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In my work, I would like to share the technological skills that I have managed to acquire so far in my life. Some of those I was able to refresh while studying the module, I also met a few new ones that interested me, I think that knowing them could bring profits in the future. On my own, in my spare time, I like to follow technological innovations. Which allows me to constantly gain knowledge about the operation of various hardware and software. I also had the opportunity to learn about different software in my professional life. I was most satisfied with my work as an application tester in one of the largest insurance agencies in Poland. I would like to work in a similar position in the future, so I decided to study this module.
[bookmark: _Toc92656964]My Technology Skill Set Before Starting This Module

As I mentioned before I worked as an software tester for one year and nine months, I was doing tests there according to the scenario. We reported the errors on the Jira platform, it was one of the main ways to communicate with people who was worked on the stability and correct operation of the program, I also participated in other projects that required testing, so I had the opportunity to learn the basics of SoapUI. In my professional life I have tried my strength in various industries, I had to deal with Microsoft programs (Word, Excel, PowerPoint, Outlook) in them.
[bookmark: _Toc92656965]Software used in digital industry

Digital businesses use technology to create new value in business models, customer experiences and the internal capabilities that support its core operations. The term includes both digital-only brands and traditional players that are transforming their businesses with digital technologies.

[bookmark: _Toc92656966]Microsoft Office

Microsoft Office is a suite of desktop productivity applications that is designed specifically by Microsoft for business use. It is a proprietary product of Microsoft Corporation and was first released in 1990. For decades, MS Office has been a dominant model in delivering modern office-related document-handling software environments. Microsoft Office is available in 35 different languages and is supported by Windows, Mac and most Linux variants. [1]
The Microsoft Office suite includes applications such as the Word text editor, Excel spreadsheet or a program for creating multimedia PowerPoint presentations, as well as the manager of personal information and e-mail Outlook.
It’s many alternatives for this software: 
· 
· WPS OfficeLibre
· OfficeAppache 
· OpenOffice
· iWork(Mac)
· FreeOffice
· Polaris Office
· OnlyOffic
· eSSuite Office

[bookmark: _Toc92656967]Microsoft Teams

Communication is not only the basis of remote work. One of the best instant messaging services available on the market is Microsoft Teams. The latter allows you to send unlimited text messages, make video calls, collaborate on Office documents, transfer files, access 250 applications and services, and share screen. The paid variants of the Microsoft Teams service offer many more possibilities, making it a real combine for efficient and effective remote teamwork. The service is available via a browser and applications for Windows, Android and iOS. Due to the threat from the coronavirus, Microsoft decided to make an interesting move and made Teams available for free for six months to all interested users.

The most important functions:
· Collaborate with colleagues and internal experts in real time.
· Quickly share important information with the entire team to allow everyone to fully participate in the project.
Easily access content and tools in a secure, centralized repository.
Alternative for Microsoft Teams:
· 
· Skype
· ZOOM
· GOOGLE HANGOUTS
· Messenger
· Slack

[bookmark: _Toc92656968]
OneDrive

OneDrive lets you keep files that you create and store on your computer in sync with the cloud. You can connect any number of other devices, such as laptops, phones, and tablets, with OneDrive, letting you keep those files in sync and making them available from anywhere. [2] OneDrive is an online drive that offers 5 GB of free Microsoft cloud storage. It allows you to synchronize documents, photos, and other files between devices, it also allows you to use the free, browser version of Microsoft Office applications (Word, Excel, PowerPoint, OneNote). We have options for sharing files, folders, and photos, as well as easy finding photos thanks to automatic tagging. Data stored in OneDrive is encrypted using SSL. OneDrive can be used in a browser window and through an application installed on a computer or on a mobile device.
The most important functions:
· Editing and viewing work results offline, synchronizing documents on your devices.
· Securely share information with colleagues and supervisors, such as when on the go.
· Users can work from anywhere, on any device.
Alternative for OneDrive:
· GOOGLE DRIVE
· Dropbox
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As I had previously worked on the application development process, I would like to refresh some information, so I started my studies at the University of Wales Trinity Saint David currently finishing my first year, I would like to continue my studies in Software Engineering. In the first year, I had the opportunity to learn the basics of CAD (SolidWorks). In my spare time, I try to improve my skills with this program by learning from Youtube.

[bookmark: _Toc92656970]Conclusion

Digitization in business is the future, soon nobody will be archiving paper forms of documents. Paper documents take up too much space. The basis of my essay is Microsoft Office, I guess everyone should know the basics of this suite. It is used in every business sector. I am glad that while studying my module I had the opportunity to refresh the functions of this package. In a few years, the advancement in digitization has moved forward quickly. It is worth following technological innovations, getting to know the possibilities of various software, some of them give a lot of possibilities.
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