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[image: ]Word: 

  I used Microsoft Word when I was studying, then I stopped because I got married and had children. Now, after almost 12 years, I'm relearning how to use it. This is very important because it's widely used in the business world. I need more practice, but I'm improving every day.

[image: ]Excel:
   I took the course a long time ago, but now I'll have to relearn it. It's very important; Excel is widely used in business and teaches you how to organize spreadsheets and create charts. I know I need to practice more.
Powerpoint:
[image: ]
PowerPoint is my favorite tool; I used it a lot when I got my first computer. I learned to use it on my own and even taught my school friends how to use it. It was great for presenting schoolwork and showing things clearly and creatively. But now I need to relearn and practice more because my goal is to become a skilled professional.
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