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Task 1: e-Portfolio.

· Link to the e-portfolio homepage.

https://adriandulgheru89.wixsite.com/my-site-7

· Screenshot of tasks 1a and 1b.
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Task 2 – Mind-map.
· Screenshot of the Mind-map.
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Task 3 – Office Applications.
·  Screenshot of task 3a.






[image: ]











Task 5 - Communication, Collaboration & Project Management
· Screenshot of task 5a.
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Communication software
is used to provide remote
access to systems and
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Marketing software refers to tools
that help businesses successfully
execute campaigns, tap into their
target markets and convert leads
into sales. Companies, regardless
of sze, can benefit from market
tools, allowing them to maximize
their resources and get rid of
repetitive tasks.
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Task 3 | Office Applications

Task 3a

Office Applications are a suite of applications designed to help Wit productivity and completing common tasks on a computer. You can
create and edit documents containing text and images, work With data in spreadsheets and databases, and create presentations and
posters.

Microsoft Office is extremely popular and it's the most used office software application in the world. lts ease of use, accessibil
inferactivity, and adaptability across operating systems have made its programs the most commonly used tools within companies arotnd
the world:

Microsoft Office contains a wide range of programs like Word, Excel, PowerPoint, Access, Teams, OneNote, One Drive, Outlook, Share
Point and Publisher.

Eam:puicaﬁonmuimmﬁumaunhum@mawﬁcsuvmwnsusus.

For example, Word is used to create documents. Excel is used 1o organize, format and calculate data.PowerPoint is used to create
presentations. Microsoft Access is an information management tool that helps you store all kinds of information for reporting, analysis, and
reference. Microsoft Teams is the ultimate messagirig app for your organization. OneNote is a digital note-taking app that provides a single
place for keeping all of your notes, research, plans, and information, OneDrive is the Microsoft cloud service that connects you to all your
files. Outiook is used to manage email and calendars. SharePoint is Office’s document management and storage system.Publisher is
Microsoft's desktop publishing program, emphasizing page layout and design.
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Task 5a

Oniine collaboration tools are apps, software programs, or platforms that help businesses and their people streamiine the
creative process, and work together more effectively, and efficiently. Otherwise known s team collaboration tools, they enable
managers and employees 10 assign tasks, update on progress, report on outcomes and generally improve workflows and
communication, both internally and externally.

Popular types of collaboration tools for business include project management applications, remote conferencing
platforms, digital asset management (DAM) systems, web-based tracking tools, and messaging apps.

The best collaboration tools increase productivity, enhange créativity and make sure that every stakeholder knows exactly
‘what they need to do and when. They make accessing and wérking on docments, projects, and digital templates a breeze. They
help organizations of all shapes and sizes manage resourcesand projects more effectively and ensure everyone is working
‘within the correct brand guidelines.

Here are some examples of collaboration software:

« Microsoft Teams
« Slack

« Discord

« Gmail

« Microsoft Outiook
+ Zoho Clig

« Rocket Chat
Twist
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e-Commerce software is a tool that drives all online store processes, helping owners manage inventtory, add or
remove products, process payments, compute taxes, and fulfill orders, among many others. It offers all the things
needed to run a retail site, effectively simplifying online store management.

Shopify is the best e-commerce software for e e People love Shopify for its ease of use and the
advanced e-commerce features it offers. You're set up'to sell directly through your website, in person, on social
media, via third-party marketplaces, and pretty much anywhere el$e you can think of. With Shopify, you're creating an
entire business command center where you can manage evéry aspect of your e-commerce empire including email
automation, CRM, hosting services, abandoned cart recovery, and payment processing.

Wix is fairly easy to use, thanks to its drag-and-drop functionality. The e-commerce software is actually a website
builder with e-commerce features added on, So some extra tweaks and customizations are needed if you want to sell
products online. And while Wix is free for basic sites, you will need a paid subscription to take advantage of its e-
commerce tools.

BigCommerce is extremely robust and comprehensive, which makes it powerful enough to handle enterprise
needs—but likely too powerful for anything smaller. It's also a bit more rigid when it comes to customizing. The target





