Microsoft Word 
· Below is the Microsoft I have used to write
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Outlook 
· Below is the email I have used to email. 
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 PowerPoint
· Below is the PowerPoint I have used to create the presentation. 
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OPENING HOURS
* Monday to Friday ~09:00 - 1800
o Saturday—10:00-14:00
o Sunday—closed

CONTACT DETAILS
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« Phone: 07400 123456
* Location: 12 iver Sreet, ity Centre:

PRICES
« FIRSTSESSION IS FREE
« Tutoring one -on-one: 18€ per hour
* Group sessions: 10€ per hour

WHAT MAKES US DIFFERENT
* Weoffer small group sizes
* Wehave friendly tutors who explan things clarly
o We offer support for all confidence levels.
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1. Why chose my tool.
1 have chosen to usethe Microsoft Word as it allows me to work freely
and choose my own styles on my work.

1have alo chosen to usethis ool s it i ons  feel confident n using
and it llows me to organize my work comfortably

2. What information | used.
have used the information provided i the email st by the manager.

3. How | created my artefact.
[ ————

Ihave fistly started tyng the it snd the subtites
Thave then stated adding the maininformation.

Once I have addd the information n the artefact | have personlized
[ ————

4. What changes | have made.
[ ———
change the ntalstyl used by the template | have used
Microzoft Word

erstand and | have also

5. Feedback | have used
1 have enhanced my writng a5 e of my cassmates tokd me to use
more detals

1have also used the feedback provided by my teacher who said 1 have.
A ————

6. Final explanation:
The artefact 1 have created It helps the students
[ —
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Digital Skills - Week 7 - DS3 Assignment. [ Summarise this email
% Georgeta-Denisa Tudor (2544928) © € Reply € Replyall > Forward i
To: @ Alexandru-Alin Tudor (2544677) Sat 25/07/2026 16:27

Good aftermoon Alexandru,

Thope this email finds you well.

1am emailing you in regarding of our week 7 assignment to understand clearly the process of sending an email.

Justwondering, have you understood the assignment clearly and are you feeling confident in recording an audio for the assignment?
1:am looking forward to your answer.

Bestwishes,
Georgeta Denisa Tudor
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