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In my first lectures I learn how to  send professional emails and manage tasks, also creating professional documents. Also found out about Microsoft Office 365. Now I know how to use a Outlook effciently and professional mange inbox using rules and folders and how to send emails to multiple people as group or even to send emails to group of people without them know I send it to other people. Know how to creat and mange calenedar event with reminders and invitations and how to accept a invitations or not accept a invitation. I know how to put my emails in folders so I know what type of emails in order as what is important and I need to reply soon as possible or what email can wait or save important emails. . Also found out what is ChatGPT is an advanced AI chatbot developed by openAI that can hold conversations, generate human like text, answer questions and help to explaining hard or confused topics also helps with task and emails. 
Then in our lecture we was going through what is Data and why is important to proctec them. Data is raw, unprocessed facts, statistic or information such as numbers, words or images than can be collected store and aanalyzed. And why we protec Data the main pruporse of data protection is to protect individuals personal information from identity theft and discrimintion. One of other App I learrn about  is Microsoft Team is a great App it platform for workplaces and education for students and teachers. One of purpose of Microsoft Team is communication you can communication with your coworkers or team member through messaging, group chats, audio calls and also video conferences. Microsoft Team also provides that multiple people can collaborate on ducuments. Allows teams to be in groups for different projects or topics. Also Microsoft Team allow you to scheduling meetings for your teams or joining Microsoft team meetings and other tools of Microsoft Team are that you can change the back around of your video calls or you can record your full meetings call or video meetings.. Other platform of Office 365 is Microsoft Word platform that helps with creat documents, edit documents, formating documents and helps with creating CV and cover latters. There is many tools in Microsoft Word as formatting is powerful allowing you change fonts,sizes,clours and other features to make documents to stand out. Word also includes templates for many kind of documents saving your time and giving the work a professional look. Users can also add images, shapes, charts and other media elements into their documents. This feature is beneficial for adding visual professional look. Microsoft Word has tool to check spelling and grammar. It helps the person who use Microsoft Word find and fix mistakes in there. Before I start my studies the only digital skill I had was how to use only social media as  TikTok or Facebook. I never knew how to use outlook,Microsoft Team or Microsoft Word now I can say proudly that I can use them not maybe perfectly but I can. Also Digital Skills learn me how to writte professional emails how can I build my CV or make professional documents how to plan meetings and how to send them to the people I need to. Now I can say im more confident in my Digital Skills. 
(5 references)
[bookmark: _Toc211605237]References 
Dabbish, L. A., Kraut, R. E., Fussell, S. R., & Kiesler, S. (2005).
Understanding email use: Predicting action on a message.
Proceedings of the SIGCHI Conference on Human Factors in Computing Systems (CHI), 691–700. ACM.
→ An influential study examining how people manage work and tasks through email applications like Microsoft Outlook.

Ali, D., Fatemi, Y., Boskabadi, E., Nikfar, M., Ugwuoke, J., & Ali, H. (2024). ChatGPT in Teaching and Learning: A Systematic Review. Education Sciences, 14(6), 643. https://doi.org/10.3390/educsci14060643 MDPI
· 
Explores how ChatGPT is being used in teaching & learning, summarises empirical studies and highlights both opportunities and risks.
· 
· 
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Add all the certificates from LinkedIn learning here

https://m365.cloud.microsoft/apps?origindomain=Office&refOrigin=Other&auth=2
[bookmark: _Toc211605240]
Task 3 
[bookmark: _Toc211605241]Essay on Relevance of Excel in professional and personal life.
 In the modern digital age, proficiency in technology is no longer optional; it is essential. Among the numerous software tools available today, Microsoft Excel stands out as one of the most widely used and versatile applications across various fields. From managing budgets and analyzing data to organizing personal schedules and recording information, Excel has proven to be an indispensable tool in both professional and personal contexts. Its ability to perform calculations, store large volumes of data, generate visual insights, and automate tasks has made it an integral component of everyday life. This essay explores the relevance of Excel in professional and personal settings, examining its functions, advantages, and the skills it fosters.
Excel’s influence in professional environments is vast and far-reaching. Almost every organization, regardless of size or industry, relies on Excel for data management and decision-making. It is a universal language of business analysis, financial planning, and operational efficiencn. At its core, Excel functions as a powerful data management tool. Businesses generate large amounts of data daily — sales figures, employee records, inventory lists, and customer information, among others. Excel provides a structured format for storing, sorting, and filtering this information efficiently. Its grid system of rows and columns allows professionals to input data systematically, making retrieval and analysis convenient. For example, a human resources department may use Excel to maintain employee attendance records, while a retail company can track product sales and inventory levels.One of the most common uses of Excel in professional life is financial analysis. Accountants, analysts, and managers depend on Excel for budgeting, forecasting, and cost analysis. Through built-in formulas such as SUM, AVERAGE, VLOOKUP, and IF statements, professionals can perform complex financial calculations with accuracy and speed. Excel also allows the creation of balance sheets, income statements, and cash flow reports, which are critical for evaluating an organization’s financial performance. The ability to visualize this data through charts and graphs further enhances comprehension and supports strategic decision-making.Data visualization is a key component of modern business intelligence, and Excel offers a wide range of tools for transforming raw data into meaningful insights. Professionals can create bar charts, pie charts, line graphs, and pivot tables to represent data trends visually. This not only simplifies the interpretation of information but also aids in presenting data effectively during meetings or reports. Managers and team leaders often rely on Excel-generated dashboards to monitor performance metrics, track progress, and identify areas needing improvement.Project management is another area where Excel proves its value. Project managers can design Gantt charts to visualize timelines, allocate resources, and track milestones. Excel’s flexibility allows customization to suit various project types, whether in construction, marketing, or software development. Furthermore, conditional formatting can be used to highlight deadlines, risks, or task dependencies, helping teams stay organized and accountabl. Excel’s analytical capabilities make it indispensable for professionals in data-driven roles. Using features like PivotTables, Power Query, and What-If Analysis, professionals can uncover patterns and relationships within datasets. These tools help in forecasting trends, evaluating business strategies, and making evidence-based decisions. For instance, a marketing analyst might use Excel to measure the effectiveness of advertising campaigns or to analyze customer demographics and purchasing behaviorAnother major advantage of Excel is its capacity for automation through macros and VBA (Visual Basic for Applications). Routine tasks — such as formatting reports, cleaning data, or generating summaries — can be automated to save time and minimize human error. This not only improves productivity but also allows professionals to focus on more strategic activities. In essence, Excel acts as a bridge between data and decision-making, empowering professionals across all industries.
While Excel’s professional applications are widely recognized, its usefulness extends deeply into personal life as well. In an age where individuals manage complex financial, educational, and lifestyle responsibilities, Excel provides a simple yet powerful platform for personal organization and planning.
Managing personal finances is one of the most common personal uses of Excel. It allows individuals to create detailed budgets, track expenses, and monitor savings goals. By listing income sources and categorizing expenditures, users can easily calculate balances and identify areas where they can save. Formulas and charts make it easy to visualize spending patterns over time. For example, a monthly household budget spreadsheet can include rent, utilities, groceries, and entertainment expenses, helping individuals plan for long-term financial stability.
Excel also serves as an excellent tool for goal setting. Whether tracking fitness progress, planning academic goals, or organizing a travel itinerary, Excel helps visualize progress and stay accountable. Conditional formatting can be used to mark milestones or highlight overdue tasks, providing a clear and motivating overview. This level of organization encourages discipline and productivity in personal pursuits.
In a fast-paced world, time management is crucial. Excel spreadsheets can function as planners, calendars, or to-do lists, allowing individuals to organize daily, weekly, or monthly schedules. Tasks can be prioritized, deadlines set, and reminders added to ensure efficiency. Students, for example, can use Excel to track assignments and exam dates, while working professionals can plan their weekly activities and appointments.
Excel can even assist in managing household responsibilities. Families can use spreadsheets to track grocery lists, maintenance schedules, or family budgets. It can also be used to plan events, manage travel itineraries, or record health and fitness data for each family member. The ability to customize templates means Excel can be adapted for nearly any home management purpose.Using Excel enhances several valuable skills that contribute to personal growth. Learning to use formulas, manage data, and design reports develops logical thinking, attention to detail, and analytical ability. These are transferable skills that can be applied in multiple aspects of life, from career advancement to academic research. In fact, familiarity with Excel is often considered a core digital literacy skill in the 21st century.Beyond its specific applications, Excel holds a broader significance as a symbol of digital competence. In today’s job market, Excel proficiency is a fundamental requirement for many positions. Employers view it as an indicator of analytical thinking and problem-solving ability. Moreover, Excel bridges the gap between technical and non-technical users by offering a user-friendly interface for performing sophisticated operations. Its adaptability has allowed it to remain relevant even as newer technologies emerge, integrating seamlessly with tools such as Power BI, Python, and cloud-based platforms.
Furthermore, Excel contributes to the democratization of data — enabling ordinary individuals, not just data scientists or IT professionals, to analyze and interpret information effectively. This empowerment promotes informed decision-making at every level of society, from personal finance to global business.In conclusion, Microsoft Excel remains one of the most relevant and versatile tools in both professional and personal life. Its wide range of functions — from data management and analysis to visualization and automation — has made it indispensable in modern workplaces. Simultaneously, its accessibility and flexibility make it an equally valuable resource for managing personal finances, time, and goals. Excel’s enduring relevance lies in its ability to adapt to diverse needs, enhance productivity, and foster analytical thinking. As technology continues to evolve, Excel’s role as a foundational tool for organization, computation, and decision-making will undoubtedly continue to shape how people work, plan, and live in the digital era.
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Sheet 1

				The 10 Richest People in the World 2023

				Rank		Name		Age		Wealth ($bil)		Wealth per year

				1		Bernard Arnault & family		74		211		2.85

				2		Elon Musk		51		212

				3		Jeff Bezos		59		213

				4		Larry Ellison		78		214

				5		Warren Buffett		92		215

				6		Bill Gates		67		216

				7		Michael Bloomberg		81		217

				8		Carlos Slim & family		83		218

				9		Mukesh Ambani		65		219

				10		Steve Ballmer		67		220



										Total

										Average





Sheet2

				Name		Animal		Poohsticks score		Matches Played		Average Score

				Eeyore		Mammal		14		3		4.67

				Kanga		Marsupial		13		3

				Pooh Bear		Mammal		16		2

				Rabbit		Rodent		16		3

				Christopher Robin		Mammal		17		5

				Roo		Marsupial		12		2

				Wol		Bird		13		3

				Piglet		Mammal		17		5

				Tigger		Mammal		18		5

										Overall average
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		Customer sales order history

		Units sold pcm

		Customer		price per unit		Profit margin		Product		Jan-18		Feb-18		Mar-18		Apr-18		May-18		Jun-18		Jul-18		Aug-18		Sep-18		Oct-18		Nov-18		Dec-18		Jan-19		Feb-19		Mar-19		Apr-19		May-19		Jun-19		Jul-19		Aug-19		Sep-19		Oct-19		Nov-19		Dec-19		Monthly averages		Median		Range

		John		£0.05		30%		bottle		20000		20000		25000		30000		30000		30000		50000		50000		50000		30000		25000		20000		20000		20000		25000		30000		30000		30000		50000		50000		50000		30000		25000		20000		31667		30000		30000

				£1.15		25%		tray		2500		7000		3500		5000		6000		4500		5200		6300		1500		2500		6000		4000		3500		5000		4500		2500		6000		3500		7000		7000		3200		10000		6000		4000		4842		4842		8500

				£0.03		15%		pen		25000		20000		20000		15000		15000		15000		15000		2000		15000		20000		15000		10000		25000		20000		20000		15000		15000		15000		15000		2000		15000		20000		15000		10000		15583		15000		23000

				£0.27		20%		carton		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		0



																2018 summary table										2019 summary table								2020 summary table

														Product		Units sold		Profit						Product		Units sold		Profit				Product		Units sold		Profit

														bottle		380000		£5,700.00						bottle								bottle

														tray		54000								tray								tray

														pen		187000								pen								pen

														carton		120000								carton								carton

														Totals		741000		£5,700.00						Totals								Totals

																								change since 2018		-100%						change since 2019



		Customer		price per unit		Profit margin		Product		Jan-20		Feb-20		Mar-20		Apr-20		May-20		Jun-20		Jul-20		Aug-20		Sep-20		Oct-20		Nov-20		Dec-20

		John		£0.05		30%		bottle		20000		20000		20000		27000		27500		27500		35000		35000		40000		30000		25000		20000

				£1.15		25%		tray		3500		5000		4500		2500		6000		3500		7000		6000		4500		7000		6000		4000

				£0.03		15%		pen		25000		20000		20000		15000		15000		12000		12000		80000		15000		20000		15000		10000

				£0.27		20%		carton		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000
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