Below screenshot shows the excel tool that I have used for creating table and charts.
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Below screenshot shows the Word tool that I have used for writing practice
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Below is the outlook tool that I have used the send email
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Q1) Why did you choose excel tool?

Ans, | chose Microsoft excel as it helps me make rows and columns. It helps me
calculate quickly. It can add, subtract, multiply numbers in a second. Easy pictures can
be created. Simple graphs and charts can be created. Excel helps you to share your
work with others. Data can be highlighted by using colour bar. | can make a grocery list,
budget and a financial report using Excel. The world uses the excel making things easy
and convenient for all (Lindquist, 2024).

Q2) What changes you made?

Ans, lincluded a simple diagram of the excel layout. | made bold cells, columns, rows,
so it can be visible clearly. | took the bullet points which was quick to read. | kept the
language simple and easy to understand.

Q3 How you improved your work?

Ans, lincluded a diagram of excel. | used bullet points. and bold text. | noticed that
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