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Task 1: e-portfolio
      Link to portfolio: https://sites.google.com/view/ervsthe-wolfie/home
       Screenshots for task 1:
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Task 2 – Mind-map
Screenshot of my mindmap:
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Task 3 – Office Applications.
Screenshot of task 3a
[image: ]


Screenshots of task 3b.
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Task 4 – Digital Dashboard and Data Analytics software.
Screenshot of task 4a.
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Screenshot of task 4b.
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Task 5 - Communication, Collaboration & Project Management
Screenshots of task 5:
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In second part of task i practice some of features of MS Word and MS excel . As my English is third language my spelling and grammar have
mistakes. One of features is editor which help me to correct and also help me learn English better. It is offer to choose word or change

sentences. There are two screenshots below before i used editor and after.

o In these everything @ through internet like phones, tablets, pc and lot more
physical devices v Grammar real world there are
criminals, there al  Double-check that you're sticking to singular or plural  Nackers. Cybersecurity
is under risk of th ey can get access to

. runs N
any devices from phone if phones
locationisinUKa g0 @ - / editor Everyone needs

protection and the.. .. .- eople who are
educated and trained as a cyhersecunty specialist like cybersecurity forensic
experts, cybersecurity specialists, ethical hackers or information security experts.
All these experts help defeat threats of cybercriminals. They are workforce to
protect domain (messages , passwords, bank details, photos, videos gt.c). There
are many huge domains like Facebook, Amazon, Linkedin. As a technology grow,
domains s also evolve like cyber experts now can monitor weather, ocean flow,
animal and person movement in real time.
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See 18 Editor suggestions
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I created a financial statement of my
monthly expenses and inserted a table.

AfterItable I created a pivot table which gives me the option to choose any month I want or just see the total expenses for each month.
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electronic devices like phones, tablets, laptops, PC. It gives us the opportunity to see or speak with each other from another part of the world.
It can be through voice calls or video calls. It allows sharing information like transferring data or sharing photos or videos with each other.
Also, the software allows us to text each other through messages or emails. Her are several software applications: Slack, Ring Central, Zoom,
Go to Meeting, Skype, and Lifesize. Citation: www.techopedia.com/definition/25706/communication-software
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New event
Judgment day

Title Judgment day
Startzon (818 March 2029, 2 919:00

Endson (831 March 2023, 20 20:00 - Calendar lAsswgnmeMdeadhne -
Location 9 0rine

Description  [DAIS asks must be done

Attendee Wimoydoy @b O Location Online
” 1
Description | All 5 tasks must be done ®
. 4
2 2 23 2
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. ° ° ° ° 4
28 2 30 3
url
Repeat [ Alday [
From 18.03.2023 [} 19:00 [0}
This screenshots shows that I set up a calendar reminder for an
important event in my email inbox Iv. Using emails there are
To 31032023 [} 20:00 [0}

features like sending files, pin emails so can be easy to find or
track, adding contacts, even linking contacts from the phone, and a

calendar to set reminders for important days.
p 1y ]

[c




image3.png
[ ———
Scia fo thesa who by ot st
ot b g

S
— roe o

== e
- - manfacture products snd daiver oype o
. 1o costumers. That includes e oy
e B

[y —




imagec.png
nthly Expenses
t for room

ol

»d and living
irance

k loan

loan

ne Video

acco

er

enses fo January

enses fo February |=SUM(CZ:C10)

January _February N

420
105.2
220.49
146.08
96.33
204.04
8.9
64.69
170.89)

1436.71

188.23
e

420
134.89
212.9
146.08
96.33
204.04
8.99
80.05

W 00 N A WN =

==y =
[ R Ve N =]

16

[a}
Monthly Expenses
Rent for room
Petrol
Food and living
Insurance
Bank loan
Car loan
Prime Video
Tobacco
Other

Expenses fo January

Expenses fo February

All Expenses

D C

January February
420 420
105.2 134.89
220.49 2129
146.08 146.08
96.33 96.33
204.04 204.04
8.99 8.99
64.69 80.05
170.89 188.23
W e B
| 143671l
W —
L 149151
=SUM(B13,814)





imaged.png
.

E-Commerce

Nowadays the internet is exceedingly popular and it is available in every home in the world. One part of the internet is e-commerce where
people can buy sell or trade things online all around the world without physically visiting stores, or using phones, tablets, laptops, or PC. It can be
business-to-business trade, business-to-consumer and consumer-to-consumer trade, for example, eBay or amazon. All deals happening through
websites and e-commerce website builders are the easiest and fastest way to start selling items. E-website commerce builders' goal is to make
sellers better advertise their items and make them easy to use for buyers. They also supply necessary online tools such as inventory, payments,
and shipping. There are a lot of website builders and | give you several examples:

1) Shopify is one of the best platforms for beginners and you can sell as many
items as you want without limits or tradeoffs. Everyone can start from nothing and with exceptionally low payment.

2) Wix is the most popular website builder. It is also easy for beginners and
their growth in past years and has a lot of capabilities for users like hundreds of available templates, colors, and logos. It is 100% commission
free. It offers different payments.

3)BigCommerce is B2B (business to business that specializes in multichannel
selling with the ability to sell on Facebook, Pinterest, Amazon, eBay, and Instagram with features like price rates, customer groups, and customer
price lists.

There are a lot more e-commerce builders like square space, square online, Weebly, shift4shop, etc.
Here are reference links for e-commercial web builders:

@) www.quicksprout.com/best-ecommerce-website-builder/

b) www investopedia.com/Aterms/e/ecommerce.asp#toc-what-is-electronic-commerce-ecommerce
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Collaboration software is an application where more people or groups of people work together on one project or share several projects
to improve their work quality and efficiency. Challenges at the workplace can be stressful, information problems, miscommunication, and
often lack of effective software or too many digital applications. The Company that is struggling with this problem can find very useful
collaboration software. Common features of collaboration are social networking, document management, powerful search engine, task
management, and security measures. Citation: www.kissflow.com/digital-workplace/collaboration/collaboration-software-guide/. There are
some applications examples: Slack, Twist, Chanty, Flock, Zoom, GoogleMeet, Microsoft Teams, Miro.com

T used Slack.com for collaboration and there are useful features like adding channels, you can also make a private channel and invite people
youwant to. you can chat in private, mention either one person or all channels, add emojis, or even use commands by typing "/" in chat. you
can make video calls, send files like photos, videos, etc, and attach files. See the screenshots below for Slack features
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comunications in channel record a video to leave transfer files make video call
message
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As the data grows in companies in amount and complexity, it is important and necessary for an effective and efficient process by which
to harness the value of the data. Data analytics is the collection and analysis to tell stories using charts and visualizations so businesses can
make better decisions. Data analytics collect raw data and then pull out insights so companies can use it. These insights are important to
drive smart company decisions. It is all about patterns in data that can tell you useful or relevant business operations for example how
customers engage with a particular product or employees engage with a particular tool. Data analytics might be used for predicting future
sales or purchasing behaviors or for security purposes to help protect against fraud and a lot more. There is a huge amount of software like
Excel, Python, R, Tableau, MySQL, and SASwhere you can collect, clean visualize and analyze data.

Many companies use ERP software systems like Oracle NetSuite, Microsoft Dynamics, Sage 3000,
Odoo, and Infor. ERP is Enterprise resource planning which coordinates the flow of data between a
company's processes and provides financial, supply chain, operations, commerce, reporting,
manufacturing, and human resources on one platform.

A Digital dashboard is an analysis tool that allows users to monitor and analyze their most
important data in real time. With data visualizations, a digital dashboard allows for improving the
decision-making process to continue business to grow. Users can oversee a number of critical areas by
displaying historical trends, insights, and real-time information.
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Microsoft Word

Microsoft Word is application which can help create letters, busniss contracts, CV to help
chances get a new job. it can be installed on laptop, |PC even on phone. If you have new
device it need to purchase. Microsoft word is in Microsoft office package. You can create
and edit almost all business documents and there are features which can help to make
work easier like text editor or plain text file. Some advantages include formatting, editing
font type, size and color, adding pictures and lot more
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Microsoft Excel

MS Excel is Microsoft Office application. This spreadsheet program is used to save and
analyze numerical data and enables users format organize and calculate it. Data analysts
and other users can make information easier to view as data added or changed. The
features of ME is you can insert and work with worksheets, work with shortcut keys, get
quick calculate and summarize numbers, insert random numbers and fraction numbers
and lot more.





