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[bookmark: _Toc100436932]Abstract
Technology is an essential part of human life. here in the report, the importance of digital platforms and social media in the workplace is described. technology has turned out to be a regular part of human life. people go to work regularly. the communication gap that used to have in past is not now in present because of social media. different platforms and different social media sites have made life easier in the workplace too. this report is conducted based on the opinion of twelve people who are familiar with the workplace’s digital platform where social media are playing a great role too. various levelsof people in the workplace are connected via this platform and doing their job in a fined manner. thus, a technological achievement made lifeless hustle free. people are being the ability to talk and communicate with each other on daily basis is found in the survey.  
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[bookmark: _Toc100436933]Introduction
In this modern era technology has brought a revolutionary change in our daily life.Technology has become an important element of our lives because it has made the world a better place to live by giving us more freedom as well as giving us the chance to live our lives in different ways.From home to the office technology has made our life easier and faster. Technology in the workplace has become an important part of any kind of business in every sector of the industry. Workplace technology means a digital workplace. Workplace technology provides high-quality knowledge sharing,collaboration and communication improvement among the employees and makes an environment where employees can access everything which will help their organisations to succeed within a short time.From document management to cyber security technology made a huge impact in the field of industry.Without workplace technology, any kind of business cannot go a long way in this modern era. So the importance of workplace technology is second to none. Digital skills are also needed on that basis. People are getting used to the technologies. So, proper use of technological sites is much needed. The research is a part of showing the importance.  
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For conducting the research, some basic questions were being asked about peoples’ use of MS team and OneDrive and WhatsApp in the working place. These are core questions under which some other questions give more improving answers. The questions are:
[bookmark: _Toc100436935]Research Question
Whether the participants of this survey;
use MS Teams most frequently to collaborate with others.
use the OneDrive more than MS Teams to collaborate with others.
use WhatsApp more than MS Teams to collaborate with others.
do not use any digital tools to collaborate with peers.
use a range of different digital tools to collaborate.  
There is no digital tool that they use more frequently than others.
use both MS Teams and the OneDrive equally often when working with others.
Points - I use the OneDrive more than I use MS Teams to collaborate with others
[bookmark: _Toc100436936]Method
The method for conducting the research is a survey where there are twelve participants by whom the consent for taking part in the survey is positive.In response to their positive consent, the survey was defined to gain digital tools preference and use capability(Van Dijk and Deursen, 2014). Then the very first two questions were asked about their use of MS team and OneDrive. Among those twelves, nine of them use MS teams and only four of them use the OneDrive more than other digital tools to collaborate with peers or colleagues. It means the users of the MS team are higher than OneDrive in the workplace area.It surely does not provide any conclusion about the purpose of the survey. 
Then they are asked to rank from top to bottom among MS teams, WhatsApp, and OneDrive according to how frequently they use these digital tools to collaborate with others. They are provided with the digitals tools to find their preference accurately. For MS Team, three people strongly agree with this statement with seven people agreeing. However, while asking the question of do not use any digital tools to collaborate with peers and colleagues the answer for it was eight disagree among three were strongly disagree while three agree with one strong agreement 
Points-using range of different digital tools to collaborate with others 
For the following question, the participants answered again with agree and disagree options to choose where eleven people consented to a positive response of using a wide range of digital tools to collaborate. Four of them here strongly disagreed with the term with one remaining neutral on the question.
The next question point - There is no digital tool they use more frequently than others 
In the response to that question participants here answered five disagreements with two strong disagreements, three neutrals and remaining agreement. This means that most of the participants here are involved in some digital tools directly. However, to find MS Word and one drive preference there was a question relevant to it which would bring the more confidence between MS word and OneDrive.
For the question of using MS team and OneDrive equally among the same participants, their response here is eight agree with three strongly agree, four remained neutrals here with the rest disagreement as they were allowed to choose between the perspective of choosing both MS teams and OneDrive at a time 
[bookmark: _Toc100436937]Ethical Considerations
As the survey was conducted among twelve people, here the first steps were taken to have their consent to participate in the following survey. In the response to the consent to participate in the survey, everyone responded with a positive appearance of saying yes. Again the survey is about digital preference so the skill level is not revealed here of any individual to guide their privacy. Digital tools are great assets but communication preference is completely on individual perspective, in that case, the following information was not disclosed to each other either rather the survey was conducted with simple yes or no criteria along with agreement and disagreement to gain the outcome of the survey(Blokdyk, 2021).
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Through the question-answer to the following question, the survey completed its result with a positive response in some criteria and a negative one in some others. However, the survey gained the outcomes from simply answering questions where to agree and strongly agree refers to a positive response while disagreeing and strongly disagree will be referred to as a negative response.
Here are the depicted facts: 
1. They use MS teams more than other digital tools to collaborate as the response to this question was much more positive with the answer of yes among eight out of twelve.
2. They do not use onedrive more than other digital tools which were represented by their negative response with the answer of No(Fielding, 2016)
3. While ranking the digital tools MS word was the highest preference after then it was WhatsApp to use with MS word; WhatsApp; MS team; OneDrive
4. They use MS teams most frequently as the response for MS team using is quite positive with a strong agreement in particular of three.
5. If compared with MS teams OneDrive has a better response of positive agreement where participants agreed they use OneDrive.
6. In terms of not using any digital tools to collaborate the response is negative which means they do use digital tools where using both MS teams and one drive is positive.
7. The question of using any tools to collaborate is positive as a high percentage agreed that they use any type of digital tools to collaborate (Tensen, 2019).

The result of the following survey ensures the digital tools use and the preference of it correspondsto the familiarity among the participants.
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The following survey is conducted with the intention of digital skills and user familiarities among the participants. It is visible that technology advancement has deliberately comprised the collaboration of some key components like MS teams, MS words, OneDrive and WhatsApp(Dicks, 2012). Although the usage and recommendation the among participants are quite variable as the research witnessed some of the methods of using yes/no answering, agree/disagree statements which brought to an important finding which is the cautiousness among users of digital platforms and mostly have popularity with MS Word, WhatsApp, OneDrive to collaborate with peers and colleagues.
The meaning and significance of the survey directed the elevation as the question is indicating how frequently they use MS teams or OneDrive. The related answer is conducted with the agreement and disagreement where mostly agreement shows. It gives them clarity of using MS word widely or using less when OneDrive is concerned(Bhatt, Roock and Adams, 2015). Furthermore, the survey is delivering the reliability digital platforms are creating over the period as most of the participants not only use the platforms but also attain it frequently. As for the convenience it is quite predicted that most users would go for MS words. The prediction was quite momentous when the answer for OneDrive using turns for No percentage is numerically high. The other possible reason is participants are more familiar with MS teams compared with OneDrive. Reliability and familiarity among users depicted the survey result dramatically such as the example of the usage of WhatsApp(Newberry, 2020).
The implication of the survey is notable as the present world is advancing through technological dependence more and more over time. Society and culture have the view of digital platforms now if past data and analysis are relatively compared. Although the effective and satisfactory use of digital platforms cannot be used until well-organized skills, negotiation, and motivation are implemented. The context of the use of digital platforms like the following MS Words, MS teams. OneDrive and WhatsApp needed to be appropriate more significantly otherwise the frequent use in one context will remain more unbearable. The corresponding value here is predicting society is more highlighted to their reliability and familiar skills than focusing on adaptation to new ideas thoughts and beliefs. Digital media is a good source to adopt new ideas and thoughts regarding as the expectation of the modern world is shown intentionally. The parameter may stand high but evaluation from people is dramatically increasing day by day. 
Digital skills are a crucial part of the appropriation of information and technology. The literacy corresponding to digital skills for the digital media will replicate more in the future. The future holds more dependency on technology, basic to advance knowledge in digital skillsaregetting much before the past(Emma, 2019). The evaluation from the survey is recognising people are getting more used to technological advancement but the scenario is they want the user capability and convenience in their use which is also another reason for some explanation of strongly agree and disagreement of the following survey questions.
The survey is consistent with the sample belief which however will not replicate for all. So the hypothesis on the used question answers session has provided some limitations here. However, with the project, it is well capable to capture the philosophical sample participant belief(Boyd and Ellison, 2007). The number of digital skills and negotiations they hold within themselves may not judge the society but will significantly capture the idealism the society believes in digital media use or how they collaborate with their colleagues in terms of work relevance or in terms of skills they have. The skill they have in using WhatsApp or the skill they have in MS teams the again the skills they have using MS word other than using OneDrive is noticeable through the survey despite the accuracy and correspondent response throughout the time(Managing and Leveraging Workplace Use of Social Media, 2016). The changing period will also develop more knowledge and convenient skills among the participants which will eradicate the current scenario. 
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Technological advancement has made people gain more adaptability through digital skills but user familiarity and convenience among people still vary the decision which is visible throughout the research. The collaboration with peers or colleagues with MS teams and OneDrive depicted the obvious preference. As the participants ranked their user reliability with the following application makes the survey fruitful that participants are relevant to their familiarity. This indicates the attainment MS word has over other platforms. Digital tools are well recognised according to that familiarity. The question about whether using MS teams frequently depicted a more positive response with the answer of yes. However, with the question of using WhatsApp over MS teams shifted the agreement which is showcasing the user familiarity again with convenience. Nowadays life has turned out to be this simpler that people can easily get acquainted with people and also can easily keep the communication up. And thus digital skills are much needed.  
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