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Strategic use of ICT and communication tools, Module 1.pdf

	1. Strategic use of  ICT and
communication tools
 


	2. Module I -  ICT tools for optimization
of everyday work
 


	3. Project management /  work tracking tools
 


	4. Project management tools  in this case mean delegating tasks and internal
project segmenting, but most of the chosen categories below can be
characterised as project management tools as well. They are a must for a
modern company or organization, especially for working remotely. They
improve work tracking by superiors or peers, but also allows team members
to organize their work in an easy and effective way. Considering the nature
of a social enterprise and heterogenic business elements, they are highly
recommendable.
•	Asana
•	Basecamp
•	ProofHub
•	Trello
•	Airtable
 


	5. Asana
Description
•	a web and  mobile application designed to help teams
organize, track, and manage work
•	project management, task management and delegation,
productivity software
Key features:
•	categorized by projects
•	every member has his or her own “profile” viewable by others
•	task can also be viewed in calendar mode which gives extra
plainness in work organisation
Pros:
•	combining factors as file storage, collaboration
•	helping to manage projects without email
Cons:
•	free version does not include all features
 


	6. Basecamp
Description
•	a modern social  media-like interface and carefree team
collaboration app
Key features:
•	the message boards for discussions, reporting features,
separate interface for clients, notifications for email option
Pros:
•	is free for teachers and students
•	simple functionality
•	clean design
Cons:
•	free version does not include all features
 


	7. ProofHub
Description
•	project planning software  that is easy to use and has multiple
features that make remote work more organized and
productive
Key features:
•	reporting and tracking project history, as well as a secure file
storage, that replaces online clouds and emailing
Pros:
•	Unlimited projects, unlimited users, 100GB storage, custom
roles, custom workflows, network control, API access for data
transport, project and resource reports, account transfer tool,
priority support, pata export
Cons:
•	Not free
 


	8. Trello
Description
•	very well known  for visualizing tasks on a cardboard-
like dashboard that is good for managing short and quick
everyday assignments
Key features:
•	allows image and file sharing, list organisation by dates or
priority and communication along collaboration
Pros:
•	the most visually expressed tool for work management
Cons:
•	Freeware - can be used for free, but has pricing for full
options
 


	9. Internal communication tools
  


	10. A lot of  professional situations need quick and effective
communication channels, rather than typing an email, calling
by mobile phone or something else. Therefore, the importance
of internal communication tools is hard to overstate. Most of
them are free, with premium options which allow teams to,
for instance, store more information and in-application data.
The main point of this software is efficiency and simplicity of
written, video or audio communication.
•	Slack
•	Rocket Chat
•	Ryver
•	Cliq
•	Slenke
•	Discord
 


	11. Slack
Description
•	a tool for  internal communication, divided by channels that
represent particular projects
Key features:
•	it gives the options of private chatting and group chatting,
outside the project channel, as well as document sharing.
•	can be used on a desktop, mobile phone or in an internet
browser
Pros:
•	simplified, easy-to-use, intuitive, freeware
Cons:
•	a lot of differences in features from web version to app
version
 


	12. Rocket Chat
Description
•	web chat  server
•	an open source, free communication software, nice and free
alternative to other enterprise messaging tools
•	the best alternative to Slack that is available today
Key features:
•	it offers audio or video conferencing options with screen
sharing, direct messages, public channels, mentions, multiple
rooms, private groups, desktop notifications, avatars,
transcripts/history
Pros:
•	simplicity and functionality, free
Cons:
•	no voice call, notifications are not working very well when
you’re logged in on multiple devices and apps.
 


	13. Ryver
•	a robust communication  tool to centralize messages, tasks, and voice and video comms,
with workflow automation features to streamline the process
Cliq
•	a real time messaging tool built for smaller or bigger teams
•	more or less everything organizations will need for internal collaboration
Slenke
•	modern tool with a clean interface offering task, time, and communication management
features
•	you can add widely-used tools like GitHub, Slack, SalesForce, Google Docs, Google
Calendar, Zoho, Trello, various email services
Discord
•	a social chat platform commonly used by online gamers that is available on computers
and mobile devices, and accessible via a web browser
•	it is also based on channels, but also enables easy video and audio conferencing
 


	14. External communication tools
  


	15. Or, in other  words, online video conferencing software.
As the rest of the software mentioned here, some external
communication tools have emerged during the covid-19
pandemic, as the market need for the service rose dramatically.
Depending on the type of your meeting or a conference, needs
of all social entrepreneurs and other businesses can be satisfied
by the following services - be it separate conference rooms,
screen sharing, video recording etc.
•	Zoom
•	Google Hangouts
•	Skype
•	Go-to meeting
•	Cisco Webex
 


	16. Zoom
Description
•	online video conferencing  software for online meetings,
webinars,video and audio conferences
•	It is intended for businesses to work remotely and offers a wide range
of services
Key features:
•	allows you to record your meetings and has additional options such
as changing your background. Available in-browser, as a desktop
application and as a mobile application
Pros:
•	provide an easily accessible product than those of the competitors,
as well as cost savings and smooth performance, able to stream any
meetings/webinar on Facebook, google calendar support, scalable for
small, medium, and large business
Cons:
•	Free- for unlimited 40-minute long meetings, subscription-based
service, lack of comment control, HD video is not the standard
 


	17. Google Hangouts
Description
•	one of  the most popular and simple to use software created by
Google and used for online meetings and conferences
•	It can likewise be natively integrated with Gmail and Google+.
Key features:
•	HD Group Conferencing, Google applications integration,
instant messaging, intelligent muting, custom control for
admins, hangout on air
Pros:
•	usability, great connectivity and rich feature set, users can
hop into a video call via a Google Calendar invite or through a
shared link
Cons:
•	video/voice call recording feature is absent, it can be only used
if you have a Google account
 


	18. Skype
Description
•	one of the  most popular software for online communication
•	is a freeware text messaging, video & audio calling service
Key features:
•	video, calls, messages, group conversations, synchronization,
Skype WI-fI this service allows to connect to more than 2
million paid WiFi zones around the world
Pros:
•	Incredibly easy to instal, the paid subscriptions are cheap,
secure calling experience, great connection
Cons:
•	No language translation services, background noises are
picked up rather easily
 


	19. Go-to meeting
•	the service  is designed to broadcast the desktop view of a
host computer to a group of computers connected to the
host - up to 100 guests
Webex
•	Video conferencing service Cisco Webex Meetings offers a
generous free plan and it’s dropped its price considerably
in the past couple of years. However, it has some feature
limitations you’ll need to test carefully before committing.
Source.
 


	20. Collaboration and simultaneous
work  tools
 


	21. •	Google-suite
•	Dropbox
•	Confluence
•	Chrome Remote Desktop
•	MindMeister
•	AwwMap
•	Tricider
•	Miro
•	Lacewing  technologies
 


	22. Google-suite
Description
•	G Suite is  a suite of cluster or numerous computing, productivity and
collaboration tools, software and products designated for businesses
and organizations.
•	most useful for collaborative work are Google Drive, Google Docs,
Sheets and Slides and Google Forms
Google drive is a cloud storage that can be shared among numerous
team members, keeping valuable and working documents and files at
one easily accessible place
Docs (something like Microsoft Word online version) can be accessed by
multiple users simultaneously, allowing them to work together remotely,
realtime. The same goes with Sheets (Excel) and Slides (PowerPoint)
Google Calendar allows the whole team to see everyones obligations and
meetings, easing the planning of future steps and milestones
Other applications in the GSuite cluster include Gmail, Sites, Hangouts,
Currents, Keep, Vault, Jamboard, Marketplace
 


	23. Dropbox
Description
•	Dropbox is a  simple, reliable file-syncing and storage
service with enhanced collaboration features
•	makes a backup to keep all important documents
protected under any circumstance
•	it’s more expensive and less integrated than platform
offerings like Google Drive, iCloud, and OneDrive
•	available through various media (computers, tablets,
phones)
 


	24. Confluence
Description
•	atlassian Confluence is  an online workspace that keeps
track of a team’s discussions, decisions, and more
•	it integrates easily with Jira and supports Google Apps
•	with Confluence, we can capture project requirements,
assign tasks to specific users, and manage several
calendars at once with the help of Team Calendars add-on
 


	25. Chrome Remote Desktop
•	similar  to TeamViewer, only that this is an Google Chrome extension. You can access your
desktop or laptop from your mobile phone or tablet, wherever you are
MindMeister
•	online tool that lets your team brainstorm on a mind map online, simultaneously
AwwMap
•	online whiteboard that you can use with your colleagues real time to brainstorm from
different locations, while using some of the internal or external communication tools
Tricider
•	free online tool for easy brainstorming and voting. For decision making, crowdsourcing
and idea generation. Software for collecting ideas and voting.
Miro
•	free online collaborative whiteboard platform
Lacewing technologies
•	various cloud and IT services dedicated to small and medium enterprises
 


	26. Educational / presentation  tools
 


	27. In the times  of a pandemic and its aftermath regarding
online teaching and collaboration, intuitive, free, and easy
to use software is getting more and more recognized both
by educators and businesses. Some of them are around for
decades and still doing the trick, while others possess new
and innovative approaches.
•	Moodle
•	Mentimenter
•	Team Viewer
•	Projeqt
•	ScreenCastify
•	Screencast-o-matic
 


	28. Moodle
Description
•	free and open-source  learning management system,
developed on pedagogical principles
Key features:
•	blended learning, distance education, flipped classroom
and other e-learning projects in schools, universities,
workplaces and other sectors
Pros:
•	Compliance training, onboarding and related-training,
continued education opportunities
Cons:
•	not fully developed to cope with big projects
 


	29. Team Viewer
Description
•	an all-in-one  solution for remote support, remote access
and online meetings which allows social enterprise to
assist customers remotely and work with colleagues from
a distance
•	TeamViewer combines remote access and shared meeting
features in a single secure app, and it hides most of its
complexity under an elegant interface
•	It’s our top pick for remote access software for enterprise
and corporate use
•	It’s the most stable remote access tool
•	It is safe to use and has proper security measures in place
 


	30. Mentimenter
Description
•	online tool for  designing interactive presentations
Key features:
•	has a fantastic option of voting by the participants on
meetings, conferences, workshops and similar
Pros:
•	real time, transparent and accessible from every
smartphone, great for small budget
Cons:
•	The free version only permits a limited number of
interactive slides
 


	31. Projeqt
•	a tool that  allows you to create multimedia presentations,
with dynamic slides in which you can embed interactive
maps, links, online quizzes, Twitter timelines, and videos,
among other options.
ScreenCastify
•	Chrome extension connected to Google Drive which
can record your desktop, Chrome tab or webcam video.
Directly uploaded to your Google Drive and ready for use
and share
Screencast-o-matic
•	along with screen recording, this Google Chrome
extension allows you to edit your videos. It is useful for
educators as well as internal team collaboration
 


	32. Video & graphic  editing tools
 


	33. •	Lumen 5
•	Canva
•	Blender
  


	34. Lumen 5
Description
•	tool for  creating social media content in minutes
•	beneficial for any brands and businesses looking to get
serious with content marketing, and with video content in
particular.
Key features:
•	users can upload their video material and start editing it
using storyboards, layouts, music and visuals to enhance
their message.
Pros:
•	Videos can be used in multiple formats and for various goals -
social media, internet marketing, websites
Cons:
•	The costs of Lumen5 is not affordable for all
 


	35. Canva
Description
•	one of the  most popular online photo & video editing software
known
Key features:
•	it is a versatile and free graphic design app: full editor, Instagram
story maker, video maker, video collage creator, logo maker and
poster maker, book creator, logo designer & mood board creator
Pros:
•	its simplicity is the main reason millions of people are using it for
private or professional reasons, offers pre-made even with free
plan +, makes it easier for Social Marketers to strategize media
schedules,
Cons:
•	what you pay is for what you get-with free version there are some
limitations
 


	36. Blender
Description
•	 Free and  open source 3D modeling software.
•	 it supports the entirety of the 3D pipeline - modeling,
rigging, animation, simulation, rendering, compositing and
motion tracking, video editing and 2D animation pipeline
Key features:
•	3D modeling, UV unwrapping, texturing, visual effect
features, film animation, scripting
Pros:
•	It can be use for commercial as well as educational
purposes, it is free
Cons:
•	Not as easy to use, you need some knowledge
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