Week 1 – introduction
I was told do a skill check of my self by rating my self 1 to 5 out of 10 questions and learn the jisc digital tools, 2025 and also set up how to learn how to sign in to the hub app and use the app on my phone and desktop and how to sign in and out.
Week 2 – emails
I was shown how to send and received emails in a professional way in every day life and to communicate. To send one you must enter resendener adderess and clear the subject to write messages to a polite and a professional manner to bussiess,schools,loved one and work placements, making it an indispensable skills for mordern success.
Week 3 – AI & Ethics
I was shown how to use the Tools like chat GPT are powerful,but their use of personal data is governed by regualtions like GDPR this requires consent and transparancy how data is processed professnally. I learn how to use  notbook LM as its is really useful to use and Ive learnt GDPR protect our persanal data and cyber attack it’s a malisious way to atempt to breach and damages the stymes for unauthoried access to systems this is why I can only use AI in somethings as it give false information and chat GPT so its in a professonal way. This why having a strong password word don’t always matter as data proctection doesn’t always work and it can still be breched into as they can find all information regrading personal information on other people. Cyber attack have become a recurring theme in the news headlines over many of years and how its costing bussines and gaining big fines on the matter and having to understanding the rules you are the ones that is incontrolled of your data of every day life in your data privacy.
Week 4 – Digital skills office 365 and microsoft word
I was shown to use microsoft word, office 365 and micrsoft templates and meetings mastering word and the at office 365 suite is critical digit skill immense professional and personal value. Professionally, Proficency in these tools. Data driven spreedsheets and compelling presentations, with boosting productivity and career and office 365 facilitates and organsinions and calenders along with a task list and team meeting enhances everyday learning and progets in a every day life and also team meeting is really for everything as you can have group meeting and work comuitance while you anywhere in the world. One drive is good for storing backing and syncing files across devices that can not be lost due to collaboarating with others it gives you the acess to your documents photos and eveything else you need to gain your full acess to your files its good for securing important files and sharing the files and docements with control as they are saved and back up to one drive.

