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When I reflect on what I learned in the digital skills and research methods class on Microsoft teams I learned about digital literacy and how important digital literacy is for example especially in this day and age where almost everything is done by computer one has to have digital literacy skills to be able to type whatever one wants to say on a computer whether it be for business or social reasons one must also know how to navigate around a computer, when using a computer one will have to have digital skills to be able to access things like video chat for things like business meetings, social meetings and so forth even installing a mouse to a laptop one would need digital skills to be able to follow the instructions to install a mouse to a laptop, if one doesn't have digital skills one will turn on a computer and not know what to do next. Digital skills help businesses communicate with customers on social media and other platforms where the company will ask their customers to fill out a survey and customers will need digital skills to be able to know how to click the link for the survey the customer will also need digital skills to be able to know how to click each question and answer and if the customer is asked to give a brief description of something to do with the question digital skills is needed to know how to do that and finally digital skills is needed to send the survey once the survey has been completed. I learned about the four principles of digital literacy is 1. Comprehension, comprehension is said to be the first principle of digital literacy and the ability to extract implicit and explicit information from media. The 2nd one is Interdependence, interdependence means the state of being dependent upon one another. The 3rd one is Social Factors, social factors are the presence of social skills that show positive human values socialising in a digital setting like Microsoft teams for example with 20 participants everyone behaving in a positive manner. The 4th one is curation, curation is the process of gathering information that is relevant for the chosen subject and adding value to it.
I also learned about cloud storage and the benefits of cloud storage like OneDrive and iCloud for example I learned that cloud storage has four benefits the first benefit is usability and accessibility meaning cloud storage is very easy to use and the accessibility is very good especially if one has more than one device, if one has more than one device cloud storage can be accessed on all one’s devices and whatever work was done on any of one’s device when the work has been saved on that device it will automatically be saved on all one’s devices
The second one is cloud storage, cloud storage is cost efficient because one can pay a fee for a certain amount of cloud storage space and if one needs more cloud storage space one can simply buy more storage space from cloud storage this helps people when one’s desktop hard drive memory is full and one has to use memory sticks, one may have loads of memory sticks all over place in one’s place of work or in ones house with one’s saved data on it and if one has used all of one’s memory sticks one will not be able to save any more new data so those are some of the problems that cloud storage has eliminated.
The third one is convenient sharing of files, this is very good for if one attends a university because file’s can be shared with anyone in that university very easily, also for businesses they can share files and updated reports to their head office without any problems.
The fourth one is disaster recovery, disaster recovery is all of the information that is stored on cloud storage for businesses and personal reasons for people that if anything was to happen to one’s device for example if one losses their device when one gets another device one can download the cloud storage app to one’s new device once one has done that one can then sign in to cloud storage and download all of their content on one’s new device, this is very good for businesses because if it just so happens the business computer system’s in a business crashes for example nothing is working properly and the computer screens are constantly freezing because of a horrible virus managed to get into the computer systems causing the computer systems to not work properly that business may have to get a whole new set of computers, if the company does get new computers thankfully because of cloud storage that business can simply sign into to cloud storage on the new computers and retrieve all of the businesses data.
I also learned how modern technology has improved a lot of different area’s in businesses for example the use of credit card machines where customers can scan their credit card when paying for their items in a shop or store, before modern technology customers paying for items in a supermarket had to be paid for with money only, this resulted in tills being filled up to its maximum holding capacity with money also a lot of paper needed to be used for receipts if the paper in the till finished while in the middle of serving a customer that is paying for their shopping some of that customers shopping will not be recorded for the company, leading to the company’s profit figures not being correct also tills having a lot of money in them increased the chance of crime happening, criminal’s pulling out a knife or even worse a gun on the employee working on the till demanding the money that is in the till. With modern technology it has eliminated all of these problems customers can now scan their credit card, phone or device to pay for the customers items at a supermarket like Tesco, Asda, Sainsbury’s, Waitrose and many more stores and shop’s this allows stores and shops to have as little money in the tills as possible so the chance of a robbery happening is low also businesses profits are what they should be because most people nowadays pay by card for their items. Another thing I learned is how to collect data for whatever purpose I need to collect data for by creating a questionnaire with key questions on the questionnaire that will allow me to get the data I need to write my report on the subject, this was a very good experience for me because that was the first time I created a questionnaire, I created a questionnaire to collect data on the virtual learning environment experience on the survey monkey website to see if more students prefer online classes or to be in a classroom to my surprise more students preferred to be in the classroom as for myself I prefer online classes rather than to be in the classroom. I also collected 2 secondary data’s and in my report of the two secondary data’s the first secondary data found that 68% of students prefer to be in the classroom and on the second secondary data from another survey reported 61% of students prefer to be in the classroom.
I also learned about qualitative and quantitative data, qualitative data is for example the information I collected when I did the survey on survey monkey about the virtual learning experience another example is when I am in class and the lecturer is speaking and I am taking notes.
I also learned that there is two types of qualitative data nominal and ordinal, my understanding of nominal is it means lesser than for example I sell my brother a car at a nominal price meaning I sold the car too my brother for a price much less price than the car is worth. My understanding of ordinal is it is in a particular order, on Microsoft excel for example somewhere on the chart saying 11th 12th 13th 14th 15th 16th and so forth.
I also learned about the situation leadership model that has been studied and developed by Kenneth Blanchard and Paul Hersey. Situation leadership means a leader, manager or director must adjust his or her way of doing things to fit the development of the followers the leader, manager or director is trying to influence, the situation leadership model is in four sections delegating, participating, coaching and directing. Delegate means a leader, manager or director entrusting a task or responsibility to someone in their group where the leader, manager or director knows that the task given to that particular person in the group matches that particular person’s strength. Participating, in this model participating means for example the same leader, manager or director of the group actively participating in the task that the leader, manager or director gave to a member of the group  and helping that person to build confidence. Coaching, coaching means for the leader, manager or director to coach the members of his or her team helping each member of the team with their particular task the leader, manager or director has experience in those particular tasks. Directing, directing means the team has to be progressing in a particular direction for the team to succeed and achieve the teams goals, so the tasks that are given to each member of the team by the leader, manager or director has to be done and completed in the exact way the leader, manager or director of the group has said.
I also learned about abstract, abstract is when I am writing report’s I should make sure I have an abstract I learned that the abstract comes after the title and before the introduction which gives the reader a brief review of the study information.
I learned that many readers depend upon the abstract to give them enough information about the study so the person can decide whether or not they will take the time to read the entire study.
I learned about the typical elements in an abstract is B, b stands for background information meaning I should give the reader some background information about the study, the next one is P, p stands for purpose meaning what is the principle activity or purpose of the study and its scope the next one is M, m stands for methodology meaning I should explain to the reader what methodology I used in the study, the next one is R, r stands for results meaning I should write what the most important results are about the study and the last one is C, c stands for conclusion I learned that I should write a conclusion, statement or recommendation about the study for the reader.
I also learned about histograms for collecting quantitative data, histograms is a graph that is used to represent data on a frequency table where each frequency is represented by a rectangular block of different heights, on the frequency table the horizontal represents the thing that is being measured, according to https://asq.org/histogram histogram charts are a very helpful for data collection and a very good analysis tool.
I also learned more about data analysis, median, median is the middle number on a graph or chart for example one has a chart and on that chart it has 1 to 17 horizontally, the data analysis results are 14.5 for example because the results will be in between 14 and 15 on that chart that would be the median.
I also learned about inferential, inferential are the conclusions that have been reached from the evidence presented and the reasoning afterwards, I also learned that inferential descriptive statistics reports will show numerical summaries and statistical graphs showing the key parts of the collected data also inferential statistics allow one to test a theory or hypothesis.
I also learned about descriptive data. Descriptive data is a data summary summarising all of the collected data. 

