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Task 3 — Office Applications.

Modern software programmes are necessary to support
ongoing organizational and business processes. Many software
categories, including project management, communication,
accounting, and customer relationship management, are
included in the mind map. These categories are frequently used
in a variety of industries. Documents, spreadsheets,
presentations, and emails are created and managed using
productivity applications like Microsoft Office and Google
Workspace. These tools assist firms in streamlining workflow and
enhancing team member collaboration.

Businesses can efficiently plan, track, and manage projects
thanks to tools like Trello, Asana, and Basecamp. Assigning

!

asks, monitoring progress, and managing deadlines are just a
few of the services offered by these programmes. No matter
where team members are located, communication is made
easier with the help of tools like Slack, Zoom, and Microsoft
Teams. These programmes provide functions including file
sharing, video conferencing, and instant messaging.
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Task 4 — Digital Dashboard and Data Analytics software.
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Poster of Digital Dashboard and
Data Analytics software

Key Features of Contemporary Digital Dashboard/Data Analytics Software Solutions:
Data Integration: The ability to connect with different data sources and integrate them into a single dashboard is a crucial feature
of digital dashboards.

Customizable Dashboards: The ability to customize dashboards according to the needs of individual users and businesses is
important

Real-time Monitoring: The ability to monitor data in real time allows users to make informed decisions quickly.

Data Visualization: Digital dashboards should provide interactive and visually appealing data visualizations that can be easily
interpreted,

Mobile Accessibility: Digital dashboards should be accessible from mobile devices to allow for quick decision-making on the go.

Task 5 - Communication, Collaboration & Project Management
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Communication, Collaboration & Project
Management applications

Communication, collaboration, and project management are essential components of any organization, and there are
many contemporary applications available to support these tasks. Some popular applications include

Slack: a team communication messaging platform with features including direct messaging, channels for team
discussion, and tool integration

Asana: a platform for project management that enables teams to plan and monitor activities and projects. It has

features including task assignments, project timetables, and progress tracking

Trello: a project management application that keeps track of activities and projects using a visual interface of boards,
lists, and cards. Due dates, checklists, and team cooperation are among its features.
Microsoft Teams: a collaboration and communication tool that works with Word, Excel, and PowerPoint from the

Microsoft Office suite. It has tools including file sharing, video conferencing, and chat
Google Workspace: A group of online productivity tools, including Google Drive, Google Documents, Gmail, and
Google Meet. Email, document creation and editing, file storage, and video conferencing are among the features it

provides.




