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Over the course of these five weeks, we had the opportunity to professionally develop our skills in Outlook, Word, and PowerPoint. We also learned a lot about LinkedIn.
First, we were informed about how the course would progress and how we could be helped to improve ourselves. We reviewed our own knowledge and identified areas where we needed to improve.
Outlook: It is a program that brings together communication and planning in one place. Outlook can be integrated and used with Microsoft 365, OneDrive, Teams, and many other programs. The rules we need to pay attention to when writing e-mails is that the subject line should be short and concise. We should start off with a greeting. The type of greeting we use will vary depending on whether it is a formal, standard or a group e-mail. We should begin by stating why we are writing the e-mail and only write about one topic. Our paragraphs must be as short as possible. Also, if there are multiple points, we should use bullet points or numbers on the side maybe like a list. In the end, inform about expectations and what will happen next. We conclude by expressing our thanks and regards. Of course, we need to check it one last time before sending it to make sure there are no missing documents or errors. We can use To to send it to a person, Cc to send it to a group of people or Bcc to send the same email to another person without the other people seeing it. When replying to an email, we can either reply only to the sender with "reply" or make the reply visible to everyone in the group by selecting "reply all". We can also share the email with others by clicking "forward”. Furthermore, we can organize our inbox and make its use more efficient. By using the rules and search functions, we can create folders to categorize our emails, saving time during searches. Also, we can use the Outlook calendar as a planner to makes it easier for us to be more organized and efficient in our work. We can create events and set reminders, send and invite people, and even adjust our availability. Trello performs the same function as the Outlook calendar, except Trello is more visual, working with a table and card system.
LinkedIn and LinkedIn Learning: LinkedIn is a professional network. Millions of people search for jobs and submit applications and job interviews through this system every week. In addition, LinkedIn Learning offers many online courses prepared by experts to help users develop themselves personally and professionally.
Microsoft 365: It enables you to prepare documents and make presentations more effectively. Users can easily access it from anywhere with an internet connection and complete their work. We can prepare academic documents with Microsoft Word. Using the toolbar, we can add page numbers, adjust font size and style, and make other adjustments. Tables, diagrams, graphs, and photographs can be added. With PowerPoint, we can create slideshows, enriching our presentations visually and making them easier to understand. Teams allows for group messaging and online meetings.
