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Connect and collaborate from anywhere with digital tools:
Technological advancement has taken over the means of communication, as with the rapid use of digital tools working has been very easy, be it academic or work life. Collaborating and connecting with others is very important in the current world with the means of calendar, chats, docs, drive, Gmail, meet and video conferencing. To get information and pass on the information in formal way Gmail is very suitable, and to formally engage in the conversation google chats is very effective. Collaborating via meetings with people from different geographic location is easy with the help of video conferencing as it enables a real time connection.
Structure an argument in a presentation:
In the career of an individual or in the academic life as well on has to present the thought and work in a very significant and easy to comprehend way to others. Very first things are the use of google slides and researching skills to make the informative presentation, second trying to follow the structure as per the line of events and establishing the connection between thoughts mentioned is very important. Put up the introduction of the central idea of presentation nd also elaborated in notes. Keep it short and simple, by mentioning different aspects such as challenges, problems and the potential solution of the same. Try to wrap up the presentation in comprehensive way.
Avoid online scams:
In the fast growing digital world, there is negative side of it as well which needs people in general to stay alert and avoid the scams which can result in financial and other losses. As the given classes made it very clear with the digital skill of google docs and google search which can avoid the risk of getting scammed. As per the classes confirming the authenticity of the call and ensuring that making online purchase is giving the email and payment receipt which can act as the confirmation of the legitimacy of the seller, is very crucial. When a call is received, on must not give any personal information top the caller as it can be used in negative manner which can end up in a loss of data and money.
Create and safeguard passwords:
As individual nowadays use a lot of sights and application which requires them to login by using id and passwords, protecting this password is very important to not have any unauthenticated interruption from others. Passwords can be saved by using google sheets which requires account login and then you can save multiple passwords there. Passwords must be created using popular words combined with digits and symbols. This way strong password can be safeguarded. The function of concatenate which can create the variations and launching the dictionary attack ensure dual safety by generating the strong password which cannot be cracked by anyone. Safeguarding the password is also equally important which is storing the passwords in sheets.
Brain storming ideas in a group: 
Brain storming strengthens one’s mind for the creative and innovativeness in the approaches of the individual. It can be developed by working in groups and individually. A significant method must be chosen which helps brain storm well. This can be done via google docs, google drawing and sheets. As a person can doodle and brain storm well or start thinking from a word and connecting it to thoughts and directions. Strong communication is needed to perform the same. Further, narrowing down the ideas to some concrete ways which can result in some significant ideas. It is very important at the workplace to have the personality trait of creativeness in the approaches.
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