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Microsoft Word

+ Text formating: Appiied heacings, bullet points,
and bold formating o organize and emphasize:
key informaton.

+ Table inserton: Inserted a table to
ata, nclucing product names, quani
it prices, and total sales

+ Image inserton: Added a company logo
enhance the reports visual appel.

Power Point

- Sice design: Seiectes 3 professional emplate o
create a consistentlook and feel for the
presertation.

+ Textand image inserton: Added concise text and
elevant images t convey key information from
S sccasz¢e

+ Char creaton: Inseried a bar chart o visually
represent sales data, facitating quick analysis
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Poster of Digital Dashboard

| created a digital dashboard poster using Microsoft PowerPoint to showcase key features of
contemporary data analytics software solutions and their bensfits for businesses. The poster
focuses on the following popular data analytics tools:

1. Tableau: A powerful data visualization tool that allows users to create interactive and shareable
dashboards for better decision-making (Tableau, 2021).

2. Microsoft Power BI: A suite of business analytics tools that deliver insights throughout
organizations, enabling users to create custom dashboards and reports (Microsoft Power Bl
2021).

3.QlikView: A business intelligence and data visualization tool that offers guided analytics
applications for organizations to explore and analyze their data (QlikView, 2021).
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L . Customizable dashboards
WA R cers can create custom dashboards talored to

speclfic business needs, allowing for focused
nsights and decision making. =

Collaboration and sharing.

Data analyccs tools often include features that
facltate collboration and sharing of insights
*among team members.

These tools allow users to e

access and analyze real- | 1

tima dats,  enabling

businesses to. respond

auickly  to  changing

conditons.

Features of data analytics software

1. Data visualzation: Toos ike Tableau, Power Bl and QikView enable users 1 create visually appeaing,
‘easy-to-understand charts and grashs to represert complex data.

2 Reakime data analysi: These tool allow Users 1o access and analyze realtime Oata, ensbiing

respond quicklyto changing conditions.

n cashboards tallored 1o specific busi

ousiness:

3. Customizable dashboards: Users can create cuss
allowing for focused insights and deciion making.

4 Colaboration and sharing: Data anaytcs to0f ofen include features that facltate collaboration and
sharing of insights among team members.

5. Integraton wit other softare: Many data analyics

1ch 23 CRM or ERP systems, to sueamine data anal

nesds.

an be inegrated with other software solutr
and decision-making,
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Task 5

Communication, Collaboration & Project Management applications

Contemporary  communication, ~ collaboration,  and  project
management  applications have become  indispensable  for
businesses to improve productivity and teamwork. Some popular
applications include

1.Slack: A messaging platiorm that facilitates  real-time
communication, file sharing, and integrations with other tools
making collaboration more efficient (Slack, 2021).

2. Microsoft Teams: A communication and collaboration platform
that offers chat, video conferencing, file sharing, and integration
with Microsoft Office applications (Microsoft Teams, 2021)

3. Trello: A project management tool that uses boards, lists, and

cards to help teams organize, prioritize, and track tasks and
projects (Trello, 2021).
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« Slack. (2021). Slack: A messaging app
for teams. Retrieved from

hitps://slack.com/

« Microsoft Teams. (2021). Microsoft
Teams: Chat, meet, call, and collaborate.

Retrieved from
hitps://www.microsoft.com/en-
us/microsoftteams/grou

« Trello. (2021). Trello: A visual
collaboration tool for planning tasks and
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projects. Retrieved from

hitps:/frello.com/
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Tested Application

| teseq Siack, 3 freely avallable communicaton and collaboraton appication. | created &
sample workspace for a marketing team, showcasing the folloving features:
1. Workspace creation: Created & new Siack workspace for he marketng tear.
2 Channets: Set up channels for diferent topics and projects (6.0, #general, #markeing-
‘campaign, and #socialmedia).
3. Ditect messages: Infiated a Giect message with a team member 1o ci3cuss a speciic sk
4 Pl snaring: Shared a document in a channel 1o allow feam members [0 access and
collaborate on e .
5. Integrations: Added the Trello imegration o the workspace, enabing task Updates 10 be
sharedin a designated Siack channel
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Welcome to my e-portfolio! My name is Daniel, and | am passionate
about exploring innovative software solutions and  enhancing
workplace productivity. This e-portiolio showcases my understanding
and practical application of various software tools across different
domains, including e-commerce, office applications, data analytics,
and project management.

Throughout this e-portiolio, you will find detailed analyses of
contemporary software applications, supported by relevant sources, as
well as hands-on experience with select tools, demonstrated through
screenshots and descriptions. The aim is to illustrate my ability to
identify and utilize software solutions that can optimize workplace
efficiency, streamline communication, and improve decision-making
processes.
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Office Application  References

Contemporary office applications have become essential for businesses to + Microsoft (2021). Microsoft Office Home

Retrieved from
hitps://www.microsoft.com/en-
us/microsoft-365

« Google Workspace. (2021). Google

manage and process data sfficiently. Some popular office applications
include Microsoft Office, Google Workspace, and LibreOffice

Microsoft Office is a widely-used suite of office applications, featuring Word
for word processing, Excel for spreadsheets, Access for databases, and

PowerPoint for presentations (Microsoft, 2021). Google Workspace, formerly Workspace Retieved fom

hitps://workspace google.com/
« LibreOffice. (2021). LibreOffice - Free

known as G Suite, offers a cloud-based alternative with Google Docs
Sheets, Slides, and Forms, allowing real-time collaboration and seamless
integration with other Google services (Google Workspace, 2021).

Office Suite. Retrieved from
LibreOffice is an open-source alternative, offering Writer, Calc, Base, and hitps libreoffice.org/

Impress as counterparts to Word, Excel, Access, and PowerPoint,
respectively (LibreOffice, 2021)
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