Below screenshot shows the use of Excel tool that I have used to create the 'To DO List'
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Below screenshot shows the Word tool that I have used for wrriting.
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Below screenshot shows the use of outlook tool that I have use to sent an email.
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To: ® Amer Kareem Sat 11/07/2026 11
Cc: @ Ammar Almokhlef (2539938) &

I hope you’re doing well. | wanted to apologize for missing class today. This is the first time I've had to miss a
class, but I've been feeling unwell and wasn’t able to come. Ill make sure to attend the session online so | don’t
miss anything, and I’ll keep up with everything covered. Thank you for your understanding, and | appreciate your
time
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*  You can use the sentence starters below if helpful.

I use my laptop every day for my studies. | often use WhatsApp to talk to my family
and friends. | use Outlook to check my emails and Word to do my assignments. | also
use PowerPoint for presentations. | want to improve my computer skills. Digital skills

are important because they help me in my studies and my future job.

Sentence starters
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