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ABSTRACT: This study is a result of the cooperative educational internship at an accounting and auditing office in Bangkok. In which
the student had been assigned a task on submitted monthly social security payments for office’s clients through the website of the
Social Security Office.  After the submission, the details of the social security payment notification printed from the website were
manually filled in the social security payment via bank form and then the form together with cash or cheque would be taken to
the bank for payment. Through this task, we found that the process took time and frequently had some error on filling the form by
hand. As a consequence, we designed and created the social security payment via bank forms through Microsoft Excel. The
purpose of this study is to study the process of creating a Social Security Payment form via bank and creating a manual for Social
Security Payment via bank Forms on Microsoft Excel. The results show that, Manual for Social Security payment form through
Microsoft Excel. Can be used for actual purpose. There are 6 steps in creating the Social Security payment form. And can help
reduce the time and error of filling out the Social Security payment form by manual. In the past, the time required to fill out the
form is about 4-5 minutes per form. When using the Social Security payment form through Microsoft Excel, the time can be reduced
to 2-3 minutes per form. Which can reduce working time by up to 50% of normal time and there are fewer errors when filling out

forms on the Social Security payment form.
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