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Abstract

Intelligent office management has the characteristics of business information, and office technology beyond the
limitation of time and space, which helps office to achieve real-time. The development of intelligent office is insufficient
in colleges and universities, especially in higher vocational colleges. Although it is also expanding online business,
there is still a certain gap between smart office. Smart office system has taken an important step in realizing modern

office management.
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1. Introduction

The new generation of information technology is
changing the way people work and live. Artificial
intelligence, machine learning, blockchain and other
technologies are in full swing. In addition to intelligent
traffic, intelligent public security and other fields, new
technologies are also constantly expanding to the field of
intelligent office, such as intelligent office unmanned
front desk, which can do face recognition, self-help
guidance, voice calls, intelligent device connection
control. The new generation of information technology,
provides new tools for office management, provides a
better environment, is not limited by time and space,
provides a more scientific perspective, all-round, all-
weather, full coverage. In short, intelligent office can
achieve fine management, humanized service, office
efficiency.

Although the intelligent office system has penetrated
into the daily work of the organization, there are also
some disadvantages. For example, one-sided pursuit of
large and comprehensive, increasing the module content
as much as possible in the design, some infrequently used
functions are also designed and developed, and finally
failed due to the high execution cost, and with the
development of technology, many temporarily
unavailable functions It will not be enabled in the future
either. Therefore, this paper designs and develops a smart
office system based on six functions commonly used in
university offices to improve office efficiency.
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2. Six Practical Fields of Smart Office

Office management is systematic. Although colleges
and universities are also gradually promoting system
construction, such as student affairs Office, teaching
affairs Office and other systems, only the establishment
of the framework of the system can give full play to the
advantages of intelligent office, otherwise a single
system is equal to online office, unable to reflect the
intelligence.

2.1. Intelligent voice control

Intelligent voice can free the hands of staff and
control intelligent devices connected to the Internet.
Intelligent voice-assisted learning can help improve
office efficiency, especially for repetitive tasks.
Intelligent voice system module, the first is the input of
the client, through the voice recognition server to
recognize the voice and text data, through the data
storage server for retrieval, trigger intelligent device
feedback to the application end. Using natural language
processing technology (NLP) can improve the man-
machine interaction.

2.2.  Visual holographic projection

Intelligent office is the visualization of the office
process, and can automatically carry out the next process,
such as the application for the seal of the college, after
the end of the automatic seal application, and the system
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can automatically carry out the next operation. In the Post
epidemic era, online meetings are very common, but
there are problems of poor authenticity and interactivity.
Offices can use holographic projection technology for
meetings to increase the interactivity and authenticity of
meetings.

2.3. Smart seal management

One of the important business of the office is the
management of official seals, especially the seals used in
winter and summer holidays or non-working hours in
colleges and universities. If the intelligent system is used,
the seals can be used all day long. After the application is
approved in the system, the seals can be printed remotely.

For example, during the COVID-19 epidemic, the
application materials are submitted and the official seal
is urgently needed. Due to the home office, the official
seal cannot be carried with you. At this time, it is very
useful to implement remote seal management. Users can
scan the QR code of the official seal to apply. You can
get an electronic official seal to solve the problem of
printing during the epidemic.

2.4. RPA

Robotic Process Automation (RPA) software robot
that can be programmed in low code to reduce repetitive
tasks such as financial reconciliation, document scanning,
etc.In the design of intelligent office system, we embed
PRA as a part of the system.

In the process of online training, in order to make the
trainees know that they are listening to the class, the
trainers should move the mouse every few seconds. If
they don't want to click the mouse next to the computer,
they can use the plug-in of clicking the mouse, which is
a kind of PRA. Many office workers have experienced

the pain of Ctrl + C and Ctrl + V. users only need to set
steps in advance, and RPA system can automatically
copy and paste, and sort out the information on forms and
invoices directly.

2.5. Smart documents

Intelligent documents include automatic generation
and automatic filing of documents. Office services
generate a lot of paper and electronic documents every
day, which need to be systematically archived. Intelligent
document saving is to automatically merge documents
with similar items through machine learning. The
intelligent system can automatically archive to save labor.
At the same time, in the process of document drafting,
such as meeting notices can be input template, in this way,
documents are automatically generated when needed.

2.6. Distributed work

In the post epidemic era, the traditional office model
has changed, and distributed office has become a daily
routine. Online documentation is an example of a simple
distributed office, in order to achieve a goal, the staff at
the same time to edit a file, and edit content is open to all
people. When everyone has finish their task, the final
tasks complete.

During the COVID-19 epidemic, frequent statistical
information and data are required. Online forms can
quickly and accurately collect the required data. At the
same time, the permission function of online forms can
set editing permissions and avoid the privacy leakage of
traditional forms.

In addition to the above six scenarios, the smart office
system also includes intelligent security, intelligent light
control, etc. the following figure is the model diagram of
the smart office system.
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Figure 1 Smart office system architecture model diagram
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3. Structure of Smart Office System

To realize smart office, there are three steps:
standardization, digitization and smart. As shown in the
figure below, speech recognition and noise elimination
technologies are standardized. NS, AEC, AGC and other
technologies are used here. Next, the instructions and
tasks are digitized by digital signal processing (DSP)
technology. Finally, through the smart office system
software embedded with RPA and machine learning,
staff can visually manage office environment data,
meeting data, personnel data, security data, etc. After
analysis, the system sends instructions to intelligent
devices, which are connected through Bluetooth.

In order to improve the use of school office
applications, an intelligent office assistant application
system with machine learning is developed. The
application system integrates the voice recognition
module, and accesses the school office management
related processes and data, implements the function of
processing business processes through voice intelligence
query data. This system uses the machine learning
framework to improve the interactive experience of the
office, optimize the results of the identification query,
enhance the intelligent level of higher vocational office
applications, and improve management efficiency.
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Figure 2 Smart office system architecture diagram

4. Conclusion

(1) Technology is a means. Whether the intelligent
office system can be realized depends largely on the
system. The relationship between technology and system
has always been controversial. Some people believe that
technology determines the system and promotes system
reform. Some people believe that the system determines
the technology, and only the technology in line with the
organizational system can be really used. In fact, the two
complement each other. Only the reform of the system is
more conducive to the promotion of technology, and the

continuous development of technology also promotes the
reform of the system.

(2) Although the intelligent office system in Colleges
and universities can use new information technology to
improve the efficiency of repetitive work, make the office
process transparent and visual, save manpower, shorten
the distance between powers and reduce the range of
superior and subordinate management, in essence, the
intelligent office system does not solve key problems,
and complex problems still need to be solved manually.
The office processing process has not changed, such as
approval, and the key links still need manual approval.
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(3) The smart office management system uses big
data technology to make office informatization, office
beyond time and space constraints, and office real-time.
However, there are also some problems. Although the
intelligent office system can establish a database to store
information, it cannot break the information island.
Information outside the system is unlikely to be shared
with the smart office system, because for security and
privacy reasons, many information is not open to the
public.

(4) The development of intelligent office system
requires more investment, and the school is more willing
to invest the limited funds in large equipment or
intelligent equipment that can be seen and felt. But the
soft system such as office system can reflect the
governance level and modernization level of university
more actually.

(5) Under the normalization of epidemic prevention
and control, the traditional office structure needs to be
changed urgently. In the future, blockchain technology
will be used to establish a new university governance
system. The blockchain can achieve decentralization, so
that everyone's value on the blockchain can be quantified.
For example, in different jobs, according to the work
information records of each employee, user portraits can
be generated, and each person's contribution and trust
degree can be evaluated, and the work reality and data
identity can be connected. In this way, everyone will pay
more attention to their digital identity, and personnel can
arrange different jobs for each person with reference to
each person's credit situation. In this way, the problem of
low office efficiency is reduced. Individuals can publish
their own blockchain points records. The information
cannot be tampered with, and can be traced back and
checked at any time.

References

[1] Deng, X.. (2016). University Administrative
Management System Research Based on Intelligent
Computer Management Mode. 2016 International
Conference on Smart Grid and Electrical
Automation (ICSGEA). IEEE.

[2] Minwoo, Ryu, Jacho, Kim, Jaeseok, & Yun. (2015).
Integrated semantics service platform for the
internet of things: a case study of a smart office.
Sensors.

[3] Choi, M., Park, W. K., & Lee, .. (2005). Smart office
energy management system using bluetooth low
energy based beacons and a mobile app. Zhonghua
liu xing bing xue za zhi = Zhonghua liuxingbingxue
zazhi, 26(1), 54-57.

[4] Petzold, J., Bagci, F., Trumler, W., Ungerer, T., &
Vintan, L.. (2004). Global State Context Prediction
Techniques Applied to a Smart Office Building.

[5] Gal, C. L., Martin, J. , Lux, A., & Crowley, J. L. .
(2001). Smart office: design of an intelligent
environment. Intelligent Systems IEEE, 16(4), 60-
66.

[6] Capozzoli, A. , Lauro, F. , & Khan, I. . (2015). Fault
detection analysis using data mining techniques for
a cluster of smart office buildings. Expert Systems
with Applications, 42(9), 4324-4338.

[7] Minwoo, Ryu, Jacho, Kim, Jaeseok, & Yun. (2015).
Integrated semantics service platform for the
internet of things: a case study of a smart office.
Sensors.

[8] van den Dobbelsteen, A. A. J. F, Arets, M. , & Van,
D. . (2008). Smart Sustainable Office Design —

Effective Technological Solutions, Based on
Typology and Case Studies. Blackwell Publishing
Ltd.

[9] Willcocks, L. P. , Lacity, M. , & Craig, A. . (2015).
The it function and robotic process automation. LSE
Research Online Documents on Economics.

[10] Chen, H., Xie, J., Wang, S. J. , Ramanathan, S. , &
Mutegeki, R.. (2021). Research on intelligent
management system of meteorological archives
based on big data framework. Advances in Data
Science and Adaptive Analysis, 13(03n04).



110 Y. Lei

Open Access This chapter is licensed under the terms of the Creative Commons Attribution-NonCommercial 4.0 International
License (http://creativecommons.org/licenses/by-nc/4.0/), which permits any noncommercial use, sharing, adaptation, distribution
and reproduction in any medium or format, as long as you give appropriate credit to the original author(s) and the source, provide a
link to the Creative Commons license and indicate if changes were made.

The images or other third party material in this chapter are included in the chapter’s Creative Commons license, unless indicated
otherwise in a credit line to the material. If material is not included in the chapter’s Creative Commons license and your intended use
is not permitted by statutory regulation or exceeds the permitted use, you will need to obtain permission directly from the copyright

holder.





