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💡 TECHNOLOGY AS THE TEAM’S “CONDUCTOR”

We can share
our ideas
globally

“Tools don’t just help us work — they shape how we think and collaborate.”

Tools = coordination
+ creativity

Right tools = clarity
+ transparency

🎼 
🧠 🔧

Not about “many
tools” → about the

right tools
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THREE TYPES OF DIGITAL TOOLS
🧩 The Digital Collaboration Ecosystem

1. Project Management Tools → Plan & Track

2. Communication Tools → Talk & Align

3. Data Analytics Tools → Learn & Decide

📋

💬
📊
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PROJECT MANAGEMENT TOOLS
(OVERVIEW)

📋 The Team’s “Control Center”

Task assignment

🗂️ ⏱️

Deadlines

✅

Progress tracking

📋

Documentation
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THE COLLABORATION CODE
DIGITAL COLLABORATION RULES

RESPECT
OTHERS’ WORK

BE HELPFUL MEET DEADLINES COMMUNICATE
OFTENUse clear comments

to suggest  
improvements - not
just criticism

Your team is
depending on you!
Show up for them
and do your part.

Leave comments.
Share your ideas
and progress

Don’t delete others’
work

Kind comments only!
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TRELLO (SIMPLE & VISUAL)
🟦 Trello — Kanban Board

How it works:

To Do → Doing → Done
Tasks = cards you
move across columns

Best for:

Small teams
Visual learners
Agile-style work

🗃️ ➝ 📤 ➝ ✔️
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ASANA (STRUCTURED PLANNING)
🟣 Asana — Organized & Strategic

Strengths:

Task hierarchy
Dependencies
Timelines / Gantt view

Best for:

Larger projects
Clear roles &
schedules

📅 📈
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NOTION (ALL-IN-ONE WORKSPACE)

🟢 Notion — Documents + Projects Together

Can be used for:

Notes
Databases
Dashboards
Team wiki

Best for:

Knowledge + project
management in one
place

📓 + 🗄️

9Virtual Teams & Project Management | Tong[rasong, P. #dBizTECH



WHY THESE TOOLS MATTER
⭐ Key Benefits

Transparency: 
Everyone sees the work

Flexibility: 
Works for agile, waterfall,

or hybrid

Integration: 
Connects with calendars,

chat, and data

 🔗👀 🔄
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TEXT FORMATTING VISUAL DESIGN

Consistent fonts & size

Strategic bold & italics

Bullet points & lists

High-quality images

Consistent color themes

White space & layout

FORMATTING & DESIGN
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COMMUNICATION
TOOLS
(OVERVIEW)

💬 Talking is Doing Work
Two types:

Synchronous (real-time) → Zoom,
Teams
Asynchronous (anytime) → Slack, Email
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ZOOM / 
MS TEAMS
(REAL-TIME)

🎥 For Connection & Clarity
Best for:

Complex discussions
Emotional conversations
Team bonding

Best practices:
Clear agenda
Camera on (if possible)
Record key meetings

📹 🗣️ 📅

13Virtual Teams & Project Management | Tong[rasong, P. #dBizTECH



SLACK (ORGANIZED CHAT)
💬 For Ongoing Collaboration

Features:
Channels by topic
Threaded conversations
Quick updates without meetings

Best for:
Fast communication
Asynchronous teamwork

#️⃣
📩
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DATA ANALYTICS FOR PROJECTS

📊 From Intuition → Evidence
Data helps teams:

See progress clearly
Spot risks early
Make smarter decisions

🔍 
📈 

🧠
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ANALYTICS TOOLS (SIMPLE VIEW)

Tool What it does
Looker Studio Visual dashboards
Power BI Compare project data
Airtable Smart spreadsheet + database

📊 🖥️ 🗄️
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WHY ANALYTICS MATTERS
🎯 Three Big Benefits

Transparency: Everyone sees the same data
Accountability: Clear expectations
Prediction: Anticipate problems before they
grow

👁️ 
⚖️ 
🔮
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CHOOSING THE RIGHT TOOLS

Team                                   Best Tools
Small creative team     Notion + Slack
Large structured team Asana + MS Teams
Agile project                    Trello + Slack
Data-heavy project       Asana + Power BI
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HUMAN SIDE OF TECHNOLOGY
❤️ Remember:

Tools should support people, not stress them
Protect privacy
Avoid “always-on” burnout
Keep human connection alive

🛡️ 🧘 🤝
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CHAPTER SUMMARY

📌 Key Takeaways
Tools create structure and clarity
Communication builds understanding
Data improves decisions
Success = smart tools + human values

🛠️ 💬 📊 ❤️
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REFLECTION & DISCUSSION

❓ Think & Share
1.Which tool would you choose for your project? Why?
2.How can data help your team?
3.How can you keep collaboration human in a digital

world?

💬
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Your success checklist:
LET’S GET
TO WORK!

Quality writing

Professional formatting & design

Effective collaboration

Successful online publishing
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RESOURCES
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