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[image: ]1.Microsoft Excel-Stock Level Summary
This is a stock level spreadsheet I created in Microsoft Excel. It shows my skills in organising data, creating tables and making charts. I learned how to use formatting, organising data and create a chart to make information easier to understand.
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2. Microsoft Word -Document Task
This is a document I completed using Microsoft Word. It shows my skills in typing, formatting and organising information. I learned how to create a clear document and present information in an organised way 
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3. Microsoft Outlook- University Email
The screenshot shows how I use Microsoft Outlook for university communication.
It shows my digital communication and email management skill. I learned how to use Outlook to read, organise and manage my university emails 
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reenLeaf Grocers — Stock Level Summary

Summary of current stock levels and items that need to be ordered soon

Item B cCurrent Quantitfid  Stock Level B Action Sl Stock Level Guide Meaning

12 Medium No Immediate Order Low 0-6 units > Order Soon

4 Low Medium 7-15 units
18 High No Immediate Order High 16+ units
30 High No Immediate Order
Low
3 Low Bananas 4
10 Medium No Immediate Order Milk (2L bottles)
2 High No Immediate Order Bread Loaves 3
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1. Answer these questions using the sentence starters below.
. Whatis the main idea of the text?

The main dea s that social media apps like TIKTok orInstagram help very small
business grow big and get many new customers

b. What are two key points?

Ona key pointa.that some small shops oan increase their sales few times more after
theirvideo goes vralon soclal media

Another key point s customers are happy to travel very long distance just o buy food or
clothes

. What part o the text did you find most important? Why?

The most important part s the statistics that say 200min businesses use Instagram and
1,5 min UK businesses us TikTok

‘Why? Bcause it shows that social mecia i now a huge and necessary toolfor modern
business, notjustfor fun

d. Was anything unclear ordifficult to understand?
Iwas not sure about some specific English words
. How did your group help you understand the text better?

My group helped me by helping me organize the main categories or our mind map
together

3. 0ne sentence reflection
Questio

hat did you find challenging about this task?

The hardest part was reading the long text fast anifinding the main points because myt
English grammar and vocabulary still developing.
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