In this class i have learn how to use the basic functions of Outlook and the basic functions of Microsoft Teams, like setting a up a meeting, I have also learnt what Ai is and what is the accepted use of it in my courses. I learnt how to write a professional email understanding using a professional greeting and opening the email with purpose. I learnt that we must keep it clear, short and focused, we also need to put the important information first. We then need to end the email with the next steps and use a professional sign off when ending the email and adding your signature to the email. You should proofread the email before sending it as well. I have learnt the two main types of Ai which are ChatGPT which is generative text Ai and Midjourney which is a generative Image Ai. We learnt the Cons of ChatGPT which is that it can generate incorrect information, can produce harmful instructions and it has limited information after 2021. We learnt what personal data is and how easy it is to get this information about people and its one of the reasons GDPR has come into play which is the General Data Protection Regulation which aims to protect individuals' fundamental rights and freedoms, particularly their right to protection of their personal data. The right to one's private life is laid down in the European Convention on Human Rights, the right to protection is a personal human right which are very protected in the world. In week 4 i learnt what Microsoft office is and how to use it, i learnt the basic key applications of Microsoft office is, Document creation and editing, Data management and analysis, presentation and meetings and communication and collaboration. I learnt the benefits of Office 365 which are Cloud accessibility, real time collaboration, Automatic updates, and integrated security and the use of office is the workplace. I learnt how to use Microsoft teams like using and making a meeting, navigating the menus, understanding the activities inside a video call, and how to join a team's group. I Learnt what you can use in Microsoft word, which are versatile writing tools that are, academic writing, professional use and compatibility and integration. I learnt what time saving formatting features are, which are templates and styles, automation tools and enhanced productivity and the final use i found of Microsoft word i found are that it supports academis and professional standards which are, academic referencing tools, collaborative review features and professional version control, the practical use of Microsoft Word is, transforming nasic content, using styles and headings, and training and workshops. I have also learnt what all the small things in microsoft word that can help produce which are, Referencing data easily, Teamwork and feedback as it has real time collaboration, managing large projects as it hold all data in one place, it makes accessing data very easy as you can use alt text for images and use easy to read fonts.
All this is what i have learnt in the past 4 weeks of being in this class
