BI, PowerPoint, Project, SharePoint, Streams, Sway, Teams, To Do, Whiteboard, Word, Yammer
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Microsoft 365 ¨ÐÁÕ«Í¿µ�áÇÃ�µ�Ò§ æ ãË�àÅ×Í¡ãª�µÒÁ¤ÇÒÁµ�Í§¡ÒÃ¢Í§¼Ù�ãª�â´Â¨ÐÁÕ«Í¿µ�áÇÃ� ·Õèâ´´à´�¹ ¡ç¤×Í Microsoft 
Office «Öè§»ÃÐ¡Íº´�ÇÂ Microsoft Excel, Microsoft Word, Microsoft PowerPoint, Microsoft Outlook, 
Microsoft Access à»�¹µ�¹ ÍÕ¡·Ñé§ÂÑ§ÁÕ

• «Í¿µ�áÇÃ�à¾×èÍ¡ÒÃÊ×èÍÊÒÃ ÍÂ�Ò§ Microsoft Teams
• «Í¿µ�áÇÃ�à¾×èÍ¡ÒÃÇÔà¤ÃÒÐË�¢�ÍÁÙÅ ÍÂ�Ò§ Power BI
• «Í¿µ�áÇÃ�à¾×èÍ¡ÒÃ·íÒ§Ò¹ÍÑµâ¹ÁÑµÔ ÍÂ�Ò§ Power Automate
• «Í¿µ�áÇÃ�à¾×èÍ¡ÒÃ¾Ñ²¹Ò App áºº Low Code ÍÂ�Ò§ Power Apps
• «Í¿µ�áÇÃ�à¾×èÍ¡ÒÃÇÒ§á¼¹§Ò¹ ÍÂ�Ò§ Planner
• «Í¿µ�áÇÃ�·Õèà»�¹¾×é¹·Õè¨Ñ´à¡çºä¿Å� ÍÂ�Ò§ OneDrive
• «Í¿µ�áÇÃ�ÊíÒËÃÑº¡ÒÃÊÃ�Ò§àÇçºä«µ�·Ñé§ã¹ÃÐ´Ñº Portal ¨¹¶Ö§ÃÐ´ÑºÊ�Ç¹ºØ¤¤Å ÍÂ�Ò§ SharePoint
• «Í¿µ�áÇÃ�ÊíÒËÃÑº¡ÒÃÊÃ�Ò§ Forms äÇ�ãª�§Ò¹·Ñé§ã¹áÅÐ¹Í¡Í§¤�¡Ã ÍÂ�Ò§ Forms
• «Í¿µ�áÇÃ�¡ÒÃ¨Ñ´¡ÒÃÇÔ´ÕâÍ ÍÂ�Ò§ Microsoft Streams
• «Í¿µ�áÇÃ�ÊíÒËÃÑº¡ÒÃ·íÒ ToDo List ÍÂ�Ò§ Microsoft ToDo
• «Í¿µ�áÇÃ�ÊíÒËÃÑº¡ÒÃ Chat ã¹Í§¤�¡Ã ÍÂ�Ò§ Yammer

8

Microsoft Outlook ãª�ÊíÒËÃÑº¡ÒÃ·íÒ§Ò¹¡Ñº E-mail áÅÐ Calendar

ÊíÒËÃÑº¡ÒÃÃÑº Ê�§ÍÕàÁÅ� ÊÃ�Ò§¡ÒÃ¹Ñ´ËÁÒÂ »¯Ô·Ô¹ ª×èÍ¼Ù�µÔ´µ�Íä´� 
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Microsoft Outlook ãª�ÊíÒËÃÑº¡ÒÃ·íÒ§Ò¹¡Ñº E-mail áÅÐ Calendar

ÊíÒËÃÑº¡ÒÃÃÑº Ê�§ÍÕàÁÅ� ÊÃ�Ò§¡ÒÃ¹Ñ´ËÁÒÂ »¯Ô·Ô¹ ª×èÍ¼Ù�µÔ´µ�Íä´� 

10

Microsoft Teams

ÊíÒËÃÑº»ÃÐªØÁ Live àËÁÒÐ¡Ñº Work from Home ÊÒÁÒÃ¶áªÃ�Ë¹�Ò¨Í ¾Ù´¤ØÂ ¹Ñ´ËÁÒÂ¡ÒÃ»ÃÐªØÁä´�ÍÂ�Ò§ÁÕ»ÃÐÊÔ· Ô̧ÀÒ¾
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Microsoft OneDrive

ÊíÒËÃÑºà¡çº¢�ÍÁÙÅ (Storage) ·ÕèÍÂÙ�º¹ Cloud ãË�àÃÒÊÒÁÒÃ¶à¡çºä¿Å�ã¹à¤Ã×èÍ§áÅÐ Sync à¢�ÒÁ×Í¶×Í à¾×èÍãË�àÃÒà»�´ä´�¨Ò¡Á×Í
¶×Í ÊÒÁÒÃ¶áªÃ�ä¿Å� ¾Ã�ÍÁ¡íÒË¹´¤�Ò¤ÇÒÁ»ÅÍ´ÀÑÂãË�¡ÑººØ¤¤Åµ�Ò§ æ ä´�ÍÂ�Ò§§�ÒÂ´ÒÂ

12

Microsoft SharePoint

ÊíÒËÃÑºÊÃ�Ò§àÇçºä«µ� à¡çºàÍ¡ÊÒÃ áÅÐà¡çº¢�ÍÁÙÅ ÁÕ»ÃÐâÂª¹�ã¹ËÅÒÂ´�Ò¹ÁÒ¡ æ
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Microsoft Word

ÊíÒËÃÑº¡ÒÃ·íÒàÍ¡ÊÒÃ Ë¹Ñ§Ê×Í ÃÒÂ§Ò¹µ�Ò§ æ ÁÕ
¤ÇÒÁÊÒÁÒÃ¶ã¹¡ÒÃ¨Ñ´¡ÒÃàÍ¡ÊÒÃã¹·Ø¡ æ ´�Ò¹

Microsoft Excel

ÊíÒËÃÑºÊÃ�Ò§µÒÃÒ§¤íÒ¹Ç³ ÊÃ�Ò§¡ÃÒ¿ ÇÔà¤ÃÒÐË� 
ÊÃØ»¼Å¢�ÍÁÙÅ ÁÕà¤Ã×èÍ§Á×Íµ�Ò§ æ ÁÒ¡ÁÒÂ

Microsoft PowerPoint

ÊíÒËÃÑº¡ÒÃ·íÒàÍ¡ÊÒÃ Ë¹Ñ§Ê×Í ÃÒÂ§Ò¹µ�Ò§ æ ÁÕ
¤ÇÒÁÊÒÁÒÃ¶ã¹¡ÒÃ¨Ñ´¡ÒÃàÍ¡ÊÒÃã¹·Ø¡ æ ´�Ò¹

MS Office ÃÙ»áºº Online 
- ÊÒÁÒÃ¶ãª�§Ò¹Ã�ÇÁ¡Ñ¹ä´�
- ´Ù¼�Ò¹Á×Í¶×Íä´�

14

Microsoft Forms

ÊÃ�Ò§áºº¿ÍÃ�ÁÍÍ¹äÅ¹� ÊÃ�Ò§áººÊÍº¶ÒÁ ÊÃ�Ò§¢�ÍÊÍº ä´�áºº§�ÒÂ æ ÁÕÃÒÂ§Ò¹ÊÃØ»ãË�ÍÕ¡´�ÇÂ ÍÕ¡·Ñé§ÂÑ§ÊÒÁÒÃ¶¹íÒàÍÒ¹íÒ
¢�ÍÁÙÅä»ãª�§Ò¹µ�Íã¹ÃÙ»áºº¢Í§ Excel ä´�
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áºº½�¡ËÑ´

1. ÊÃ�Ò§áºº¿ÍÃ�Áº¹ MS Excel ÊíÒËÃÑºÊíÒÃÇ¨¢�ÍÁÙÅ
¡ÒÃãª�Ã¶Â¹µ� ËÃ×Í Ã¶¨Ñ¡ÃÂÒ¹Â¹µ�¢Í§¾¹Ñ¡§Ò¹

2. ÊÃ�Ò§áºº¿ÍÃ�ÁÍÍ¹äÅ¹� ÊíÒËÃÑºÊíÒÃÇ¨¢�ÍÁÙÅ¡ÒÃãª�
Ã¶Â¹µ� ËÃ×Í Ã¶¨Ñ¡ÃÂÒ¹Â¹µ�¢Í§¾¹Ñ¡§Ò¹
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