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Task 3a

Office applications are software tools that help with productivity, communication, and data management. There are different types of office applications, such
as office suites, word processors, spreadsheets, presentations, email clients, note-taking apps, and cloud storage . Some of the most popular office
applications are from Microsoft Office 365, which include : Word, Excel, PowerPoint, Outlook, OneNote, Access, Publisher, SharePoint, Exchange Server,
‘Yammer, MyAnalytics, OneDrive, Skype for Business, Microsoft Teams [2]

Other office applications are from Google, such as : Docs, Sheets, and Slides, or from other providers, such as Docs to Go, Office Suite 8, Polaris
Office, WPS Mobile Office [1]
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Task 3b

Database, also called electronic database, any collection of data,or information, that is specially organized for rapid search and retrieval by a computer.
Databases are structured to facilitate the storage, retrieval, modification, and deletion of data in conjunction with various data-processing operations. A
database management system (DBMS) extracts information from the database in response to queries.[4] A database is an organized set of logically connected

data. The information transforms into helpful knowledge, structured and maintained to fit the user's needs. Apart from storing the data itself, a database also
keeps the relationships between data points. [3]

Typical examples include:

= Banking systems keep databases for clients, bank accounts, credits, transactions, etc.
= Universities use databases to record information about students, applications, grades, courses, etc.
= Commerce and e-commerce businesses store data about consumers, products .

= Human resources stores information about employees, taxes, benefits, etc
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A digital dashboard is an analysis tool that allows business users to monitor and analyze their most important data sources in real time. With interactive data
visualizations, digital dashboards allow for an improved decision-making process and continuous growth. The user can, then, oversee a number of critical
areas by displaying historical trends, actionable insights, and real-time information in a digestible, presentational format.[1] Here are some dashboard example :

Dundas Bl is one of the best Bl reporting tools that give you a complete control over your data. Dundas Bl dashboards are famous with their in-depth data
visualization and an easy-to-use interface. [2]

Datapine’s is a data analytics and visualization software that makes information discovery very simple. Their dashboards are so simple that you don't need any
data scientist skills to understand business information. [2]

Tableau is one of the leading Bl software solutions that aids businesses in visualizing and understanding data. It has it all - visually appealing dashboards that
are easy to create, collaboration capabilities, visualizations that can be seamlessly imported and shared [2]
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Data Analytics is the collection, transformation, and organization of data in order to draw conclusions, make predictions, and drive informed decision making.

Data analytics are tools that help collect large data and combine in graphs, maps to improve reports. Data analytics help a business optimize its performance,
perform more efficiently, maximize profit, or make more strategically-guided decisions. Data analytics relies on a variety of software tools ranging from
spreadsheets, data visualization, and reporting tools, data mining programs, or open-source languages for the greatest data manipulation.[3]

Today, data analysts have a broad range of software tools to help acquire data, store information, process data, and report findings. Data analysts also have
help when reporting or communicating findings. Both Tableau and Power Bl are data visualization and analysis tools to compile information, perform data
analytics, and distribute results via dashboards and reports. Microsoft Excel , Python, KNIME, and SAS are also often utilized .[4]

Here are some evidence of practical use of Tableau and Data analytics :
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Task 5 a

A collaboration tool helps people toAvailable : Collaboration tool - Wikipedia, the free encyclopedia

[2] Definitive guide for collaboration tools. Available :What is Collaboration Software? Types, Benefits and Features (kissflow.com)
[3] Google meet-apphiteboards. They can also include software tools and applications such as collaborative software. [1]

Collaboration software is designed to maximize teamwork effectiveness by providing a central platform where employees can openly share knowledge, data,
and documents to solve specific business problems or complete creative projects together. Team members interact from any location on the cloud, sparking

innovation and driving progress to boost profits and company growth. 2]

Some of the tools are free but some have monthly/yearly payment required. The most popular collaboration tools used are:

= Asana
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Gmail

Trello

Teamwork

Slack 4

(€]

Dropbox




image14.png
pornire TASK1 TASK2 TASK3 TASK4 TASK5 Q

Task 5b

In this days, everyone uses collaboration tools. We can study from home through this platform or just meet online with friends and family. In this task | will show

the key features of Google Meet !

Google Meet is one service for secure, high quality video meetings and calls, available for everyone, on any device. You can play games with family or
friends. You can also present business proposals or catch up face-to-face. Businesses, schools and other organisations can live stream meetings to 100,000
viewers within their domain . Guests can join from their computer using any modern web browser, with no software to install. On mobile devices, they can join
from the Google Meet app. Invite up to 500 internal or external participants to a meeting. [3 ]

L Google Meet
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Task 1. e-Commerce Website builders & e-Portfolio creation

Task 2. Mind-map of contemporary software applications

Task 3. Office Applications for creating storing, analysing & presenting information/data.

Task 4. Poster of Digital Dashboard and Data Analytics software. V4
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= E-commerce website are built to connect shoppers to products or services for trading online. On the most basic level, they provide everything we
need for online shopping. [1]

= The most popular e-commerce website builder is SHOPIFY with multichannel selling options and is very easy to use. [2] Is ideal for small or
large businesses. Shopify is a complete commerce platform that lets you start, grow and manage a business. You can sell in many places
,including web, mobile, social media, online marketplaces. [3]

Square online [2] is an e-commerce platform that allows businesses to sell products with built-in inventory management and the ability to accept
payment online. Square is a mobile payment company that offers a suite of business software, point-of-sale (POS) systems, payment hardware
products, and small business services. Unlike most payment processors, Square is available to businesses of all sizes and offers the most
comprehensive free POS system on the market. The Square payment and POS app has been downloaded more than 33 million times and has
more than 2 million active sellers. [4]

Bluehost [2] is one of the largest web hosting services around today. They are one of the top trusted hosting providers and they currently power
over two million websites worldwide. [5]

Wix [2] can be the best platform for small business offering everyday discounts . The Wix website builder offers a complete solution from enterprise-grade

infrastructure and business features to advanced SEO and marketing tools—enabling anyone to create and grow online. [ 6]
Other e-commerce website builders [2] :
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