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The report illustrates the modern technologies that can be used in the workplace to facilitate activities. The part one discusses the usefulness of the web-based email and cloud file storage in the workplace. Gmail and Outlook.com are compared and discussed how these can build efficiency in the workplace. Dropbox and OneDrive are compared and analysed how Cloud file storage creates efficiency and employability in the workplace. The part two of the paper highlights the social networks that can be used in the workplace. The advantages and the disadvantages of these social platforms are also stated. The personal and professional security issues are also analysed. Moreover, LinkedIn is found to be a professional platform where job seeking and job enhancement can be achieved.
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Smart technologies can bring positive outcome in the workplace. The modern technologies are to be used for improved performance within the organisational perspectives. The technologies like the web-based mail or cloud file storage can initiate easy access to information. The email providers and the cloud storage providers have formulated platforms for the benefit in the workplace. The access to information has increased efficiency in the workplace. Besides, the employability is also enhanced through using the platforms. The security and safe usage is a concern to protect the key information in the organisational context. Moreover, the social networks have facilitated performance of the employees in the workplace. The social networks like Facebook, Twitter and LinkedIn have both advantages and disadvantages. The personal and professional security can be breached with misapplication of the social networks. LinkedIn is a regarded as a useful network that enhances the professional credibility.
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Modern technologies and its usage
According to Colbert, A., et al. (2016), Modern technologies have brought significant changes in the performance within the business perspectives. The modern technologies including web-based email, Tablets, and Smartphones, Cloud file storage, Web conferencing, Online office applications have transformed the output of the businesses. The following will include the discussion of the two modern technologies of web-based email and cloud file storage.
Web-based email
Workplace usage
The web-based email service facilitates the business activities in the workplace. The employees can connect with the employers and the top level management through the access of the web-based email. According to Williams, M. (2018), there are more than 2.5 billion email users among them 25 percent accounts are business related. It is important for the business organization to use the email system for the easy access to the activities within the business perspectives. The workplace usages have some aspects that are to be considered to effective use of the email system. The following are the workplace usages that the user need to apprehend
· The policy requirements should be understood as the web-based email usage are made to ensure that users not violating the usage. The company information should not be violated during the usage.
· Personal use of email is prevalent in the workplace. As a result, it is important to limit the user to use the email system using a personal gadget or using inappropriate personal messaging using the organization`s web-based email system.
Providers of web-based email
There are many web-based email providers. The availability of the email system makes the access easier for the organizational context. Two of the main and popular web-based email providers are the Gmail and Outlook.com. The free web-based email service from Microsoft is known as outlook.com. According to McMurtry, K. (2014), this web-based email system enables the Microsoft users to access the email communications at ease and facilitate the communication throughout the organizational process. Outlook.com provides 15 GB free space usage for the users and the interfaces are very attractive. The business organization can customize their email usage system through the Microsoft to enable the handy usage of the service. According to Waterford Technologies (2017), Gmail has made revolutionary changes in the use of email services. Google administers the Gmail services and provides the access of free 15 GB storage. The Gmail is easily accessible and has a distinguished security system that enables the business organization to save their works and key information from phishing.
	Specification
	Outlook.com
	Gmail
	[image: C:\Users\Admin\Desktop\Gmail-vs-Outlook.png.png]

	Folders versus labels
	Put the messages to group folders
	Put the messages in specific labels
	

	Flags versus stars
	Applies colourful stars to signify
	Star is designed to mark important messages
	

	Spam
	Junk emails are to be put manually as spam
	Spam emails automatically transferred to spam label
	



Cloud file storage
Workplace usage
Baun, C., et al. (2011) discussed that the cloud file storage can be used in the workplace to access data with strict security. The vast available spaces enable the business organization to manage files uploading in the storage. The service provider provides the cloud storage system. Van Laar, E., et al. (2017) discussed that the cloud storage helps the business organization to store secured data without paying the high cost of maintaining the own servers. The data are easily accessible. The cloud file storage enables the organization the following issues.
· Easier interaction
· The proper collaboration of works
· User-friendly access
· Secure data access
· Helping the decision makers to prompt decisions

Providers of cloud file storage
According to Van Laar, E., et al. (2017), the business organization is moving towards cloud storages as there are no needs to of maintaining costly hardware and infrastructures for the file storage. The examples of the cloud storage are Dropbox, Google Drive, OneDrive, iCloud etc. the following are the contrast between Dropbox and OneDrive
	Specifications
	Dropbox
	OneDrive

	Size and prices
	Free: 2GB, 1 TB: 10 dollars per month 
	Free: 5 GB, 1 TB : 8 dollars per month

	Online usage with Microsoft
	Dropbox brings Office online access with Microsoft
	OneDrive can be used to 1TB online usage

	Synchronization
	It supports Windows, Linux, Mac OS
	It works well in mobile versions with Android, iOS, Windows phone, and blackberry

	Upload time
	Average upload time is 4:44
	Average upload time is 3:55

	Download time
	Average download time is 0:19
	Average download time is 0:14

	Security
	It encrypts data with transport layer security at 128-bit AES.
	Its business accounts are protected with 256-bit AES.
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Figure: Cloud storage comparison (Cloudwards, 2016)
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The Facebook, Twitter, LinkedIn are the social networks that are used to connect with the community. The social networks are key to connecting to the business arena as well. The social networks help in getting the jobs. According to Bennett, J., et al. (2010), the social networks have roles in the workplace. The social networks have pros and cons and the security issues are also a concern.
The network that helps in searching work for or a better job
LinkedIn has been a frontrunner in the social networks field to search for jobs. People can search for better jobs also through the connections of the LinkedIn. It focuses mostly on social interactions and helps in finding jobs. Kadushin, C. (2012) stated that The LinkedIn provides four accounts that can be named as basic, premium, premium business and premium executive. According to Linkedin.com. (2018), the premium business costs 160 dollars per month. The accounts with payments can be effective as these accounts give more options for more connections. The following are the key features of LinkedIn in finding jobs.
· It gives the recruiters to find the employees required easily. As a result, the recruiters notify through he LinkedIn account. Recruiters look out to new sources of talent. LinkedIn provides the recruiters the platform to connect with the probable candidates.
· It creates an opportunity to meet the recruiters faster. As a candidate, I can connect with the recruiter avoiding the grueling competition in competing at the advertised jobs.
· As the current position of workplace gives the experience, the adaptation to future recruiting trends can be understood through LinkedIn. The efficiency in a current position can be a handful in adding the portfolio in the LinkedIn account to keep the recruiters interested in hiring.
How to use the social network in the workplace
Facebook: According to Treem, J., and Leonardi, P. (2013), the workplace policy to use the Facebook should be regarded by the employees and employers. The Facebook can create a problem as Facebook is mostly used as a private social platform. But the workplace guidelines can be upheld and the personal use of Facebook need to be reduced in the workplace. Facebook can be used in creating events of the business organisation and an informal group of the platform can be used to circulate the event. The group members can come across the information quickly and respond accordingly.
Twitter: Twitter is a social platform that is formal compared to Facebook. Twitter helps to integrate the opinions of the people in a single platform. Weiner, S. (2011) stated that a crucial happening in the workplace can be posted to the Twitter platform and the tweets can be measured as how the users respond. Twitter can be used in the workplace by transferring ethical and true information to the fellow employees and employers.
[image: C:\Users\Admin\Pictures\Screenshots\Screenshot (197).png]
Source: https://twitter.com/mfabregas0
LinkedIn: LinkedIn is a professional platform that connects the employees to the employers in the workplace. The platform gives more professional statements and information that can enrich the performance of the employees in the workplace. The connections of LinkedIn facilitates the harmony among the employees as it is regarded as a professional network.
[image: C:\Users\Admin\Pictures\Screenshots\Screenshot (196).png]
Source: https://www.linkedin.com/in/md-shamsur-rahman-09a49842/
Advantages
The advantages of Facebook, Twitter and LinkedIn are given below.
Facebook
· As an informal platform, it generates opinions for the workplace
· Informal events created by the group can increase the acceptance of the workplace (Treem, J. and Leonardi, P. 2013)
· Sharing of key information can generate efficiency in the workplace
Twitter
· The platform can be instrumental in generating a true picture of any happening in the workplace
· The employees can know any important notice by following the official page
LinkedIn
· The professional expertise is shared by enhancing the reputation of the workplace
· Training and motivational programs can be announced for the development of the employee`s performance in the workplace


Disadvantages
The disadvantages of Facebook, Twitter and LinkedIn are given below.
Facebook
· The personal information can be breached easily.
· The workplace can be affected by false and impartial information circulated in the platform.
· Can create personal stress (Bucher, E., et al. 2013)
Twitter
· Negative criticism can create havoc in the workplace through the platform
· Spam accounts of twitter can easily push suspicious links that can shorten the performance of the employees in the workplace
LinkedIn
· Networking interactivity is limited compared to another social network (Kadushin, 2012)
· [bookmark: _Toc522661676][bookmark: _Toc522662920]A negative review of the employees can create a problem in the workplace








Conclusion 
It is important to regard the benefit of the digital platforms in the workplace. The complex nature of sharing information is simplified with the usage of the digital skills. The platform of the web-based email and cloud storage have simplified the data access. The social networks have pros and cons in the workplace perspectives. LinkedIn is a professional platform that suits more in the workplace. It is important to maintain the personal and professional security to protect from the fraudulent use of the information. 
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