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Introduction 

The aim of this report is to explain the use of digital technology in the workplace, Digital technology refers to any technology that uses digital data or information in its operations. It encompasses a wide range of tools, devices, and systems that are designed to process, transmit, and store digital information. Examples of digital technology include computers, smartphones, digital cameras, digital TVs, digital music players, e-readers, and many other electronic devices. this report will focus on the types and the advantage digital technology in the workplace. I will also include factors on how the pandemics increase the use of technology and how the use of technology benefit us in the workplace.   
























The types of digital technology used in the workplace.
Email 
‘’An Email is a method of exchanging messages instantly from one system to another with the help of the internet. Initially, Email usage was limited to users of the same computer, and it asked them to be online to receive the messages. Times changed, and now we know how the mailbox looks. The mail can be sent to more than one recipient, and the recipient’s name can be hidden from others by adding their names in Bcc’’. (pedamkar, n.d.)In the workplace, email is essential for various reasons. Email is an efficient way to communicate within the workplace. It enables workers to quickly send and receive documents, ideas, and information, which can help improve teamwork and encourage individuals to work together seamlessly. Workers can effectively manage their time by organizing and prioritizing their messages using email. They can also sort and flag messages by subject or sender and respond at their own convenience. Due to the rise of remote working, email has also become more essential in the office. It allows employees keep in touch and collaborate with one another, regardless of their location.
Artificial intelligence 
Artificial intelligence - or AI for short - is technology that enables a computer to think or act in a more 'human' way. It does this by taking in information from its surroundings, and deciding its response based on what it learns or senses. (BBC, 2019)Artificial intelligence-powered virtual assistants and chatbots can also help employees with their customer service inquiries, freeing up human staff members to deal with more complex issues. AI-powered tools for recruitment can help automate various aspects of the hiring process, such as conducting interviews and screening resumes. Artificial intelligence can also be used to customize marketing messages and recommendations based on the data collected from consumers. AI can also be utilized to detect fraud in real time, which can help prevent financial loss.
Electronic prescribing (eprescribing)
‘’EPS allows prescribers to send prescriptions electronically to a dispenser (such as a pharmacy) of the patient's choice. This makes the prescribing and dispensing process more efficient and convenient for patients and staff’’ (Anon., 2023) Electronic prescribing can help reduce the time that healthcare providers spend on manual tasks, such as writing prescriptions or calling in them. It can also help patients save time by allowing them to pick up prescriptions at the pharmacy instead of waiting for them to be filled. Electronic prescribing can also help improve the medication adherence of patients by providing them with tools and reminders that can help them keep track of their medication
How has covid-19 increased the use of technology in the workplace?
Remote work 
The rapid emergence and evolution of COVID-19 have accelerated the shift toward remote work. It has helped workers avoid unnecessary commuting time and lower the gender gap by enabling partners or single parents to work. Although some jobs are not ideal when it comes to remote work, many of these are now feasible due to the emergence of the pandemic. The increasing number of people working remotely has also led to the adoption of various automation tools These tools can assist remote workers in reducing their manual intervention and improving their efficiency.

Digital communication 
Due to the COVID-19 pandemic, the number of people using digital communication has significantly increased. Individuals have had to rely on such forms of communication to keep in touch with their friends and family. The emergence of the pandemic has highlighted the need for digital communication tools, such as video conferencing software, to help people keep in touch during difficult times. Some of the most common platforms used for video conferencing are Microsoft Teams and Skype. 

Online education 
round the world, more than a billion students were out of school during the peak of the pandemic. One of the main factors contributing to the increase in the number of teachers and students using the pandemic was online education. Through virtual classrooms and video conferencing, teachers and students were able to maintain their learning even though they were miles apart. The pandemic has accelerated online education's growth, and it's possible that some of the technologies and practices that were developed during the pandemic will continue to be utilized after the outbreak has officially ended.
What are the benefits of digital technology in the workplace?
Patient Portals
“Patient portals allow patients to easily access personal health information, allowing them to become more active in their care and have better-educated conversations with their doctors. An online health information portal was valued by 94% of survey participants.” (Hall, 2021)Through a patient portal, individuals can gain easy access to their health information, which includes their medical history, medication lists, lab results, and more. This allows them to make informed decisions regarding their health and keep track of their conditions. Patient portals also make it easier for people to schedule appointments, pay their bills online, and get prescriptions refill. Studies have proven that patient portals can result in improved health outcomes by facilitating better communication, increasing engagement, and helping to improve the coordination of care.
Data safety 
While digital data is always vulnerable to harmful attacks, physical files are not. Medical records can be lost due to unexpected events like natural disasters (earthquakes, flooding) or incompetence. These factors can be eliminated with a well-designed digital data storage system for medical records. Authorized staff can access these records from wherever they are, assuring fast availability should the need arise. (Hall, 2021) Electronic health records are vital to hospitals as they allow them to manage the information of their patients. However, these systems can be vulnerable to cyber-attacks. These attacks can result in the loss or theft of patient data. This can have detrimental effects on the operations of the hospital and the safety of its patients. Besides keeping their electronic health records secure, hospitals also need to protect the sensitive data they collect, such as operational and financial information. A data breach can have a significant financial impact on an organization.
Healthcare worker safety 
“Over the past year we have seen many frontline healthcare workers losing their lives after getting infected with COVID while performing their duties. This is primarily due to the physical overcrowding of facilities and the requirement of a doctor’s supervision. Digital healthcare focuses on telehealth services which allows doctors to monitor patients while they are at home. (Hall, 2021)  Being able to protect healthcare workers from various occupational hazards is also very important. This includes handling dangerous chemicals, dealing with infectious agents, and dealing with injuries and illnesses. Doing so can help minimize the risk of death or illness.  Being able to feel safe and secure in one's surroundings can help healthcare workers focus on providing the best possible care to patients. This can lead to better outcomes for the patients and a more efficient workforce.
What are the disadvantages of using digital technology in the workplace?
Too much reliance on technology 
As technologies such as Artificial Intelligence and Machine Learning become more prevalent, care must be taken to ensure healthcare professionals understand the limitations of these technologies. For example, many machine learning models are trained on historical data and don’t adapt well to changes over time whereas operational data has large mismatches to trained data. (Anon., 2021)It takes specialized knowledge and skills to effectively utilize digital technology. Employees may have to undergo training to use software and tools, which can be costly and time-consuming. The complexity of healthcare technology can be an issue for organizations. This can lead them to make mistakes and incur inefficiencies if the staff does not have the necessary training.

It can cause distractions at work.
There are a lot of ways for technology to distract employees in the workplace. Using social networks at work may result in distractions and affect the employees’ productivity. This is why some companies have decided blocking off access to certain websites such as YouTube, Facebook, and Twitter since they divert attention. Other workplace technologies that can cause disturbances at work include computers, smartphones, and virtual meeting apps. (Anon., 2021) One of the most common sources of workplace technology distraction is smartphones. With notifications, updates, and social media, it can be hard to resist the urge to check our phones all day. This can result into lost focus and interruptions, which can affect our ability to complete our tasks. Another common source of workplace technology distraction is social media. While these platforms are helpful for communication and networking, they can also be very time-consuming and can negatively affect the employee's productivity. It's important that employees set boundaries and limit their usage on these platforms.

It poses risks.
Even though everyone likes the benefits that technology offers at work, it also has the tendency to be risky, specifically as far as data security is concerned. All employees whose positions are related to important decision making will require access to private business data. It can pose as threat since it can be hard to monitor the privacy and usage of this information. (Anon.,2021) Cyberattacks on digital technology can be very damaging. They can include ransomware, phishing, and hacking. These can result in financial loss and breaches of data. It can also be a major issue with healthcare technology. This can expose patients' sensitive data to unauthorized access and theft.
To minimize the risks associated with using digital technology, it is important that companies have clear policies and procedures in place. They should also ensure that their employees are trained on how to safely use it. To protect themselves from cybercrimes, various security measures can be implemented.









Conclusion 
  
Digital tools have allowed people to work together even when they're not in the same time zone or distance. This is very important in today's world where multinational companies and teams often have people scattered all around the globe. People have benefit from the advantages of digital technology in various ways. These include access to education, better social connectivity, and increased productivity.
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