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[bookmark: _Toc99168150]Abstract
Finding the digital tools which are used in business organizations to increase collaboration and describing the skills which are required in using the tools effectively in business organizations is the main purpose of the report. The report has been conducted using both qualitative methods and quantitative methods and data has been gathered from primary and secondary data sources.  The research has been conducted with 4 main digital communication technologies which are WhatsApp, Moodle, OneDrive and MS Team. 17 participants show their interest and agreed to take part in the questionnaire and answer the questions. Employees can share their ideas, feelings, thoughts and ideas in the WhatsApp group. Moodle is an online platform in which employees can learn from online courses, add assignment and employee progress are monitored. MS team works as a hub for teamwork and brings together apps, communication tools and share spaces that a group uses. OneDrive is used in remote access, collaboration, mobile access, file types and basic security of the data and information of business organizations. Some skills and knowledge are required for using digital technology in business organizations which are word processing skills and managing privacy settings etc. Therefore, digital communication technologies are crucial for increasing collaboration in business organizations and digital skills help to use the technologies effectively.
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[bookmark: _Toc99168151]Introduction
The research report aims to find the digital tools which are used in business organizations to increase collaboration and describe the skills which are required in using the tools effectively in business organizations. The report will be conducted using both qualitative methods and quantitative methods. Data will be gathered from primary and secondary data sources. The researcher will try his best to collect authentic and reliable information. Participants have voluntarily participated in the research. Sources of finding, Affiliations in any structure and any conflicts of wiliness have been alleged (Teixeira da Silva, 2019). The research will be conducted with 4 main digital communication technologies which are WhatsApp, Moodle, OneDrive and MS Team. The research result will be provided in the result section with a graph and chart. The result will be discussed in the report. The report will be conducted for finding the answers to research questions and the questionnaire provided in the appendix section.      
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Some research questions have been created based on learning outcomes. Based on the questions, the researcher will try to find reliable information to answer the questions.  The research questions which will be covered the learning outcomes of the research report are given below: 
1. What types of digital technologies are used to improve workplace efficiency, collaboration and employability?
2. How do digital technologies improve workplace efficiency, collaboration and employability?
3. How can employees appropriately use digital technology in their workplace?
4. What are the data collection methods and how will be recruited participants?
[bookmark: _Toc99168154]Method 
The qualitative and quantitative data methods were used to complete the whole report. Qualitative data is not required any scientific instruments rather than using assumptions and recommendations.  However, quantitative data methods are used numerical analysis through the usage of the scientific tool (Bloomfield, 2018). 
The research data will be gathered from two kinds of sources that are primary and secondary data sources. The data source has supported to get the answers to the questions which will cover the research outcomes. By using the data sources, the researcher has conducted the research report. Therefore, the whole report was created with the primary and secondary data.
Primary data sources: Primary research is conducted by creating questionnaires, interviews, focus groups and online or offline surveys. According to Huebner et al (2018) Primary data is the fresh data which does not been used before. The report has conducted by using a questionnaire. 
Researchers asked questions to the participant of the questionnaire about some topics which will be provided in the appendix section. The researcher has recruited people who were connected to business organizations and have knowledge about using digital technology. All the participants have real-life experiences with using digital technology in a business organization. A researcher has created a questionnaire and provided it to the participant to fill up. They are offered by the researcher some incentives to encourage participation. Therefore, the participants were recruited based on their knowledge and experience with digital technology in the business organization.           
Secondary data sources: Secondary data is the previously used data that researchers proposed before (Johnston, 2017). These types of data are existing data that can be found in journals, books, magazines, articles, blogs, the internet and company website etc. Researchers can find secondary data within a short time and it is the easiest way to collect data. The research has been conducted by collecting data from articles, journals and company websites etc.  
[bookmark: _Toc99168155]Ethical considerations
The researcher has tried his best to collect authentic and reliable information. Participants have voluntarily participated in the research. To encourage the participant to participate, the researcher has offered some incentives. The researcher has maintained ethics in both primary and secondary research. During data collection, the researcher has shown enough respect to the participants and prioritized those (Saunders et al, 2018). Before asking the question, the research has obtained the full consent of the participants and ensured that their information privacy will be fully provided. Sources of finding, Affiliations in any structures and any conflicts of will have been alleged. The research relates to communication which has been completed with honesty and clearness. Any wrong information and biased demonstration of primary data getting have fully avoided conducting the research. Therefore, the researcher has maintained ethics from data collection to providing research results.     
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[bookmark: _Toc99168157]Analyzing the result of primary research 
Would you like to take part in this questionnaire?
17 participants were asked to know their interest to take part in a questionnaire to answer the questions. All the participants show their interest and agreed to take part in the questionnaire and answer the questions.   
Do you feel anxious if you are asked for collaborating using technology?
This question was asked to the participants to know their feelings and 15 participants answered that they do not feel anxious if they are asked for collaborating using technology and 2 participants said they feel anxious.   
Do you feel confident to use the technologies?
Five participants strongly agreed, six strongly agreed, two were neutral and two disagreed that they feel confident to use the technologies.   
1. What types of digital technologies are used to improve workplace efficiency, collaboration and employability?
Employees of business organizations use various types of communication technology for developing their workplace collaboration, efficiency and employability. 
WhatsApp: Whatsapp is an effective communication tool that helps to connect the employees of a business organization and improve their collaboration (Ariffin and Omar, 2018). Moreover, employees can be provided motivation and a group can be controlled. 
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Moodle: Moodle is an online platform in which employees can learn from online courses, add assignments and employee progress is monitored (Ayuyang, 2019). From the result of primary research, all the participants said that they use moodle in their business organization.
 
MS Team: MS team is a chat-based coordination platform that is done with online meetings, and sharing the file, and it is the most useful feature of business communications (Roša, 2020). This platform has created 3 million countings and teams and 200,000 organizations are currently using the platform. 

[image: 7 Reasons Your Team Need Microsoft Teams|eBiz Solutions 901-492-1389]
OneDrive: OneDrive is used in remote access, collaboration, mobile access, file types and basic security of the data and information of business organizations (Akter et al, 2018).  
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2. How can you appropriately use digital technology in their workplace?
Some skills and knowledge are required for using digital technology in business organizations which are word processing skills, managing privacy settings, email, digital graphics designing, digital marketing, using keyboards and touch screens etc (Vermaat, et al, 2017). Moreover, some advanced skills are artificial intelligence, big data, and internet of things, digital entrepreneurship and virtual reality.        
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17 participants show their interest and agreed to take part in the questionnaire and answer the questions. 15 participants answered that they do not feel anxious if they are asked for collaborating using technology and two participants said they feel anxious. According to the result, some issues and outcomes have been noticed which are discussed in the section. Business organizations are using some communication tools which are WhatsApp, Moodle, MS team and OneDrive for increasing collaboration in their workplace. 
Whatsapp is an effective communication tool that helps to connect the employees in a group to conduct their communication process. Benbya and Leidner (2018) said that employees can share their ideas, feelings, thinking and ideas in this group or platform. Through WhatsApp, the various teams of business organizations can conduct their communication and operate their team operations. The team leader provides direction and assigns the task to every team member after discussing the project. The monitoring process can be conducted through video calls and video conferencing. Another researcher said that during covid-19, Whatsapp has helped to continue the business operations (Xu et al, 2021).  Employees can coordinate with each other through Whatsapp. Thus, WhatsApp increases collaboration and employability. However, Moodle is an online platform in which employees can learn from online courses, add assignments and employee progress is monitored. From the result of primary research, All participants said that they use moodle in their business organization. Using groups in moodle can help to add an extra dynamic to interactive activities. It provides a private shared space for discussion and collaboration.    
AT Microsoft, many groups are using MS teams to collaborate with the employees. MS team works as a hub for teamwork and brings together apps, communication tools and share spaces that a group uses. According to Hacker et al (2020), the MS team platform has created 3 million countings and teams and 200,000 organizations are currently using the platform. 39 languages are available on this platform, and 70% of business organizations are using the platform in 181 global markets. IT increases the collaboration capability of the business organization. Another researcher said that the ms team changes the way of interaction and communication with employees as the team works as a hub for communicating, calling and meeting (Martin and Tapp, 2019). However, OneDrive is used in remote access, collaboration, mobile access, file types and basic security of the data and information of business organizations. The business organization can set public the actions that it will do. In moodle, there have three group modes which are no groups, visible groups and separate groups. In no group, employees can participate in any discussion without any restrictions. In a visible group, employees are sorted into groups and can communicate with their members. Group members of visible can read but cannot interact with other groups. In a separate group, employees are divided into groups and can communicate with their group members and cannot see the operations of other groups. Thus, these communication tools are used in business organizations for increasing collaboration, workplace efficiency and employability. 
The result of using the MS team is as surprising as there have 200,000 organizations that are currently using the platform. 39 languages are available on this platform, and 70% of business organizations are using the platform in 181 global markets. This is out of hypothesis. The result of Whatsapp is normal as I guess result because it is a popular platform. The result of moodle has increased its popularity to increase collaboration in business organizations. OneDrive has also its users in business organizations and it increases its features recently and so business organizations are starting to use the platform.    
Some skills and knowledge are required for using digital technology in business organizations which are word processing skills, managing privacy settings, email, digital graphics designing, digital marketing, using keyboards and touch screens etc. Moreover, some advanced skills are artificial intelligence, big data, and internet of things, digital entrepreneurship and virtual reality. Word processing helps to chat with other employees, managing privacy skills help to ensure the security of conversation, email helps to send an email and using a keyboard and touch screen helps to communicate. Advance skills help to collaborate effectively in business organizations. Therefore, digital skills are crucial for using digital technologies in business organizations.         
[bookmark: _Toc99168159]Conclusion
After analysing the report, it can be said that digital communication technologies are crucial for increasing collaboration in business organizations and digital skills help to use the technologies effectively. Some research questions have been created based on learning outcomes. The research data has been collected from two types of sources which are primary and secondary data sources. The researcher has tried his best to collect authentic and reliable information. 17 participants show their interest and agreed to take part in the questionnaire. Through WhatsApp, the various teams of business organizations can conduct their communication and operate their team operations. Using groups in moodle can help to add an extra dynamic to interactive activities. MS team platform has created 3 million countings and teams and 200,000 organizations are currently using the platform to increase workplace collaboration. OneDrive is used in remote access, collaboration, mobile access, file types and basic security of the data and information of business organizations. Some skills and knowledge are required for using digital technology in business organizations which are word processing skills, managing privacy settings and email etc. Business organization requires providing training to develop their digital skills for effectively using the technologies. Therefore, digital technologies are crucial for collaboration, efficiency and employability.    
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