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REPORT:
Evaluate the Effectiveness of the Use of Modern Technologies Within the Workplace and Explore Social Media as a Tool for Marketing, Information Gathering and Communication Within the Workplace. 
Detail how you would create your own professional online presence to illustrate and evidence this research. 
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Introduction
This inductive report is to evaluate the effectiveness of the use of modern technologies within the workplace and in all organisations.
Traditionally, office-based work has relied upon the use of the telephone and paper in various forms to ensure the efficient and smooth running of an office, or workplace. Files and folders would have been created manually and stored securely using other physical methods – for example in large metal cabinets. Later came the original concept of the Internet, which was developed during the mid-sixties, within the US Defence Department with ARPANET (Advanced Research Projects AgencyNETwork) and now we have an array of options, which increase our networking ability and support our communications world-wide.
Below are examples of three types of SmartTechnology current being used in the workplace today.
· Web Conferencing 
· Tablets & Smartphone
· Office Applications Online	
This is the main term used for lots of different types of collective online services for example many companies/organisations and businesses conduct seminars, or meetings via the Internet. 

The benefits of using web conferencing applications are, the ability to hold large meetings online with people all over the world; no one needs to travel to a particular place, all you need is a PC, a laptop, or a smartphone. There are many web conferencing providers currently on the market, (4) examples are – 
· Zoom
· GoToMeeting
· Uber Conference
· Facebook Live
The benefits of tablets & smartphone, are that they are hand-held devices and are like mini-computers, but they have touchscreens and can be used for watching videos, taking/making calls, sending/receiving emails/texts/photos/…. 
Office applications online are accessed using a web browser and the benefits are they allow faster and more efficient team-working to take place virtually. The most popular applications within the suite are, word processing, spreadsheet, publishing and a digital note-taking tool. In the workplace, letters, reports and general document creation is made more efficient, as well as the creation of accounts and presentations.
The number of staff employed using all of the above sorts of technologies might be increased, as would the workplace efficiency due to the ability of employees to work from home, or indeed from anywhere in the world - organising their own working day. 

Web Conferencing
Web Conferencing Encourages Good Relationships With Clients – By Rich Baker
Up-to-date web technology is now offering insurance agents support in consolidating their interactions with clients, while refining work productivity. E-mail and user-friendly web sites have been part of their procedures for years. Now, Web conferencing allows users to offer a higher level of individual helpfulness and worth to their clientele. 
With a telephone and Internet connection, anyone can take part a web conference - mainly, straight from a home computer. 
Anything can be shared via your computer screen, including PowerPoint slides of a sales pitch, insurance diagrams, your company website or, demonstrate calculations on a spreadsheet. 
Clients need to be aware of what you can do. 
For any insurance representative looking to get ahead, web conferencing is recommended. Industry data-heavy statistics, can be complicated and over-bearing for customers, leaving them unclear and exasperated about all of the choices, while also trying to understand the significance of the rates offered to them.  
Web conferencing allows you to set out just what they need to see. No time is squandered trying to organise individual meetings. No travelling to their location is necessary and neither is re-arranging of schedules.
In choosing web conferencing, an insurance representative could communicate with many, many prospects all at the same time and all from any location of his/her choice. 
Multifaceted transactions can now be dealt with effortlessly via telephone. Many insurance agents have discovered that web conferencing can also attract new customers, without the need for leaving the office. Representatives are able to communicate the particulars of for example, policies, claims and applications that would not be possible orally.
There are more individual exchanges, than a straight forward telephone invitation and negotiators enjoy a better equilibrium of work and leisure time. There is also less travelling and they don’t spend as much money. 
Web conferencing can be very advantageous, be facilitated by anyone and can also build more significant exchanges with clients, as all that is necessary is an Internet connection, a PC or laptop and a telephone to create more meaningful exchanges with clients. 
And finally, insurance documents can be difficult to get to grips with, as they can be hard to understand for most customers. But by going through the process a bit at a time, with your customers following you, you can form better associations; helping them to comprehend their opportunities and encourage trust, as the procedure is so clear. 
Rich Baker, (2007)

Office Applications Online 
(Compare & Contrast At Least (2) Different Providers)
“Microsoft made massive changes in Office 2016 for Windows but has hidden most of them beneath a reassuringly familiar-looking surface. 
As always with Microsoft Office, this new version is vastly better than anything else out there, and only a few advanced users of the world’s most powerful and widely used office application suite will find odd corners of inconvenience that Microsoft hasn’t bothered to fix. 
A fair amount is new in Office’s traditional big three apps: 
· Word
· Excel
· PowerPoint
A major new convenience is a “Tell me what you want to do” box on the top-line menu that lets you search for a feature without having to open Microsoft Office 2016 various ribbon tabs. You either click in the Tell Me box or type Alt-Q to start typing in the box, and a dropdown menu lists likely matches for the words you type. 
Another new online research feature is Smart Lookup, which opens an Insights pane at the right of the screen with two tabs: Explore, containing Wikipedia and other Web-search information on the currently selected text, and Define, showing definitions from the Oxford dictionaries. This pane is a supercharged Web-based update of the older Research feature that disappeared from the interface in Office 2013 (though that one is also still available). 
The entire Office 2016 user interface gets the vivid solid-colour treatment familiar from Windows 10, and you can now choose a black background for the menu that helps you focus your attention on your document instead of on the application. 
The top-line menu also features some minor tweaks like lowercase labels on tabs. Word continues to make it easier to create highly styled documents using Microsoft’s suggested headline styles than to create your own custom layouts. 
Corel WordPerfect is the only current word processor that offers more straightforward controls over formatting, but WordPerfect remains a niche product used almost entirely by long-term loyalists and legal users who need its special features. 
Microsoft has learned that Excel users love charts, so 2016 includes some showstoppers formerly available from third-party add-ins: Pareto charts, sunbursts, and waterfall charts that show the effects of cumulative changes in a series of floating blocks. 
Expert Excel users know the laborious trick of building a waterfall chart by making the lower part of a block invisible, but Microsoft’s one-click version is a lot more elegant. 
Among rival spreadsheet programs, only Apple’s Numbers offers comparably good-looking charts, but in far fewer types, and Google Docs and LibreOffice 5 have Microsoft Office 2016 PROS World’s most powerful office suite. 
Upgraded with the best collaboration features anywhere. Minimal interface changes from 2013 version. Monthly updates with new features for Office 365 subscribers. Consistent interface on all platforms. 
CONS Little-used features that were awkward in past versions still aren’t fixed. Traditional standalone copies won’t get the same updates that Office 365 subscribers will get automatically. only a bare-bones selection—though Google’s charts display Google’s characteristically simple elegance. Microsoft promises to add new chart styles every month for Office 365 subscribers. 
Meanwhile, Excel gets a built-in Forecasting feature that creates forecast charts based on existing data, and gee-whiz graphic features like an animated transformation of one chart type to another when you decide to use a different charting style.”
PC Magazine (2015)

[bookmark: _Toc512784547][bookmark: _Toc512784546]










Methods  
The inquiry approach I have used involved evidence from peer-reviewed journals and articles. I have consulted relevant background work, which includes data from radio and television programmes. I have not included all of this, in this report on SmartTechnology in the Workplace.





















Discussion
So how useful is modern technology within the workplace and what are the benefits of social media when used for data-gathering and then as a promotional tool?
There are very many different digital service provider(s), who supply outlets in order to distribute media online. They facilitate communication services for example telephone messaging, data, video and TV services. 
(4) Well-Known Digital Providers –
· Sky
· Virgin Media
· Talk Talk
· BT
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Social & Professional Networks
HHow to set up:-

· Facebook
· Twitter
· LinkedIn

There is current media and legal debate about the role of social networking platforms and the reticence some are now having towards this form of communication. 
However, having a professional social media account, can be a huge benefit when starting up in business. It allows potential customers/clients to find out more about you/your enterprise and makes it easy for them to engage with you. 
Setting up a Facebook Business Account is very straight-forward. 
Firstly, it is necessary to already have a personal account, this is because all Facebook business pages need to be linked to at least one Facebook account.
Secondly, you will need to select the sort of page you would like to create on the Create a Page section.
Thirdly, you will then be asked a few questions to assist you in completing your profile. 
Examples might be - your business category, your business name, your phone number
Your page should now be created. You will need to select a profile picture (you may prefer to choose an avatar, instead of a picture of yourself, but it does need to represent you, or your business) – to appear on your page, this will become the icon next to each item you post from this new business account.
It might be a good idea to create a ‘cover picture’ (this is the large header image), this will show something of where you see yourself in the community. This could be the products you sell; your logo, or the service you provide.  
Lastly, for all of your current customers or clients, friends, and associates in the community - send them an invitation to ‘like’ your new fan page, so that your network grows.
You now have a live Facebook Business Account!


Conclusion
The use of technology in the workplace – be it via mobile devices for example, smartphones, tablets, laptops or more commonly PC’s is increasing at a rapid pace. 
The appropriate use is not only inevitable. It is essential for the progression and success of large corporations, but also much smaller micro-type enterprises.
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Background Reading 

 Newspapers, relevant books, articles, etc…
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