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Using technology at work has become the norm for many of us - so much so that we may not even consider the impact that it has on our lives. In this assignment I will talk about the digital technologies and how important they are. I will make an overview of the different types of technologies used in the workplace and how Covid-19 has increased the use of technologies in the workplace. Also, I am going to explain what are the benefits and disadvantages of using digital technologies and. For example employers can see more of what their staff are doing thanks to digital technology, and it's lot simpler to assess where projects are at and if they're falling behind. Communication and collaboration tools, when utilised properly in the office, may significantly increase productivity. In conclusion I will try to give a better understanding of digital technologies nowadays, how we use them, why we use them and how we can improve using digital technologies in future and what are the benefits and disadvantages.

2. An overview of the types of digital technology used in the workplace

2.1 Cloud - Many of the digital workplace technologies on this list rely on cloud services and capabilities as their foundation, in addition to the anytime operations that remote file sharing enables. Legacy systems must often transition to cloud storage in order to effectively deploy these services. Transparency within and between departments is made possible by removing data silos.
2.2 Document Management - The amount of data created grows substantially as digital activities advance. As document management systems become more complete, they will be able to give analytics for all structured data as new documents are generated, monitor new files as they are created, and provide additional opportunities for collaboration and insights.
2.3 Workflow Management - While there are several workflow management solutions available, the difficulty is determining which one delivers efficient and adaptable project managing. Virtualizing a company method necessitates meticulous documenting of the little stages that make up the bigger trip, as well as an assessment of how those processes evolve as digital technology advances. Workflows may be customised with management tools, and visibility permissions can be controlled. Finally, by identifying procedures that may be automated, these technologies aid in the creation of mobility.
2.4 Partnership Boards - The correct collaboration platform allows your team to collaborate at any time and from any location, using remote connectivity features such as video conference calls, online task fulfilment, and secure data sharing. Basic message systems to social media tools are examples of these technologies. Instead of a traditional hierarchical structure, these solutions provide a dispersed network of shared obligations, allowing individuals to take responsibility for their own work.
2.5 Artificial Intelligence - Workplace analytics systems are increasingly using AI technology to deliver real-time insights into production and workflow operations. By functioning as a Virtualized Personal Assistant, AI can enhance working skills even further. VPAs boost employee productivity by responding to voice instructions properly and automating repetitive work using natural language processing. In the following years, the applications of this developing technology are projected to grow dramatically.
2.6 Internet of Things (IoT) - This collection of internet-connected devices and sensors can perform a variety of tasks. For operations that would traditionally need onsite employees, IoT can enable remote labour. IoT may also be used to create APIs that track and manage how many people are in a building at any given time, as well as automate new digital check-in procedures and improve employee and data security. When employees arrive at work, indoor geolocation and indoor locations services will assist them in quickly locating workstations and meeting spaces.
2.7 Cyber-security - As remote access becomes more common in the work, the danger of data breaches increases. The aims of improving security standards while allowing for more flexible digital access are frequently at odds. Internal and external breaches are both possible. Breach prevention may be performed by implementing basic data restriction regulations, setting up VPNs or larger cyber-security meshes, installing device monitoring systems, and teaching employees about basic data security protocols.
2.8 Analytics Tools - In many respects, the location of more tools on this list affects analytics instruments. Proper data analytics solutions give real-time insights for workers and customers on an individual level, as well as for the entire workplace. This aids in the identification of pain locations or ability gaps, as well as providing suggestions for how to improve.

3. How has Covid-19 increased the use of technology in the workplace?

Almost every responder believes that their organisations have put in place at least temporary solutions to meet many of the new demands imposed on them, and that they have done so far faster than they anticipated before the crisis. When we surveyed CEOs about the impact of the crisis on several measures, they stated that funding for digital initiatives has increased more than anything else—more than costs, the number of people employed in technology roles, and the number of consumers. Digital adoption has advanced substantially at both the organisational and industrial levels. During the pandemic, consumers migrated significantly to online channels, and companies and industries followed suit. The results of the poll back up the rapidly rising trend of connecting with clients using digital channels. The Covid-19 crisis has accelerated customer interaction digitization by several years. The concept of a tipping point for technology adoption or digital disruption isn't new, but the COVID-19 quandary looks to be a historic one—and that more modifications will be required as the economic and human scenario evolves. One is the importance of learning, both tactically and organizationally, in the process of implementing certain organisational changes (such as which technologies to utilise and how) (how to manage change at a pace that far exceeds that of prior experiences). Because the rate of change is unlikely to slow down in the future, both types of learning will be necessary.

4. What are the benefits of using digital technology?

Digital technology has influenced nearly every aspect of modern life. Travel, employment, commerce, entertainment, and communication are just a few of the industries that have seen significant transformations during the previous several decades. It's getting more impossible to find an electrical device or piece of machinery that does not use some type of digital technology. Even if you're on the other side of the world, digital technology allows you to stay in touch with friends and family while also allowing you to work remotely. Text, video, audio, and other types of media can be used to communicate. Websites, programmes, and software have all been developed to help people socialise. Users are continuously renewed by news and local events. Traditional media takes a long time to develop. As a result of technological improvements, the nature of labour has altered. Anyone with an internet connection has instant access to a large portion of the world's knowledge. Digital technology may be easier to use for people with disabilities, and they may have more regular access to it. As a result of digital technology, machines are getting more intelligent. Humans are no longer necessary to run machines in some circumstances, allowing workers to pursue other fascinating tasks. The cost of products and services falls as technology progresses and becomes more widespread. Many tasks that formerly needed the engagement of a third party mediator, such as vacation planning, may now be handled directly by clients. Large amounts of data, such as photographs, music, videos, contact information, and other reports, may be carried around on little devices like cell phones. Data may be stored both online and offline, making it accessible from any device with an internet connection. The simplicity with which content may be changed or modified is one of the most important advantages of digital technology over conventional media. Video editing, which used to need expensive facilities and equipment, may now be done on a laptop in the comfort of one's own home. All forms of graphic impressions, as well as the capacity to artistically change photographs, are now available. 

5. What are the disadvantages of using digital technology?

The Internet provides ideal ground for negative forces to operate due to its global nature, massive scope, and relative anonymity that users can enjoy. Terrorists promote themselves and motivate others on social media, while drug traffickers trade on the dark web. In chat rooms and other sites, they may exchange photographs, videos, and other information. Repairing a modern car now necessitates contact with a computer; it is no longer solely mechanical. Using a phone may include navigating a number of complicated settings. Minor issues with a laptop might lead to a loss of time and money. Because images, music, and video are so easy to manipulate, it's no longer possible to discern what's genuine and what's not. Instead of face-to-face interaction, people may socialise and communicate through digital gadgets, which can easily lead to a sense of detachment and isolation. The digital transformation has resulted in work overload. Organizing a huge number of digital content, such as meeting minutes, training videos, photos, and reports, may be a substantial challenge in several professions. Many people save all of their contact information, photos, texts, and other personal information on their phones, which puts them in risk if they lose them. It might be challenging to arrange digital media. Photos and music may be found on cell phones, tablets, laptop computers, and portable hard drives, among other devices. Individual things may be difficult to find, remove, or lose accidentally. Digital material storage and upkeep over time can be difficult. The formats of files change throughout time. Drones turn battle into a video game, while intercontinental missiles use images and video shot from orbit by satellites to pinpoint towns and landmarks in other countries. Digital devices have a finite lifespan and become outdated quickly. As machinery improves, devices and machinery become obsolete due to being too sluggish, incompatible, or simply outdated. People can shop online, do banking online, pay bills online, and increasingly work online, and transportation is on the verge of being automated, with autonomous taxis and delivery trucks on the horizon.

6. Conclusion 

Fears about the future of people in the working have long accompanied technological developments. However, these worries were never realised. When computers were first introduced into the workplace, they did not completely replace humans, and artificial intelligence will not do so either. It will make us more efficient, allowing us to get more done in a given day. This is great news for CEOs, as staff efficiency is critical to profitability. Employees have a better work-life balance as a result of this.  In conclusion digital technologies play a crucial part in our workplace and they have many benefits which are improving our lives and development but they also have a lot of disadvantages are we have to very careful not to make them work against us.
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