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Executive Summary



The following paper has the purpose of analysing the software applications discussed in class focussing on the logistic company DHL. Will explore ways to use various technologies to collaborate between colleagues inside the company and between the company and customers.  
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[bookmark: _Ref70625884]Table 1 Tax Calculator
	Name
	Income
	After Taxes

	Caleigh Waylon
	26000
	20800

	Derren Raymund
	22000
	17600

	Noelle Adalyn
	28000
	22400

	Leanora Alea
	18000
	14400

	Rowan Murray
	32000
	25600

	Esta Jordon
	17000
	13600

	Elyse Connell
	22500
	18000

	Aubrey Dwayne
	19750
	15800

	Deloris Elizabeth
	18250
	14600

	Darryl Averill
	28000
	22400


	Employees 
	2017
	2018
	2019
	2020

	Europe
	339521
	351429
	348604
	357737

	Americas
	84470
	92753
	96413
	114081

	Asia Pacific
	76725
	84037
	80687
	80737

	Other Regions
	18826
	19241
	21220
	19420


Number Of Employees 2











[bookmark: _Toc70634092]	Organization Background

DHL is the world’s leading logistics company founded in 1969 in the United States. According to their website DHL is a division of the German logistics firm Deutsche Post, employing over 380000 people in over 220 countries. In United Kingdom DHL offers a vast portfolio of logistic products and solutions divided in 6 distinctive divisions (GmbH, 2021).
· DHL Express -Express international and domestic delivery services   for parcels and documents for business customers.
· DHL Parcel -Standard international and domestic parcel services for business customers and consumers.
· DHL Global Forwarding -The experts in Global Air, Ocean & Ground Freight Forwarding.
· DHL Freight -European overland transportation for groupage, part- or full-truck load shipments.
· DHL Supply Chain -Creating competitive advantage through customised supply chain solutions based on globally standardised components and sector expertise.
· Deutsche Post International -Postal distribution of international business mail, direct marketing campaigns and lightweight items.


[bookmark: _Toc70634093]Research

We live in this Highley connected world where most of the information we need is at a click or an tap distance over the internet. The most used web browser now are Microsoft Edge, Mozilla Firefox, Google Chrome, and Apple Safari. 
A web browser retrieves information from other parts of the web and displays it on the desktop or mobile device. The information is transferred using the Hypertext Transfer Protocol, which defines how text, images and video are transmitted on the web. This information needs to be shared and displayed in a consistent format so that won’t mater witch browser is used the look of the website is the same. Same website can look different using different browsers to fix this the industry created web standards to generate consistency between browsers so that any user can enjoy the internet, regardless of the browser they choose.
When the web browser fetches data from an internet connected server and it then uses a piece of software called a rendering engine to translate that data into text and images. This data is written in Hypertext Markup Language (HTML) and web browsers read this code to create the content of the page.
Hyperlinks allow users to follow a path to other pages or sites on the web. Every webpage, image and video have its own unique Uniform Resource Locator (URL), which is also known as a web address. When a browser visits a server for data, the web address tells the browser where to look for each item that is described in the html, which then tells the browser where it goes on the web page. (Mozilla, 1998-2021)
[bookmark: _Toc70634094]Browser Cookies
	There are two types of cookies found in web browsers: conventional cookie and cache cookie. A conventional cookie is a piece of data stored in a specially designated cache in a Web browser. Cookies can include user-specific identifiers or personal information (e.g., this user is over 18 years of age). Servers typically employ cookies to personalize Web pages. 
	A cache cookie, by contrast, is not an explicit browser feature. It is a form of persistent state in a browser that a server can access in unintended ways. One type of cache cookie is Temporary Internet Files (TIFs). TIFs are data objects – such as images – cached locally in standard browsers. Their function is to accelerate browsing speeds: If the browser is to display a data object present as a TIF, it can access the object locally, rather than pulling it from a server thus reducing the load time. In some situation this kind of cookies are used to store information used for user authentication such as usernames and passwords making them susceptible to pharming attacks. (Ari , et al., 2006)
	


[bookmark: _Toc70634095]Word Processing
Microsoft Word is a word processor developed in 1981 that allows you to create a variety of office documents; including but not limited to resumes, letters, and more becoming the most popular software for businesses these days. One of the reasons for its popularity is its versatility and its simplicity. Microsoft word is compatible with any platform and makes team collaboration effective. 
The software is used in all stages of the company from middle management to the upper echelons. The text can be formatted in different ways including font, font size, colour and the use of styles can help to identify the different parts of the document. The use of shapes and images is an effective way to mark a document with the company’s colour scheme and the creation of different leaflets, pamphlets, simple posters, simple warning signs that can be realized effectively, printed, and posted in no time. Charts an tables can be used for a more effective and compact communication of ideas along text.
Microsoft Word 2016 makes research writing easy with the help of Researcher tools giving the opportunity to incorporate credible sources and create citations adding quotes to the research paper. The Editor feature is a writing assistant is a proofing and editing tool that checks the spelling and grammar, flags any unclear phrases, marks up complex words and makes suggestions by displaying various alternatives. These types of tools are used from the middle management to the enterprise level of the company.
According to the latest DHL research a couple o highly important trends emerged due to one of the most disruptive years. The pandemic acted as a catalyser for innovation in most of the industries. The high impact trend of the future evolves around future of work embracing a more on-demand workforce adopting dynamic staff scheduling software that matches temporary workers with high-demand facilities and a sustainable logistics approach that focuses on route optimization and logistics facility design placement minimizing the cost and emissions. (Jordan, et al., 2020)



[bookmark: _Toc70634096]Data processing
Data can be defined as ‘units of information, often numeric that are collected throw observation’ but in a more technical way can be seen as values that describe persons objects situations etc. These days Data is becoming one of the most important assets. In the past years, the companies realize its importance starting to collect it store it and analyse it more carefully. DHL, being a logistics company deals with vast amounts of data, moving around millions of packages every year storing and analysing of information comes in handy.
	Excel and Access are software part of Microsoft Office suite that help analysing and respectively storing data effectively.  Excel uses spreadsheets to record and analyse data while Access is a database management system (DBMS) sometimes shorten to database. Most of the times these two software are used concomitantly.
[bookmark: _Toc70634097]		Microsoft Excel
	With the help of real-life data pulled out from the DHL website will be demonstrating the some of the tools and functions that makes Excel so popular in offices around the world.
	The following Table 1 Tax Calculator demonstrates one of the important usages of Excel for companies, the use of different mathematical operation to calculate yearly tax deduction.
While Microsoft Excel is primarily used as a calculation program, in some situations would be appropriate to store pictures along with data and associate an image with a particular piece of information. For example, when setting up a spreadsheet of products may want to include an extra column with product images.
Charts and graphs elevate your data by providing an easy-to-understand visualization of numeric values( Employees by Sector 1).  While the terms are often used interchangeably, they are slightly different. Graphs are the most basic way to represent data visually, and typically display data point values over a duration of time. Charts are a bit more complex, as they allow you to compare pieces of a data set relative to the other data in that set. Charts are also considered more visual than graphs since they often take a different shape than a generic x- and y-axis. People often use charts and graphs in presentations to give management, client, or team members a quick snapshot into progress or results (Employees By Region 1). 
[bookmark: _Toc70634098]	Microsoft Access
	
Microsoft Access 2016 is a database management system. A database management system is software that allows you to use a computer to create a database; add, change, and delete data in the database; ask and answer questions concerning the data; and create forms and reports using the data. (Ari , et al., 2006, p. 923)
When it comes to building a big database, hundreds even thousands of entries Access is a great tool that can be used. Usually is used in the lower parts of a logistics company. A Distribution Centre is the perfect place for this kind of software. Some of reasons why Access handles big databases well are:
· Access offers not only forms but also features that can create a quick form through which someone can enter all those records. This can make data entry easier and faster and can reduce the margin of error significantly.
· When dealing with lots of records there are a multitude of opportunities for errors to creep, including duplicate records, records with misspellings, and records with missing information. Access to flushes out those errors and fix them.
· Access has powerful reporting tools that can be used to create printed and onscreen reports — and those can include as few or as many pieces of your data as you need, drawn from more than one table if need be.
· Access provides several tools for sorting, searching, and creating specialized tools (known as queries) for finding the elusive single record or group of records needed.

[bookmark: _Toc70634099]Communication and collaboration 
[bookmark: _Toc70634100]Email
Email is an asynchronous type of communication that allows the exchange of messages between users over the internet with the help of an email address. Every User needs a unique email address to create the connection. The email address is made of a username and a domain name bounded together by the character ‘@’. (from class).  The email structure consists of the message body where all the content of the email is placed along with a signature at the end and the message header. The header contains a brief introduction of the email, the author information, the date, and the recipients of the message. The Carbon Copy(cc) and Blind Carbon Copy(bcc) fields where can be added different email addresses that will get a copy of the email, the difference is that the recipients from the bcc are invisible from everyone else.
E-mail Protocols
	Sending and receiving email over the internet is realized mostly due to 3 TCP protocols. (Villanueva, 2015)
· Simple Mail Transfer Protocol (SMTP) is mostly used for sending out email from an email client to an email server. It is also used for relaying or forwarding mail messages from one mail server to another. The ability to relay messages from one server to another is necessary if the sender and recipient have different email service providers.  
· Post office protocol (POP) is used to retrieve email messages from a mail server to a mail client. The latest version, POP3 supports extensions and several authentication mechanisms prevent malicious individuals from gaining unauthorized access to users' messages.
· IMAP Is equipped with messages flags that indicate whether a message has been read, deleted, or replied to. Allows a better organization of the emails into folders.


Microsoft Outlook
	Part of Microsoft 365 productivity suite is Outlook that at the base is a emailing service originally known as Hotmail but these days offers a vast range of productivity features including; (Kallos, 2019)
· Mail is the webmail component of Outlook in Microsoft 365. Sending, receiving email, also flag them and organize them over folders. 
· Events can be added to the calendar quickly, reminders and other details using HTML rich-text editing. Can be shared easily with others.
· Tasks can be added and organized into categories and sed due dates.
The ability to send and receive emails is essential for a logistics company that deals with customers, contractors, employees even used intensely in marketing campaigns.
Gmail represents a viable alternative to Outlook in some situations outperforming it in the case of user experience and a more simplistic way of usage.


[bookmark: _Toc70634101]File Sharing
Microsoft OneDrive is a file hosting service operated by Microsoft as part of its web version of Office. On top of hosting takes care of synchronizing files on different platforms being available on Windows, macOS, android, IOS, Xbox360, Xbox one. It offers 5Gb storage for free with 100GB, 1TB and 6TB available with subscription.  Personal Files can be shared with others or choose to work on same project together. 
[bookmark: _Toc70634102]Collaboration Platforms
Effective collaboration is the foundation of a high-performing team. And thanks to a growing number of online productivity tools, communicating and collaborating has never been easier. Two of the top contenders in this market are Microsoft Teams and Skype for Business. Launched in April 2015, Skype for Business has gained traction around the world for its premiere voice calling and video conferencing solutions. Two years later, Microsoft published its version of modern collaboration software currently used by more than 500,000 organizations globally. Microsoft Teams announced in 2017 that it would ultimately replace Skype for Business, encompassing all its functions and operating as a single collaborative platform. However, customers running the on-premises servers will receive continued support on the latest version until 2023. (Abramson, 2020) 
Microsoft Teams is a collaboration platform that puts together voice video and file sharing. Microsoft has gradually updated since its launch in November 2016 but 2020 has accelerate its update with the overwhelming demand for collaboration tools. 
Some of the key features are:
· Teams and Channels are dedicated sections within a team to keep conversations organized by specific topics, projects, disciplines. Each team has subsections, which are called channels.
· Meetings are videoconferences up to 250 users per session. Using Microsoft Stream can go up to 10000. Supports in-meeting chat where the users can send messages privately to an individual or a group within a meeting. Meetings can be recorded, and users can share their screen. 
· Chat can be one-on-one, or group chat where can take part multiple persons.
· Files can be added to any channels and can be deleted modified. 
· Notes
Zoom is a great alternative to Microsoft Teams. Is available in four plans. Zoom basic that allows conferences up to 100 users for up to 40 minutes. Zoom Pro with meeting lengths extended up to 24 hours and allows meeting recording stored in cloud, plus advanced usage reports. Zoom Business is ideal for a small to midsize business, requires at least 10 different hosts, dedicated customer support and more features like auto-generated transcription. Zoom Enterprise designed for a large business with requiring at least 100 hosts, unlimited cloud storage and the capacity to host more than 500 users. (Antonelli, 2020)
	



[bookmark: _Toc70634103]	Presentation
		Most presentation software packages allow you to create your multimedia product using a series of slides. Text, images, video, animations, links, and sound can be combined on each slide to create a sophisticated final product. The most widely used presentation software is Microsoft PowerPoint but there is other presentation software, such as Visme, Google Slides and Canva.
	A PowerPoint presentation, also called a slide show can help you deliver a dynamic, engaging and professional- looking message to a audience. The collection of slides in a presentation is called a deck. With the help of n diagrams, charts, tables, pictures, shapes, video, sound, and animation effects to make your presentation more effective and help the audience to retain more information. (Pratt, et al., 2017, p. 563)
	The presentation software is usually used in training of new recruits because the information can be explained effectively this way. The upper levels such as management use it to make a case for budgetary changes and broader direction of the company. 

[bookmark: _Toc70634104]	Conclusion
	One trend is clearly evident around the company, making the work processes more streamlined adopting a cloud based approach and making collaboration easier with platforms like Microsoft Teams or Zoom where teams can communicate effectively with instant messaging, file sharing or version controll.
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