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This report will be focused on workplace technology. During the report we will be discussed about the importance of technology and how we can use it properly to ensue the best benefit from that.
Technology is the blessings of modern science. It helps to ensure proper communication, helps to make an effective work member, improve production, ensure flexibility in an organization, it supports innovative business ideas and helps in terms of taking decisions. Technology helps to promote a business. But too much use of technology keeps an employee distracted from his relevant work. Social media based application can be very effective to spread an organization’s activity. It can ensure a major role in terms of marketing. Facebook, Twitter, LinkedIn, Skype are some of the famous social application.  Those application can help in communication process. We easily can communicate with our business partners by using those application. We have to ensure the appropriate use of those application. There has some negative sight of using those application as well. We might face Cyber-bulling while using internet or social application. Which may cause serious hamper of money & confidential data for a company. So, an organization needs to give proper focus on that part. They have to take protection to prevent those cybercrimes.   
So, by using technology we can enjoy the best possible outcome. But we have to ensure out protection system and provide a proper tanning for every worker of an organization. 
(slideshare.net, 2017)
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Definition
Technology is a collection of techniques, skill & process by which we easily can do a job done. (study.com, 2017) It refers to use scientific knowledge for practical work purpose. There are different types of technology for different sector. 
· Education technology
· Agricultural technology
· Banking technology
· Digital technology
· Electronic technology
· Mechanical technology
· Manufacturing technology
· Medical technology
· Food technology
· Media technology
· Communication technology
· Telecommunication technology (useoftechnology, 2016)
Importance of technology
Technology helps a worker in many ways. (smallbusiness, 2015)
· Its helps to improve communication
· It helps to enrich your human capital
· It helps to increase production 
· Technology helps to ensure efficiency
· Technology ensure flexibility in a workplace
· Helps in decision making in workplace
· Technology support new innovation
· Technology helps to enrich education system
· In terms of modern business transaction, it helps a lot
· Technology helps in agriculture sector 
· Technology helps in transportation 
· It helps to ensure best use of natural resource
· Technology helps to make a more skilled labour 
· It helps a to provide more digitalised banking service 
·  In order to secure your information, technology provide the best security
· In term of processing information technology have shown a big influence

Is technology destruct an employee from work?
It depends. An employee an easily communicate with his client with the use of Email, Facebook, linked in. Technology gives them a comparative advantage in workplace. They don’t need to travel a lot now a day. By the help of technology, they easily can keep communication with their consumer. Technology helps an employee to achieve more skill which he can use is his practical workplace. But if the worker uses too much technology which have no relation with his work sector it can destruct them from his job.  (cmswire.com, 2016)  
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· Improves communication
By using social media technology worker can interact & communicate with each other. Facebook, Email, Messenger, Skype is a way of communication via social media. They can exchange business information. They also can attend meeting by video conferencing which helps to expand their business. (useoftechnology, 2017)

· Encourage innovation 
By using social media worker can experience blessings of modern technology. It also helps them to innovate new business ideas. To be updated with modern world social media take a major part. (workology, 2016) 

· Digital marketing
Social media helps organization to capture larger audience or market. It helps to expand your business through the world. Helps to promote his product. We can promote our product in Facebook by boosting and publishing. (shrm.org, 2015)
· Increasing productivity
Social media helps to expand business. As a result, it expands the productivity of our business. Company can improve productivity of their worker. (blog, 2016)
· Improve organization culture
Social media helps to improve the culture of an organization. Social media helps to create a good inter relation between their worker. Organization take the opinion of a worker in decision taking time. (workology, 2014)  

How LinkedIn app helps to promote business 
LinkedIn is one of the most professional social communication application. It provides the opportunities to share content and ideas with people. It enriches networking. LinkedIn generally provide recommendation to consumer about your profile. (wordstream, 2015)
· LinkedIn helps people to know your personality
· Endorse your personality 
· Ratify your skill
· Sanction your experience to others
· Visitor can see your blog regularly
· People can see your project easily
· People can easily reach your website 
· Build a professional image in social world
· Enlarge your networks
· Build new relationship (socialmediafuze, 2017)
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By using technology, we easily can be beneficial in our workplace. We know today is the world of modern technology. Now a day if any organization want to improve their communication they must have to relay on technology.  (sites.google, 2016)
Use of technology in workplace
· Confidentiality
· Maintaining privacy
· Secure information
· Accessibility
· Restrict access for common people and give power to worker
· Communication tools
· Choose the best tools or media to share information and maintain communication

Proper use of technology
· In terms of writing an Email, we have to provide a meaningful subject line
· We have to show thankfulness in terms of communication
· We have to keep our phone silent
· We have to keep noted our meeting time in app
· We have to use easiest way of communication system
· We have to keep all our data saved in computer hard disk
· We have to keep our Facebook profile up-to-date
· Be careful on what you post on company’s website
· We have to keep updating our blog on LinkedIn profile
· Bring teammates near to the communication application
· Task management software needs to be organized properly
· Attain video and audio conferencing meeting timely (technologyadvice, 2017)
· Provide information knowledge to consumer by communication software
Possibilities for communication and collaboration in the workplace
Communication software needs to use properly for the purpose collaboration in workplace. Like skype is one of the most famous video call application. It is generally used for video conferencing, attending meeting, communication. Facebook is the most famous communication application now a day. It is now becoming the easiest way to reach people and provide informative data towards people. We can share our ideas and thought via writing blog in LinkedIn application. Collaboration is very important to maintain all the social app appropriately. An effective collaboration can only help an organization from being benefitted. (elcomcms, n.d.)   
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Safety means the condition of being secure from damage. (controlglobal, 2017) As the world is developing day by day the risk of loosing resource is also increased day by day. Every organization needs to face cyber-crime activity often. Cyber-crime refers those activities by which hacker stole important resource from an organization’s website with the help of internet. (study.com, 2016)

Types of Cyber-crime (digit.in, 2015)
· Hacking
· Virus propagation
· Logic attack
· Denial package attack
· Phishing
· Email spamming
· Web jacking
· Cyber stalking
· Data hacking

Impact of cyber-crime is very bad for an organization. It costs so much money, important data & confident. When an organization face that problem they usually loose a huge amount of money and their important resource. A cyber-crime can also break the confidence of a person or worker. So, it is very important to prevent the crime and keep your organization safe form that. (digital.wings, 2016)
Appropriate safeguard steps for personal and professional security   
· First, we have to identify the threats
· We have to keep our security path updated 
· Every mobile and tablet that are being used in workplace needs to install security application
· Aware of saving files in cloud. As we know internet is the media for hacker to reach you so we have to be sincere on that sector
· Don’t store sensitive document in website or cloud
· Use at least 8-character password which conclude letters, symbols & numbers
· Use unique password which is not match with your names, phone number or birthday
· Differentiate your password for different sector of work
· Never open doubtful email 
· Don’t allow unknown person in confidential meeting
· Don’t add unknown profile in social application
· Don’t share any official data with an unknown person 
· Never transmit business data over internet
· It is good not to post company’s info into social media
· Established a secure Wi-Fi system for all employee   
· Trained your worker properly in order to give security knowledge
· Buy a strong virus protection antivirus (platinum, 2015)
If we follow those necessary steps we can prevent major resource lose from Cyber-crime.
[bookmark: _Toc502364725]Conclusion

Through out this report we discussed about the importance of technology and how to use it properly in our work place. In this fast-developing world being digital is the way to succeed. In this entire report we have shown the effectiveness of using digital technology & the beneficial outcome of that. We also know how social application software like Facebook, LinkedIn, Twitter can positively impact on business activities. Every organization needs a proper marketing to reach people through the world. Social media can help a company on that sector. It indirectly increases productivity of an organization as well as increase profit margin. But we have to be very careful of using technology as it may become a threat for the security of that organization. We have to use protection to keep us secure from Cyber-attack. We have to ensure necessary security to prevent a safe communication network into our organization. (useoftechnology, 2017)     
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