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Task 2 – Mind-map.
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Task 3 – Office Applications.
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Task 4 – Digital Dashboard and Data Analytics software.
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Task 5 - Communication, Collaboration & Project Management
•	Include here: A screenshot of task 5a and 5b task answer.

[image: ]

[image: ]



[image: ]
[image: ]

image5.png
Task 3. Ofice Applications fo creating storing, analysig & presenting information/data. (Approx.
pr—

sk A Anayss severslcontemporary Offce applicaions e, for War-processing, Spreadsheets,
Databases, Presentations), and document a summary of ther key featuresusing ritten text with
Some images and relevant cittions (sppros. 2/3z0urces).

Task b Test some business-related features of afeely avalable Ofic Aplicaion of your choce and
document several sreenshots with bref accompanying description o provide evdence of practics
Taska

Microsof Teams.

Microsoft Teams s an advanced solution to improve communication for work, projects, study etc it
5.n easier way o communicate 253 group via video calland audio cal

Festures of teame:.

Teams connect
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Excel,
Excel s 2 spreadsheat program developed by Microsof. It s commonly used to organise data in
columns and rows. fals alows you o do mathematical functions produce graphs and charts.

Some festures of xcel:

pie chart
T ———
sta vaidation
conditionslformatting

chonse function

Piachart

. - condiionalformating
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Powerpoin.

Microsoft PowerPoint i 2 powerful slde show presentation program. It s standard componert of
the company's Microsoft Offic suit softwre, and it comes togsther with Word, Excel, and ather
office roductiiy tools. PowerPoint s Microsof¢’s presentaton software that enables uses o reate
engaging presentations that consist o individua pages, o sides, which may contai text, Eraphics,
Sound, movies yperink, and other abject. PowerPcint anables sers t3dd animation and efects
o sideshow lements. Prasentations can be printed, displayed, notated, and navigated by the
presenter.

Some festuresof PawerPoint

i features.
Bidirecionsi et estures.
i p—
Design and ayout festures.
Keyhaad feaures
Objoc nsertion feaures
Ficrure eatures.

prin features.
animaions
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Tableau's wide range of sualizations s one ofthe primary elements that has contrbuted o s
Suces. Tableau allows you o creste visualiztions 2 Smple 5 2 bar chart or  pie char, 35 well .
mora complex ones ke histogram, Gante chart, Bulle chart, Morion chart, Trssmap, Boxplot, and
many others. B selecting the visualzation type fom the Shos Mie men, you an simply pick and
create any form ofvsualzation.

Trend lines and Predictive Analysis

The use of time seies an forecasting by Tableau s another g3l 4s&fl feature. Creating trend
tines and forecass i straightforward with Tableau's powerful backend and dynamic front end. o
‘cquie data predictions such 3 2 forecastor 3 trend i, just pick PATEEUST ATATESETs nd drag-
‘and-drop operations employing your concerned feds

Data sources.

You may connect to and fetch data from 2 variety of daa sources using Tableau. Tableau supparts a
wide range of data sources, incuding oca les, speadheats, relational and non-relatonsl
dstabases,data warehouses,bi dats, and on-cloud data. Any of Tables' data sources may be.
ey connected an combine with dsta fom other sources o generate a combinatorial
perspectiveof dta n the form of visuls. Tableau also supports  variety of cata connections,
including Pesto, Mem30L, Google Analytics, Google Sheet, Clouders, Hadoop, Amazon Athen,
Salesfrce, SQ. Servr, Dropbox, and'a number ofathers

Provides s mabile varsio.

Tableau recognizesthe mportance of mobile phanes n 109’ 80164y and offers  mable version
of the app. Dashboards and reports may be created in a mobile-rendly format. Tabeau allows you
0 3djust mobile ayouts for your dashbosrd based on your mobile device. Customizaton allows you
t0:30d new phone layouts, ineractive affine previews, and more. As 3 resul the mobile view
provides Tableau userswith  great dealof feibilty and convenience while werling with their data
onthe move.
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Task 5. Communication, Collsboration & Project Management applicaions. (Approx. 250 words).

2 Analyse several contemporary Communication/Collaboraton/Project Managament
applications and document a summary o thirKey features using writen text with some images and
relevant cittions (sppro. 23 sources).

b Testsome features ofa freely avilable Commnication/Collboration/Project Management.
‘applicaion snd document severa screenhots with brief sccompanying description to provide
evidence of practical use.

Inclue your nswer t thistask on a page in your -partioc
Tasksa

Communication software/ Application: A commurication software i used o provide access o
Systems and aso o exchange files and messages n forms of text audio/video between diferent
Computers and various deices. There are al these diferent ways to communicate and the most
common way s through Emai, chats and video conferences.

Coltaboration software/Applicaion: Colaboratve software o groupware is ppiication oftware
designe to help people weriing on a common task o attain thlr goals. One ofthe earfest
defintions of groupware i intentional group processes plus software 10 support them. Tis s the
ype program that sharesdata between computersfor processing. I SRCUGUT. s#¥8ra]programs.
Have been writtan to harnessthe vast umber of computars connected o the Interne.

Project Management software/Applicaton: Poject management application software s designed
o pian and document project asks and acivites, buldschedules and imelines, solve projectssues,
manage rsks nd threat, a5l budgets and control costs, establish colaboraton and cooperation
between projec particpants, asure and control quliy.

Some. on don project et software —

Gante Charts

GoTo
GoTo Meeting
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Task1lab

An Ecommerce software solution is the system or tool that allows you to start or enhance your
online business. This software allows you to list and sell your products and accept payments.

An E commerce website builder is the most convenient and popular way to buy and sell
products/physical goods online. There are so many different websites online that are available for
businesses to use to sell their products/goods.

Through an e commerce website business can benefit in several ways
 process orders
= make and process payments.

: manage shi

g and logi

 provide customer services

 recognition for your business through the websites like advertisement

Shopify is one of the most used e commerce website to buy and sell products for businesses
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