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[bookmark: _Toc523353779]Introduction
In this report I will be evaluating the effectiveness of using modern technology in the workplace. I will be comparing Microsoft 365 and Google suite. During my comparisons I will be discussing Microsoft Word against Google Docs and Microsoft Outlook against Google Mail 
 I will be exploring social media as a tool for marketing, communication within the workplace and information gathering. I will be looking at the pros and cons of using modern technology and social media in the workplace and conclude as to whether this contributes well to the running of a business. I will be creating a linked in profile to illustrate and evidence my research. 
[bookmark: _Toc523353781]Online Office:
These are systems based online that enable users to create documents, databases, presentations and spreadsheets online (Kieser and Golden). The creation of this system has allowed flexibility for many users allowing access wherever there is an internet connection. In the workplace office online has supported collaboration by giving access to users at the same time for example a report can be worked on collectively and save time in the office as well as help in meeting  deadlines. Two examples of online office applications are Office 365 and Google Docs. 
[bookmark: _Toc523353782][bookmark: _Toc523353783]Office 365 
 is a collection of online applications produced by Microsoft ideally for business or office use. In the workplace office 365 is made up of six components Word, PowerPoint, Excel, one note, publisher and Access. The main application used in the workplace are Microsoft word which  is an application used for creating text-based documents for example most companies would use word to send out letters to customers, stakeholders or staff.  ‘Microsoft Word is one of the top recognised word processors’ Lombardi (1990).  McWilliams (1985) wrote that Microsoft word delivers the most progressive formatting commands available. Microsoft word (365) has some great features that can be applied within the workplace such as converting a bullet point list to smart art. This is great when producing flow charts or visual step by step for others to follow. 

Google Suite 
is a partly free web-based application which enables individuals to create and edit documents over the internet, it is compatible with any browser and computer Ciccarelli, D. Google Suite is made up of features such as documents, sheets, slides, forms, Gmail and Drawing. The main applications that would be used in the workplace is Google Document which is word processor used for creating and editing text which is user friendly and easily accessible. 





Comparison of Microsoft 365 and Google Suite 
Google Suite was a more convenient application due to it being more compatible with a variety of systems and being available online, until Microsoft launched Microsoft 365 in 2010 which is an online based application. This caused convenience to Microsoft’s customers and may have appealed to prospective customers. Individual Applications such as google Docs is free of charge and unlike Microsoft 365 it is not mandatory to download the complete suite, this may be beneficial to employers, especially new businesses due budgets and costs. There are fees for the complete suite which would include a business email, video and voice conferencing, secure team messaging and team calendars in the basic one and much more with progression. Although Google Suite is free it also has limitations such as it only being an online based system, if there was a shortage of internet or Google's servers went down there would be no way to access any documents. On the other hand, Microsoft 365 is accessible on a desktop as well as the internet and if work is saved to the desktop as well as online it provides a backup in case the internet goes down or the computer crashes. 
Employers may prefer Microsoft 365 due to the stability and the accessibility and as there have been reported issues with Google Drive such as Applications like Google Suite not loading and the inability to access files online Microsoft 365 would present to be a safer option. In terms of the interfaces Microsoft 365 has quite a complicated toolbar and anyone with the lack of knowledge on Microsoft packages may have difficulties in navigating around the page. Google Suite presents a more ‘user friendly’ approach and allows users to customise their toolbars only seeing what they frequently use in work as well as easily export documents to PDF and Microsoft Word. Although Google Suite seems a more viable option in terms of pricing and being user friendly due to the late production most businesses will already have knowledge of the application. This also shows in job applications within administrative roles as it is often requested that prospective employees are knowledgeable in all Microsoft Packages. Frank, B.H (2017) quoted Mariano, J. Stating that businesses have established a relationship with Microsoft and have invested time and customisation. This supports my thesis that established businesses are accustomed to the use of Microsoft Packages.













[bookmark: _Toc523353784]Web Based Email 
Web based emails are simply email systems provided over the web. The examples of web-based emails I will be analysing are Gmail and Outlook. It is suggested that most companies use web-based emails for communication internal and externally. 
Microsoft Outlook - is a free web-based email that can be used as a stand-alone email or in the Microsoft 365 package. There are features such as a calendar, task manager, note taking and web browsing. Often used in the workplace Microsoft Outlook is often to send group emails, invitations to meetings and reminders of meetings or appointments. Greiner, L. (2009) commented on the organisation factor of outlook such as automatic out of office messages and Spam emails. 

[bookmark: _GoBack]Gmail - is a free web-based email which is supported by advertising and offers free storage. (Gmail.com) a good feature of Gmail is the ability to see new emails without having to refresh the page. This will ensure that in the office emails are not missed and all information is easily accessible.

Comparing Outlook and Gmail 
After comparing Outlook and Gmail and reading an article by Millman, R and Buckner, G (2018). It was found that in comparison Outlook and Gmail are similar, both web emails have SPAM filters although it is suggested that Gmail’s is better with one or two spam emails getting through yearly whilst on the other hand Outlook is said to be lacking in this department and must be manually filtered. Millman, R and Buckman (2018), G discussed Outlook’s ‘SWEEP’ function which enables users to delete all emails or ones received within a week etc. From my own experience I have never received a Spam email in outlook and I have regularly used this throughout my working career and find the SPAM filter effective. 
Regarding storage, Microsoft offers 15 GB per free Outlook account and 50 GB per Microsoft 365 account whilst Gmail offers 15 GB, but this also applies to google drive storage and 30 GB if users have Google suite. There is unlimited storage if there are five or more users in a business with Google Suite. 
When looking at Gmail and Outlook’s interface, outlook seems more aesthetically pleasing but Gmail focuses on the mail part which is the Emails and allows workers to be focused on reading emails although the adverts on Gmail could be distracting. In terms of compatibility with other documents if Microsoft packages are already being used then it would be better to use outlook which also applies to Gmail with Google Suite, but Gmail also opens documents from third parties such as customer relation apps. Another good feature with Gmail is the ability to use google translate when sending an email, this would be good within a business when dealing with various cultural backgrounds, having the app accessible with the email provides great support. 
After my comparisons I feel that Outlook is better within the workplace although Millman, R and Buckman (2018) concluded that Gmail is better for day to day general use. I concluded on outlook because of the support that it provides to businesses such as the flag options to prioritise emails, read receipts where you can see if the recipient of your email read it, sharing of calendars and the booking of meeting rooms Mittal, S. (2013). These features are some of the reasons that Microsoft Office is better within the workplace.
Social Media for marketing
Social media is widely used for advertisements for businesses. Companies often use Instagram, Facebook and twitter to advertise any changes, offers or discussions in relations to their business. An example of this is the online fashion store ‘Fashion Nova’ which is widely known, as they have 13 million followers on Instagram. Fashion Nova came up as the fourth most googled fashion company as of last year. Valentine, C (17, May) wrote that the Fashion Nova Brand expanded due to the popularity of Instagram which indicates that this is where most of the sales are generated from. 
Sagihan, who is the CEO of Fashion Nova often sells his clothes using famous individuals on Instagram and other personalities that buy his brand and post on line using the ‘@’ sign with Fashion Nova in the process. This enables any followers to click on fashion nova and be automatically taken to their Instagram page and eventually onto their website where customers can make a purchase. An example of this is Cardi B, who is a rapper from the United States of America, Cardi B has 31.8 Million followers. Posting something on her Instagram reaches a further 31 million in addition to the 13 million followers that Fashion Nova already have. This demonstrates that social media is a quite effective marketing strategy. 
Social Media for information gathering 
The use of social media to gather information is frequently used throughout companies. One example of this is being able to review items or services provided. This is typically on the business's website or social media. This enables the business to know what is going well and what needs improvement to better their services. If a company has a five star rating on average for their products this can be used towards marketing. Dellarocas, C (2003), discussed the difference between regular word of mouth and internet-based feedback, also how this contributes to the effectiveness of a product and how it can be improved. This enforces that reviews are not just used for customers to complain there are also suggestions on improvements and praises for great services. 
Social Media for communication in the workplace  
In some aspects social media is good for staff rapport and interaction but can cause some issues in the workplace. Pike, G.H (2014) discussed that colleagues will often share personal information on social media as well as work information. It was suggested that some individuals see Facebook as a platform to vent about a hard day at work or their dislike of a colleague or manager. This information being posted on a social platform can cause the loss of employment or disciplinary action if found out by the company. From my own experience some companies search employees' names on social media to enforce a character reference of the person whom they are employing. 
An example of twitter feeds effecting work is Maya Jama who is a DJ and personality who was recently scrutinised over some twitter messages ‘tweets’ sent in 2012. Akingbade, T. (2018) wrote an article regarding this stating that Maya Jama made jokes about dark skinned women and overweight individuals. After issuing an apology Maya Jama received backlash stating that her apology was not sincere. This could affect some of her work such as being a panellist for loose women, having a clothing line on ‘Pretty little thing’ or having a contract with ‘Maybelline’. These jobs are meant to be empowering different skin shades and plus size.  This proves that social media can have an impact on careers so ensuring that no offensive or inappropriate posts are on social media is advised.
Conclusion 
Modern technology is vital within the workplace and Employers have built businesses around this. Customer managements systems, online offices and social media all contribute to the running of the workplace and it is often said that if the systems at work shut down then there will be no work to do.  I have concluded that Microsoft Word and Outlook are better suited to the workplace than Google Docs and Gmail, not only because companies have become accustomed to these applications but because of the variety and the customisation that each workplace can enforce upon Microsoft Office 365. I understand the fact that Google Suite have tried to simplify things but that usually would apply to users at home and for everyday use.
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(@ On May 8, 2018, we published revised versions of our Privacy Policy, User Agreement and Professional Community Policies. Please read these updated terms and take some X
time to understand them. Your use of Linkedn services s subject to these revised terms. Visit the LinkedIn blog to leam more about these changes.

:
in . < o

Jaqueline, get started on LinkedIn with 3 steps: -~

@ Stay in the know

- Build your network w y "
Tell your story with your profile ¥ Follow industry experts to keep up with the latest in

2 connections! A bigger network means more your field.

Add ajob and photo to show wh
#J0band photofo showwhe you are opportunities can find you. 30's a good start.

& Share an article, photo, video or idea

(

Your dreamss.

- job is closer
e ) (3 vaes) o

think

o
(& wite an art

Welcome, Jaqueline!

H O Type here to search





image1.jpg




