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Introduction

Throughout history new inventions has always changed the way businesses across every industry conduct their duties. From the industrial revolution to modern day, technology has improved working conditions. 

Theatres ,telegraphs and newspapers entertained the general public in the 1900s, and by the dawn of 1930’s,cinemas challenged theatres, telephones   replaced the telegraphs, and within two decades the television was born.
The advancement and acceleration of modern technologies are replacing all three, television,  telephone and newspapers.
Traditional work environment of mouth to mouth and office attendants who’s duties included stuffing envelopes and mailing ,delivering messages ,  have since disappeared  to modern technology like E-mails .
Workers today have become more productive than ever before, with the provision of tools that makes communication and production in the workplace much easier and made working from anywhere an exiting revolutionary reality.
The world economy and cultures have changed dramatically and is getting more complex by means of becoming more connected, driven largely by the internet, innovations in mobile computers and low cost communication devices.
History of Technology

When man developed simple tools from wood and stones and the discovery of fire, which enabled him to cook food and create heat and light, were medieval technological accomplishments that allowed human beings to carry out tasks more easily and efficiently. 
The bronze age gave us copper and tin, and the invention of the wheel paved the way to comfortable travelling and information gathering. From there, human beings advanced in forging Iron and steel which catapulted human kind in developing tools that spearheaded in building the modern civilization, such as manufacturing weapons and transport systems.
Technology is defined by the [ your dictionary website] as the application of scientific knowledge for practical purposes, especially in industry.
Andrew Maund in his book [Skills for the workplace , 2017 ] stated that throughout centuries of human development, new inventions has always been approached by some people with caution, criticism and fear, and others viewed emerging technology as constructive and transforming.
Emilio  Mordini argues [technology and fear,2007] that fear is not the only emotional factor that enables people to digest a new concept into their lives, consideration should be given to two other powerful emotional forces : curiosity and wonder. 
Digital Literacy
Digital literacy means the functional skills required to operate and communicate with technology and media, or the ability to understand and use information in multiple formats from a wide range of sources when it is presented via computers. [Gilster paul,Digital literacy]
Digital literacy is the most important lifelong learning skill. With the unprecedented and ever growing flow of information on society, and commerce, digital literacy has gained recognition as the most valuable tool for lifelong learning. The influence of technology on business is the main reason for this new phenomena. Google 30 Dec 2017 .If digital literacy does not appear on your curriculum vitae, your prospect of employment is almost zero.
Paul Glister continues to elaborate on the term “Digital Literacy” as “ a persons ability to perform tasks effectively in a digital environment includes the ability to read and interpret media, to reproduce data and images through digital manipulations.
The NHS simply put it as “improving the digital capabilites of everyone working in health and social care”.[ Nhs.gov.co.uk]
Digital benefits
Digital transformation for companies is crucial, it creates effective systemization data control and strengthen intercommunication with customers and employees to deliver excellent customer service at the same time.
Paul Goodman [ turbo future] listed 16 advantages digital technology has brought to humanity : 
Fifteen are listed here : Social connectivity, Communication speed, Versatile working, Learning opportunities, Automation, Information storage, Editing, Accurate duplication, Gps and mapping, banking and finance, Transportation, Entertainment, Low cost and Smaller sized devices.
Learning 
Technology has transformed the education systems and the workplaces , there so many ways applications can be used to enhance and deliver communication at the touch of the button. You can study at your own pace, lookup words, find new things, journals, articles, books, conference bulletins are all available through the internet to read and learn.
Saves Money 
Comparison shopping websites and mobile applications , make it easier than ever to get the best product at the best price.
Unlimited Interaction
Technology allows you to communicate to anyone , anytime on your own terms.
Employment
Being digital has a potential to keep you employed. Most jobs today require some form of computer skills including jobs outside the traditional job centre.
File management.
A file management system is a type of software that manages data files in a computer system, It organises electronic files into directories, folders, and sub-folders. Some of the  common functions of a file manager is to  allow the user  to save, search, open, print, view, edit, and delete files on their computer storage devices. (Google.com)
Basic file management skills are essential in the workplace to carryout clerical duties, referring to filing documents electronically so that you can easily find them again well documented, organised and accessible wherever you are.( Google.com)
To select multiple files and folders for example:
Selecting multiple files is useful if you want to delete several files at once, or move a group of files to a new folder.(Google.com)
Everything stored on a computer is a file of some kind, for example:
Document files : from word application , image files: from digital cameras, this files can be grouped into folders to help keep them organised like a filing cabinet.
 [image: C:\Users\User\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\94BCE548.tmp]By default the computer will save your typed work to the My documents folder, your music to My music Folder, Images to the My Pictures folder, videos to My Video folders.
Cut, copy and paste commands.
The cut command removes the selected data from its original position, while the copy command creates a duplicate. In both cases the data is kept in a temporally storage device called the clipboard. Clipboard history is not visible, its revealed by paste command, or by using a third party tool , for example [ clipdiary ] ( Google.com)
Save and save as    
 Save is used to make changes in the document, and save as is used to copy a document with the existing file name or a different one.
Collaboration software
Collaboration software is a groupware software designed to help people involved in a common task to achieve their goals, as the saying goes : Together everyone achieve more.
[image: C:\Users\User\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\776AD2F5.tmp]

(Google.com)
Cloud Storage
Is a model data computer storage stored on multiple virtue servers in different locations.
                                           [image: Dropbox]Drop Box                       One Drive[image: OneDrive]                  [image: Google Drive]Google Drive

Advantages of cloud storage
                                                                 [image: Image result for cloud storage images]
· Manage your photos easily
· Work on slides together
· Never lose a file again.
· Take your documents anywhere
· Send videos very quickly
Usability
It allows  users to drag and drop files between the cloud and their local storage.
Bandwidth
Bandwidth is the speed and volume of downloading and streaming data or signal processing. Individual e-mailing can be avoided by instead sending a website link to all recipients.
Accessibility 
Stored files can be accessed from any where via internet connection. 
Gary Watson, vise president of technical engagement, NEXSAN, pointed out one priceless advantage of the cloud as , users are free to share and access data at anytime, from anywhere ,from any device.( Enterprise Storage, Cloud storage pros and cons) [enterprisestorageforum]
Disaster Recovery 
Records stored on remote data centres will rescue a company from a disastrous situation. When disaster strikes at the on-site computer premises, the system switches to the secondary cloud platform.Virtue storage immortality could become a reality.
Cost Saving
Very low cost in comparison to buying, it allows you to pay for what you use and comes with monitoring reports for expenditure and storage, said Schulz. ( Enterprise storage, Cloud storage pros and cons, enterprisestorageforum)
Disadvantages of cloud storage.
Usability
Drag and drop may result in removing the file from its original location. So, copy and paste is ideal to avoid accidental deletion.
Bandwidth
If you exceed your limit allowances, the cost could be significant, furthermore, it is a lifetime prescription. It is convenient to pay as you use low monthly premiums but, it might increase in the long run added to it networking costs, said Shulz.                                                                 
Accessibility 
You can only access your data via internet connection  
Data security
[image: Image result for data breaches 2018]Surrendering data to a public cloud provider, constitutes risks as far as security and privacy is concerned.  Data breaches in 2018  ( businessinsider.com ) claimed, affected the private information of millions of people around the world. Some of the biggest casualtiesin 2018 included T-Mobile, Qura, Google, and Orbitz. Facebook sufferd the most, the attack affected more than 100 million users of the favourite and popular social network.
Chris Vickery a security researcher was shocked to  discover millions of facebook corporation data sitting unprotected on a public database guarded by Amazon .com, somewhere in Mexico . He raised the alarm  very loud 🔊 to  the gate keepers ( Amazon ) to take immediate action , “ Were are looking into the situation and assessing any extra steps we can take “ Amazon responded three weeks later from their security officer.
Chris vickery see this as a slow- footed response from a media giant like Amazon, because the stock pile of information in question estimated to be around 540 million pieces of sensitive information, from identification numbers to Bank account names, were accessible and downloadable  for any hacker enthusiast looking for quick ransom windfall.   (Bloomberg.com  4 April 2019)
 A survey ( Nexsan) conducted revealed that only about 3 percent of respondents felt that sharing data files outside of the office was private and secure. ( Enterprisestorageforum).
Fortunately, it is not all gloom and doom, soon we will be able to sleep like babies in comfort as Harvard University released some very promising good news through ((EureKAlert  1-may-2019 ), because books are venerable, they can burn, computers get hacked. A new solution is needs to keep up with ever increasing volumes of data safely away from the threats of cyber-attack security threats.
The paper goes on to elaborate that, “ a new way to store information could stably house data for millions of years, lives outside the hackable internet, and once written, uses no energy. All you need is a chemist, Some cheap molecules, and your precious information.” 
This sounds great but, for how long before a new terminology will be coined  ( chemishack) or something, because human curiosity and financial needs will always break through.
The paper continue to say that molecules will endure severe conditions without light or oxygen, in high heat or drought. And, unlike the cloud, which hackers can crack from their bedrooms, the moleculer storage can only be accessed in person. Even if an opportunist manages to break in, a little chemistry is needed to retrieve a code. Even this new invention is not committing to  100% safety assurance, the Titanic slogan rings a bell here( Unsinkable ship).
Speed and Efficiency 
Without a shadow of doubt technology has thoroughly changed the performance of businesses, and companies.  Technology has improved working conditions, with technological tools like a computer, workers today are more dynamic and inventive than they have ever been. The advantages of modern technology through the wide range of applications in various ways in the workplace , had a huge impact on how information within the company  is shared quickly ,hence increasing production at work. ( Grant 2019)
Technology in the workplace had empowered  employees to become more efficient, what used to take ages to accomplished now it is done in minutes. E-mail application has brought about instant messaging to colleagues or clients on planet earth or to international space station.
. [image: C:\Users\User\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\D30170A8.tmp][image: C:\Users\User\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\B58C2F00.tmp]
Astronaut Timothy Peak in space having a conversation to the people on Earth in 2016.
Payments , ideas and plans can be  processed and delivered almost instantly.
Teamwork
Online communication has enabled team cooperation and cordination much easier, colleagues can remotely hold meetings with video-conferencing or Skype medium without physically not being in the same place, they can work on shared document at once, thanks to cloud -based file sharing tools like Google Drive.
Conclusion 

In conclusion , technology stands a vital indispensable asset in a workplace, it shortens and bridges the work load, and also makes communication in the work place practical and quicker.
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