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i) Connect and collaborate from anywhere with
digital tools

Answer:

The task was to connect and collaborate from anywhere with digital tools. I choose the docs to
collaborate with others. In the task I have created a doc and wrote something and commented
and assigned a task to one of my friends to share his thoughts through a comment on docs.



III. Make a promotional flyer



IV: Communicating Using Email / Send Emails in the
workplace

Here I have emailed someone on the subject following up after an interview (for practice mailed
to me). After that i have replied to that mail and also have added files to learn more about
emails.



V. Avoid Online Scams

The Story of Selling Shoes

Phone call and suspicions:

● Is it a real buyer?
● The buyer did not answer how she did Kamar’s number
● What would have she done if Kamar was not selling those shoes if those were such

urgent?
● Rushing things and speaking on phones make people anxious and give people less time

to thing and that is what she really did there.

Email and Transcript:

● Kamar should be checking the payment very first even before the mail checking
● She again looked suspicious because of the rushiness she is showing
● Kamar should have looked at the other emails he had received from those companies

before
● Kamar should have asked the buyer how did she get his email

Should Kamar Ship the Shoes:

● Kamar should not ship his shoes
● She did not answer hod she got his number
● She tried to fool him using a fake email
● She tried to rush things very much

Decision: Kamar should not ship the shoes



Additional Notes:

● Asking for personal information on phone will  not be done
● Emails that look authentic may not be authentic if looked carefully
● While receiving payment, direct checking is better rather than email checking

VI: Create and Safeguards passwords



Here I have created a list of 10 passwords and have tried to find those passwords from 5000
most popular words and added a few suffixes and prefixes with them and then checkboxed the
passwords which were found in those 5000 most popular words.


