Online Tools in the Workplace 
(expanded from Writing for the Technical Professions and Technical Communication)

Blogs

Bulletin Boards / Discussion Boards

E-mail (see also “Workplace  Correspondence")
Instant Messaging / Texting (see also “Workplace Correspondence")

Listserves
Online Documentation and Help Files
Online Job Aids (Resources)
Open-Source Software

Online Meetings
Wiki Websites

Dropboxes

Collaborative Writing Tools
Internet Service Providers
Internet / Worldwide Web

NOTE: The URLs below are hyperlinked; if, for some reason, the hyperlinks do not work, copy and paste the URLs into your browser.
Blogs (Web logs) (do one example below)

· Go to www.rei.com ( Scroll down to the bottom of the site and find Technology Blog ( Click on a subhead that interests you  ( Select a blog to read  – or –

· Go to http://boeingblogs.com/randy/ (scroll down and select a blog to read
· Why do companies sponsor chat rooms or blogs? ______________________________
Bulletin Boards / Discussion Boards

· Go to http://answers.microsoft.com/en-us/?auth=1
· Move through the screens, and click on a discussion group that interests you.

· What is the value of a discussion board? ______________________________________

ListServes
· Go to www.listserve.com
· Click on Services.
· What is the value of belonging to this listserve group?  ___________________________

Online Documentation

· Go to https://products.office.com/en-US/?legRedir=default&CorrelationId=c2774e29-9122-40be-97f3-d6d284759f81. 
· Click “Support.” Will this feature help you?

Online Job Aids (Resources) (do one example below)
· Go to https://products.office.com/en-US/?legRedir=default&CorrelationId=c2774e29-9122-40be-97f3-d6d284759f81
· Click the “Templates” link on the horizontal navigation bar and find Excel.

· Look at 2-3 templates that interest you.

· Alternatively, click on “Templates” and find PowerPoint or Word.
· Open a design you like and read the instructions. Would you be able to use this template and instructions at work?  ______________________________________
Open-Source Software

· Go to http://www.openoffice.org/ and click on "I want to learn more about OpenOffice."

· What is one advantage of open-source software? _________________________________

Online Meetings
· Go to http://www.gotomeeting.com/ and click on Features to learn about this product.
· How would this facilitation software support global teams? _________________________
· What are its disadvantages? __________________________________________________
Wiki Websites

· What is a wiki website? _____________________________________________________
· How would a wiki support a team writing project? ________________________________
· What are its disadvantages? __________________________________________________
Dropboxes

· What is a dropbox? _________________________________________________________
· How would a dropbox support a team writing project? _____________________________
· What are its disadvantages? __________________________________________________
Collaborative Writing Tools
· Go https://www.capterra.com/sem-compare/collaboration-software?utm_source=bing&utm_medium=cpc&utm_term=collaborative writing tools&gclid=CInkjZ3LrN4CFaOJxQIdcScN5A&gclsrc=ds.
· Click on “Software Categories” to learn more about the different areas supported by collaborative software.
· How do these programs/sites help teams complete their assignments? _________________________________________________________________________

Internet Service Providers (ISPs)
· Which ISP do you use to connect to the Internet? _________________________________
· What advanced search features does your online service provider offer? _______________
      _________________________________________________________________________
· What security features does your provider offer? _________________________________

Internet / Worldwide Web

· Many companies have a presence on the Worldwide Web. Why? _____________________
· What corporate website do you find particularly effective? __________________________
      Why? _______________________________________________________________
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