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Learning Outcome
On completion of this module, learner should be able to:

1. Identify the technology that can be implemented in workplace
(business organization) communication

2. Explain the importance of workplace collaboration

3. Explain the new concept of business model for new retail
franchising

4. ldentify the technology and system adopted in buyers and sellers
environment

5. Describe the government initiatives in digital transformation
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TECHNOLOGY & COMMUNICATION IN WORKPLACE \/
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The most significant contributors to business success are whether or not employees can
work together and attain business objectives as a team.

Collaborative work environments allow teams to improve how they solve problems and
work together, leading to efficient processes, enhanced communication, and more
innovation.

A recent survey, by SHRM and Globoforce (https://www.globoforce.com/press-
releases/globoforce-shrm-human/), notes that 89% of respondents acknowledge that
ongoing check-ins and peer feedback leads to successful outcomes. The statistics show
just how valuable collaboration can be to an organization.

1. Fresh Inspiration: Knowledge is shared and
workers get inspiration from each other A~ Your Answer 1:

2. Enhance Internal Marketing: Shared ideas
during projects and enhance awareness

3. Better Customer Experience: Collaboration
resolve customer issues and complaints

A Your Answer 2:

A Your Answer 3:
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WHAT IS DING TALK
DingTalk is a communication & collaboration platform.

DingTalk provides an all-in-one office solution for you.

- Easy communication with IM and call feature
- Org-chart helps you easily manage your team

° - Ding Drive provides efficient file management
— — = o — - Ding Mail helps to send and receive email easily
Contacts & | L - Free attendance system, mobile clock in
| Contacts Edit - Free approval system, all done on mobile
i Ik CO. LQ s ’ . . e
D ans e s | 8 - Smart reports, provide the statistics you need
ontacts )
& My Organization O
o Design Team (D) i 19 Department(1) DING TALK FACTS
IT Department O | e e - Website:www.dingtalk.com
o Marketing Department | Department(1) - Launch Date:2014
B createorg D Invite - HeadquarterSZHangZhOU, China
‘ i Abel Robeson - Parent Company:Alibaba
Join Request
W Burton Cook - Apps:iPhone | Android
e Friends
™ Ruth Albert
n Group Chats




Contacts

Organized Contact
List

Phone Number
Privacy Mode

AN ALL-IN-ONE MOBILE WORKPLACE

&

Messages

Information Security
Efficient Messaging
Read Receipt
Strong notification
by DING

Intelligent Message
Categorizing

Fata]
alal)

Meetings

Free HD Video
Meeting Solution
Screen and File
Sharing Supported
Meeting Recording
and Beautify Mode
Efficient Meetings
with Powerful
Features
Seamlessly
Switching

Vf'razzcﬁ ise
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LIVE

Live

One-Click Start
Cross Group Live
Live Playback
Live Statistics
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D R € + Regular Messaging:
o Al | messages display a AReado or AUnreado
your message has been received

Calendar & To-do 2 DING

Important Messages:
DI NG i mportant messages and ensure theyor
deserve

Sticky Chats

Private Chats

Urgent Information:
Send a voice message or hold a conference call to make sure your message
is heard

Secret Chat:
Send a traceless secret message for ultimate privacy and protection. Once
read, messages automatically delete themselves after 30 seconds read

Group Chats

Work Notices

Functions

Note:

Pl & 8 You may enable Message Shortcut, Streamline Mode and Recently Used

Messages DingSuite BYOB Contacts

option in fiSettingso
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Long press to see more option for each chat:

3 b 9 d Vv Al | messages display a AReado or AUnread
your message has been received

g m o 0 © c |

DING Copy Forward Reply Favorites | ater

& 68 B2 = &

To-do Calendar Note Multi-choi Translate
ce

To translate
language

Strong notification ( To read later

Copy words / To put it as to-
To share to To lock events/
229 anyone else meetings
O .
To reply to sender To keep as
Quick reply I’]OteS

To save to To choose from

. favorites many options

@Messages Photos (3 Files {5 Calendar

5O




ALL-IN-ONE PLANNER, RECORDS AND DOC MANAGEMENT

DingSuite

Docs To-do

Calendar|

Drive

Email

Note

=

Today's |
schedule

Tue |

03-30

To-do

Documents/Files

New To-do

| initiated the approval

z Do

Vﬁucﬁisﬂ

I Institute

Doc:
All document will appear in this section.

To-do:
All to do list can be listed here and can add others
participant to participate this to-do list

Calendar:
Can help participant to organize schedule with team

Drive:
Easily to share document with team within drive

Email:
Participant can send using email
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ALL-IN-ONE WORKPLACE COMMUNICATION

DingTalk Lite User Manual

See details

@ Post Notices here of important messages

4.

Common apps

e
e

Announcemen Check-in

Attendance Mail

Approval

Ding Drive

] sy

Messages DingSuite

X

Contacts

Post Notices:
Important messages for your team

Announcement:
To share updates for your team

Check-in:
To check in when meeting clients.

Approval:

To send, approve and keep some in
copy for any request for leave, OT,
overtime, procurement, performance,
contract approval, project
applications, recruitment and many
more.

v

Frauchise
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Report:
To create and obtain reports made up
fillable entries for work automation

Attendance:
To track teambdbs cl ock
with precise locations.

Mail:
Create

Ding Drive:
To upload files to groups and own
working files




ALL-IN-ONE WORKPLACE COMMUNICATION

Announcemen
t

< Announcement

Q Search for announcement titles, announcement

All v

This Category does not contain any
Announcements.

Checkqn

< Sign in

@ 30-03-2021 @ Current Organization:BeYou...

Bomba Emergency Ln, Cyberjaya, 63...

2

§ Faculy of Engineesing bt

H ey A PR §

L] 3 & £
@oeg Y ) R o
Client Select or Enter {2]
Selec

@ You have Signed in today 1 Times

Nails will only get location information when you actively check in

e 9

Sign in Statistical

Ap| proval
< X Approvals Q  Help
(e ® & d
Pending Done Initiated | received
Attendance A
Leave Business Out of Office Overtime
Trips
Adjustment
HR ~

Transfer to Recruitment
Full-Time

Finance A

Q

Home Page

Settings

Franchi.
J I ns?ftcu%

Report
Report
< BeYourOwnBoss
Recently Opened
Sales Report
Report
Others

Monthly Log Weekly Log Daily Log

Warabiy ok

Totays Comgisea

Visiting Note
s

Gustornee
v

Rasacn

pa [ ] Ll o
Write View Rules Template
management



ALL-IN-ONE WORKPLACE COMMUNICATION

Attendance

< Help

2021.03.30

@ Clock In Time09:00
[ Missed ]

Adjust Attendance >

@ Clock Out Time18:00

Off-Site

23:10:22

© Out of attendance scope Check details

e ] D

Punch Approvals Statistics

Mall

< Inbox ~

List of folders X =

Add your email account and never miss an
=" important email

§ © §THB
Welcome to use Ding Mail

Welcome to use Ding Mail

O Loading..

Filter

Mar 24

w

Franchi.
J I ns?ftcu%

Dlng Drive
< Drive see

BeYourOwnBoss v

Q
All Files Shared ®
i Group file

My working folder
0.0B - 2021/3/24 16:13 Update
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Create Organization:
Here, you can create your own Organization

New Friends:

You can add more friends from your Organization or your mobile
contact.

Friends:

List all your friend

My Group:

Will show you all group you create or joined.

Service window:

00

It will show all recommendation apps .




