
 

 

Basic ICT Productivity Tools 
ICT productivity tools help individuals and businesses streamline tasks, improve efficiency, 
and enhance communication. These tools are essential for searching information, formal 
communication, document creation, cloud storage, and collaboration. 

 

1. Effective Use of Search Engines 

Search engines like Google, Bing, and Yahoo help users find information quickly on the 
World Wide Web. 

Tips for Effective Searching: 

• Use Specific Keywords – Instead of “best laptops,” search “best budget laptops for 
students 2024.” 

• Use Quotation Marks (" ") – Example: "climate change effects" finds exact 
matches. 

• Use ‘site:’ to Search within a Website – Example: site:bbc.com global warming. 

• Use Wildcards (*) for Missing Words – Example: "The * is mightier than the sword" 

• Use Boolean Operators: 

o AND – Finds results containing both words (e.g., "AI AND Machine Learning"). 

o OR – Finds results containing either term (e.g., "laptop OR desktop"). 

o NOT – Excludes terms (e.g., "Apple NOT iPhone"). 

 

2. Formal Communication Tools and Etiquettes 

Professional communication requires proper tools and etiquette. 

a. Email Communication (Gmail, Microsoft Outlook) 

• Gmail – Free email service by Google with integration to Google Drive, Calendar, 
and Meet. 

• Outlook – Microsoft’s email platform used for corporate communication with Office 
365 integration. 

b. Email Etiquette: 



 

 

• Use professional subject lines (e.g., "Job Application – IT Support Engineer"). 

• Start with a proper greeting ("Dear Mr. Smith," or "Hello Team,"). 

• Keep the email concise and to the point. 

• Use formal language and avoid slang. 

• End with a polite closing ("Best regards, [Your Name]"). 

• Attach documents properly and mention them in the email body. 

 

3. Microsoft Office Suite 

Microsoft Office is a widely used productivity software package for creating documents, 
spreadsheets, and presentations. 

• Microsoft Word – Used for writing reports, letters, and assignments. 

• Microsoft Excel – Used for data analysis, calculations, and charts. 

• Microsoft PowerPoint – Used for creating professional presentations. 

 

4. Google Workspace 

Google Workspace offers cloud-based alternatives to Microsoft Office tools. 

• Google Docs – A web-based word processor for creating and editing documents 
collaboratively. 

• Google Sheets – A spreadsheet tool for data analysis and calculations. 

• Google Slides – A presentation tool similar to PowerPoint. 

Advantages of Google Workspace: 

   Real-time collaboration. 

   Auto-saving feature. 

   Accessible from any device with an internet connection. 

 

5. Cloud Storage and File Sharing 

Cloud storage enables users to store and access files from anywhere. 



 

 

• Dropbox – Used for file sharing and collaboration. 

• Google Drive – Provides storage integrated with Google Docs, Sheets, and Slides. 

• Microsoft OneDrive – Cloud storage with seamless integration with Microsoft 
Office Suite. 

Benefits of Cloud Storage: 

   Access files anytime, anywhere. 

   Easy sharing and collaboration. 

   Backup and data recovery. 

 

6. Note-Taking and Organization Applications 

• Evernote – A digital notebook used for organizing notes, to-do lists, and research. 

• Microsoft OneNote – A digital notebook for capturing and structuring ideas with 
handwriting and audio recording features. 

Uses of Note-Taking Apps: 

     Organizing meeting notes and research. 

     Creating to-do lists. 

     Saving web pages for reference. 

 

7. Video Conferencing Tools 

Video conferencing tools are essential for remote communication, online meetings, and 
virtual classrooms. 

• Google Meet – Integrated with Gmail and Google Calendar for scheduling meetings. 

• Microsoft Teams – Used for corporate communication and team collaboration. 

• Zoom – Popular for webinars, virtual classrooms, and online meetings. 

Video Conferencing Best Practices: 

  Ensure a stable internet connection. 

  Use a professional background and proper lighting. 

  Mute your microphone when not speaking. 

  Share meeting links securely to avoid unauthorized access. 



 

 

 

8. Social Media Applications 

Social media platforms are widely used for networking, marketing, and communication. 

• LinkedIn – Professional networking site for job searching and business connections. 

• Facebook – Used for social interaction, business promotions, and group 
discussions. 

• Instagram – Focused on visual content, used for branding and marketing. 

Uses of Social Media for Productivity: 

        Personal Branding – Showcase expertise and network with professionals. 

     Business Marketing – Promote services, engage customers, and run advertisements. 

       Learning & Development – Follow industry leaders and access educational content. 

 

Conclusion 

ICT productivity tools enhance efficiency in searching, communication, document 
management, collaboration, and social networking. Mastering these tools is essential for 
students, professionals, and businesses in today’s digital world. 

 


