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Reflection 
I have completed four weeks so far. The four weeks of the course have allowed me to understand the importance of digital skills in the 21st century, how AI and other tools like Microsoft can be used to make studying, working, and life a lot easier. 
Week 1 was focused on induction and familiarization with core platforms like Moodle, Turnitin, and the JISC Discovery Tool. The completion of the JISC Discovery Tool enabled me to identify where my digital competency is at present and what needs to be improved. I also learned how to use Moodle to find and navigate the course materials and how to use Turnitin to submit assignments and verify their originality. It also made me ask myself how online competencies relate to successful learning and performance.
Week 2 was covered with the theme of time management and task organization. I learned how to use Microsoft Outlook, Planner, manage my work, and schedule deadlines. The experience of adding assignment dates and reminders to Outlook can help in planning and getting rid of the last-minute stress. The lessons of this week helped me realize that one requires priorities, organization, not only academically, but also in other areas.
During Week 3, I was introduced to the role of Artificial Intelligence (AI) in education, as well as such critical issues as GDPR and cybersecurity. I gained an understanding of such tools as ChatGPT and Microsoft Copilot, and they can be used in a responsible way to help with research and writing. The academic integrity and the ethical application of AI discussions were quite interesting, as they emphasized the need to be honest, transparent, and acknowledge using digital tools in the appropriate way. The GDPR and cybersecurity sessions have also made me aware of how to secure personal data and stay safe in the online environment, which is vital in the modern digital environment. The current week broadened my perspective and knowledge of the fact that technology, ethics, and privacy are tightly related to contemporary education.
During Week 4, the emphasis was on Microsoft Office 365 Word, OneDrive, and Teams. I gained some practical knowledge on how to format documents, how to make up tables of content, and how to incorporate media. The process of learning to save and share files using OneDrive helped me become more collaborative with others, whereas using Teams taught me to become a better communicator both academically and professionally, these four weeks have made me more confident about my ability to use digital tools. I became more organized and more responsible, and effective in using 21st century technologies.
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