Chapter (3) Summary
Technology Tools and Software

3.1 The Role of Technology in Office

Office Technology defined: «iSall Lia ¢ iS5 iy 25

Tools and equipment used in offices that help a business operate smoothly.
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Importance of Office Technology: <isall ciilig

1. Efficiency: ssusl)
Making tasks easier and faster and more accurate.
W STy gl s Jeul algall Jaa
Examples: Word processing, Email systems

2. Communication: J«) gill
Enables instant communication.
sl Jeal 51 (g (RS

Examples: Email, messaging apps, Video conferencing

3. Information Management: <laslaall 3 1)
Better organization, and easy access to data, documents and information.

il slrall g ilaiiisall s QUL I J s sl A g 5 Juadl aplais

4. Competitive Advantage: 4xdliil) 3 jual)
Businesses that use the latest technology can operate more efficiently and offer better

products and services.
uadl ladd g Cilaiie auaii g ST 80LSH Jaadl i) daaal aadind ) GlS S8l ki

5. Employee Satisfaction: ¢ilsall L
Modern office technology can improve the working environment, then increase the level of

satisfaction.
Ol sl a5 siame 53y ) ML cdanll Ay (ppmnd Apaal) Al L o) i3 Sy
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Advantages and disadvantages of office technology:

Sl L o1 535 G gae g Ll S

Advantages Disadvantages
<l Jraa (ot

» Increase efficiency » Cost of implementation
selasl) 300 ) Juaiil) 4alSy
» Improves communication » Securityrisks
Gl il ey oYl lalas
» Improves decision-making » Reduce the reliance on human
Al A3 sy Saall e slaie ) Jls
> Flexibility » Privacy concerns
Ly yall duapadll his,

> Better Teamwork
elaal) Jaall ruas

» Outdated technology
(U ainsly Cpaas ) zlind) dap sl L 5l il

» Encourages Innovation
DS andy

» Employees lose their jobs

eg_&itia)] Cpala gall olasd

Read the following cases and answer the following questions:

Case (1)

Ali’s office started using email, video calls, and spreadsheets. Now, employees finish
tasks faster, talk to each other instantly, and keep files organized.

How does technology help employees finish work faster?

Answer: Through efficiency

How does it help employees communicate better?

Answer: Through video calls, talk to each other instantly

Case (2)

Sara’s company bought new computers and software. Now employees work faster,
share documents easily, and make better decisions. But the company spent a lot of
money, and some employees worry about losing their jobs if machines replace them.
Name two advantages of the new technology in Sara’s office.

Answer: work faster, share documents easily, make better decisions.

Name two disadvantages of the new technology in Sara’s office.
Answer: company spent a lot of money, employees losing their jobs.

Prepared by: Ms. Masooma Madan

Hamad Town Secondary School

(rall QUSU e i Y padlall 13a) 1113




3.2 Office Software

Office Equipment: GiSall (<l g3l g 3 3¢al) cilana

Define: includes all the tools, machines, and furniture used in an office to help with work
Jasll 8 Bac Lusall (i) 8 dardiiosal) Y15 YY) 5 Ol 9 mren Jally iy )

Examples: Computers — Printers — Scanners — Copiers — Fax machines — Telephones — Shredders
(Furniture) Desks — Chairs - Filing cabinets — Storage units
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Purpose: <)

1. Day-to-day operations 4 sll Cbleal)

2. Facilitating communication Jwa! il Jiguss
3. Documents management <laiiuall 5 )
4. Other office tasks Al 4uiSa algs

Office Software: 4xiSa gl _»

Define: Computer programs used in offices to do different tasks
Adline alga oY CalSall 8 dandivaall G sulall ol iy )

Examples: Word processing software (Word) — spreadsheet software (Excel)- presentation software

(PowerPoint) — email clients

Purpose:

1. Managing information <laslaall 5 )

2. Communicating with others (2 AY) e Jual 5ill

3. Organizing and presenting data = _e 5 Ukl ayais

Types of Office Software: <iSall gzl 2 gb.'ai

1. Productivity software: &alidy) gl »
Help employees work more efficiently and effectively in their daily work
e sl agllacl & ST Alad g 50Uy Jand) o (il sall 2ol
Applications: <kl
word processing (Word), spreadsheet (Excel), database software (Access)
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2. Cyber Security software: (sl ¥ gal 2
Protects office systems from cyber threats
Ayl Claagdll (e cuiSall dadail ans
Applications: il
antivirus programs, firewalls

3. Communication software: J«<! sill gl »
Facilitate communication among employees, teams and departments.
LY 5 5l 5 uila sall (p Jaal i) s
Enables real-time messaging, video conferencing, file sharing and collaboration
Crpediinaall Gy ¢ gl ectililall S HLia g ¢ gl ol yaiga g ey ) sl Al el e (RS

4. Information management software: <ilaglzall 3 )3 gal
Keep data and information organized and easy to access.
Sgns Leal) J g sll Jaai g e glacall g bl s o Jadlas
Help work more efficiently and make better decisions
Juzadl ) 8 A3 g ST 306y Jaal) e aclud
Examples: 4L
databases, cloud storage, knowledge systems

Steps to implement new Software: 23 gl Ldii & ghad [ e Gl shadll i i rddaadl ]
1. Set goals and plans hkall 5 Calaa ¥ yass

2. Train employees (rib sall cuy i

3. Setup new software xaall zali jll o
4. Monitor & evaluate software adoption gU_l Jlaic| audi § 48l
5

Maintain & update when needed 4alall dic 4Gaad y zali yll Alya

Challenges of adopting new technologies: 543 (zl_z) Clili L% cilpaas
1. Cost asil)

People do not like change _wsill sy Y oalasy
Training <)
Security gwY)

Maintenance and support acll s Lluall

o o bk~ w b

Workflow changes Jarll jaw & juss
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Read the following cases and answer the following questions:

Case (1) Company “X” wants its employees to work more efficiently with daily tasks like writing
reports, managing budgets, and organizing contacts.

Name three types of productivity software the employees can use.

Answer: word processing, spreadsheet, database software

Case (2) Company “X” stores sensitive customer information on computers. Recently, there
were attempts of cyber-attacks.

Name two types of cybersecurity software the company should use.

Answer: Antivirus, firewall

Case (3) Company “Beta” bought new software to manage documents. After installation,

employees faced some problems, some didn’t know how to use it, and there were

occasionalinternetissues.

Name two challenges the company faced.
Answer: some employees didn’t know how to use the new software, Internet issues
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3.3 Artificial Intelligence in Office

Artificial Intelligence: (k) sl

the science and engineering of making intelligent machines
A4S YY) delia duaia g ale

Artificial Intelligence in the Modern Office: ¢uiall il b clhaY) oS3

1. Automation: (sods JAS 093 AT JS algall £18Y L gl g3l alading) diasy)
giving employees more time to focus on important and creative tasks and freeing them from
simple, repetitive tasks.
5_Sall 5 Aaped) aleall (g pt a5 e Y degall aleall (o 58 5l 5T G5 (pila gal) iay e libaal) oIS
This automation helps reduce errors and accelerates task completion.
algall Slad) ag yusi g elaal) Qs 8 20 o8 2clus

2. Enhanced Decision-Making: /&l 343 (pwas
A.l. can analyze large amounts of data quickly and help make smart decisions.
A0 <l 8 sl 8 sac Lusall 5 Aoy LA (e 35S ilaeS Jlas e lidaia ¢ lSA Ky
This helps companies select the best strategies to improve customer satisfaction, and drive
success
zladll dae aiag o Dlaall L ) (and ccbndl iuY) Juadl Hlial Lo S 5l acluy 13

3. Communication: J«! sl
A.l. tools can help improve communication and teamwork among employees regardless of
physical location
SHall wdsall el (kg (il gl G elaadl Jeall g Jual il a8 ae s o elilaa¥) oSA <l 50 Koy
Examples:
voice-to-text, autocorrect and language translation, virtual meeting tools and collaboration
platforms
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Advantages and disadvantages of A.l. in the Office:
el & elha) plS)) g g Ll ja

Advantages Disadvantages
<l e (ot
» Increased Productivity » Dependency on technology
Laliay) sal ) La o il e slaie )
> Reduce error » Privacy concerns
eladly) Jules Toan geadlly 5lati o glia
» Save time and money » Ethicalissues
Jdl g i gl b3 LAY Ll
» Increased efficiency » Employees lose their jobs
selasl) 300 ) pedils ol (pils gall (y)as
» Improve decision-making » Investment cost
) Al AT pueas Dladiay) Aals
» Remote work enablement » Lack of emotionalintelligence
22 e Jandl (S ibalall (\SAl)

Read the following case and answer the following questions:

Case (1) Ahmed’s company uses A.l. to analyze customer feedback and make faster decisions.
However, some employees are worried that their jobs may be replaced by machines.

Name one advantage of A.l. in Ahmed’s company.

Answer: Make faster decisions.

Name one disadvantage of A.l. in Ahmed’s company.

Answer: Some jobs may be replaced by machines.

Prepared by: Ms. Masooma Madan Hamad Town Secondary School (oodall QUSH e 3 Y (addall 1) 1110




3.4 Technological Ethics

Ethics: @AY

Is the set of principles or rules that guide people to make decisions about what is right and wrong,

and how they should behave

)5 oy () a5 lad 8 Loy il sea 8 L s )8 A3 i) a8 il ae ) 8l ) oolall e sana &

Technological Ethics: L sl siSill cil@NAl|

The application of ethical thinking when using technology in the workplace

Janll (S 3 La ol i) aladial die JBDAY) Sal) gads

Importance of Technological Ethics: L sl iSill GUENAT e

¢ Guiding responsible and ethical use of technology
L s 3S) aladiin e il il 5 o) a1 aelus Clald ) 5 (solee pua s
+» Protecting individuals’ rights
A3V 3 i Alaa
% Promoting fairness and equity
31 glaall 5 Alaall 3y 3
s Encourage trust
%* Preserving company values
A8, ad e Lalaal)
+» Ensuring legal compliance and accountability
Uelusall 5 5 538l JUieY) Glaa
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Ethical Issues when using Technology in the office: ciSall 3 Lia g giSil) aladic) sic 4ENAY) Ll

e Misuse of personal data dxasdll Gllall alasiul ¢ g
e Spread of misinformation 4llcaall il sladll Lo
e Misuse of technological equipment, software and tools
a1 )l a5 Cilima a5 3 36 Y) aladiud ¢ g
e Cyberbullying and online harassment < i) e (i jaill g g Sy el
o Work-life balance dxasill s dleall sLall ) ) 55
e Intellectual property rights 4:_Sall 4.SLl) (3 sés
e Risks of using Artificial Intelligence (=ldaa¥) A alasiul Hllis

e Environmental Impact .l Y

Overcoming Ethical issues when using technology in the office:
Sl (B L ol 53S0 aladi) die AEMAY) LLLEY o il

Here are some ways managers can handle ethical issues in the office
Sl 8 AN Uil o Jalall LIDIA (a0 paall Sy 1 G Lol immy L

v Identify ethical issues 48MAY) LLadl yaas
By carrying out ethical assessments and potential risks
Alaiaal) Hlaladdl Judas s 4] cilewdi o) ja) JYA (e

v Develop ethical guidelines and policies &854Y) cilulud) g clald Y gl
To maintain a safe working environment when using technology
L sl il aladiind die 45l Jee 4y e Lalaall

v/ Creating an ethical culture 43J4j 43 3la
By focusing on values that encourage the ethical use of technology and employee training

Ol sl Gy 5 L o) S EDIAY) alasiuV) aaii G ail) e 58 53 JDA e
v' Building corporate social responsibility < &l 4o laia¥) 43 5 pwal) £l

By integrating CSR principles into their technology strategies
1S pgintl il (A ISl Lo L) Ayl (5obia e U8 00
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Read the following cases and answer the following questions:

Case (1)

Lina works in a company that introduced a new software to manage employee tasks.

She noticed some coworkers using the software to access other employees’ private
information without permission.

What s the ethical problem in this case?

Answer: Using employees’ private information without permission.
Case (2)

Salman’s company uses A.l. to analyze employee performance. Some employees are
worried that the system might unfairly judge their work or misuse their personal
information.

Identify two ethical issues in this case.

Answer: Risks of using A.l. - misuse of personal information
Case (3)

A manager noticed that employees were sharing false information on the company’s
internal communication platform. She created a clear policy about sharing verified
information, conducted training sessions, and encouraged employees to follow ethical
standards.

What steps did the manager take to overcome ethical issues?
Answer: 1. Created a clear policy.

2. Conducted training sessions.

3. Encouraged employees to follow ethical standards.
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