Essay

Before starting this essay, I reviewed the slides and notes from the past few weeks, and what I remember most from the first week is an introduction to the use of tools and how to access Moodle and important places for this course. Then, the following week, I remember that we learned how to use Outlook and did an activity simulating a situation in a group of five people. I also learned how to write a little more professionally, although I hope that later in the course, I will be able to learn in depth how to write professionally I also learned how to use the Outlook calendar a little bit. I tried to organize my next month there, but to be honest, I found it difficult. I need to do a little more research to be able to use that tool, although I did learn how to organize the Outlook inbox and how to search for specific emails. Then, in week 3 we studied artificial intelligence, looked at the pros and cons and how to use it correctly, although very generally, and we learned terms such as data and personal data. We did an activity researching a famous person we admire and saw how artificial intelligence often overrides ethics. Last week, which was the last week, we looked at Microsoft 360 and Word. I remember some important functions in meetings and how to use and create channels. I also learned that in the past and present there are cybersecurity issues and there have been breaches of personal information for many people, and I want to write more about last week because is what I remember more  In this class, we learned a lot about how to use Microsoft Word and Office 365 in general i realized that Word is not just for writing basic things, but that it has a lot of tools that help make documents more professional and organized.
And we saw how to use styles, headers, tables of contents, and even how to insert citations and bibliographies by the way I still struggling because my computer has different option for reference, We also learned how to review documents as a group using comments and track changes, which is great for teamwork.
And finally, I would like to say that I am learning a lot since I paused my studies for almost four years because I had to emigrate from my country. I feel that I am catching up and learning how to organize myself better using today's technology, and I feel that I am doing so week by week and what I liked learning most was about AI and how to use Outlook in a more professional way, since whenever I had to reply to emails, I did so in a way that was not very formal or very informal, and that sometimes gave a disinterested impression of me in my immigration and business processes. although I would like to have more hours in class to learn all this. 
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