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My digital skill -week1 to week10
Week 1 – Getting started
I learned what digital skills are and how they are important for university, communication and work. I also started using Moodle and online learning tools.
Week 2 - Organisation and study
I learned how to organise my digital files, check assessment information and manage my study materials. I also learned about professional digital tools such as LinkedIn.
Week 3 – Finding information
I learned how to search for useful information and check whether sources are reliable. I practised using the CRAAP approach to think about the quality of information.
Week 4 – Word and accessibility
I improved my Microsoft Word skills. I learned about formatting, editing and accessibility, including making documents easier for different people to read.
Week 5 – Referencing, AI and copyright
I learned how to record sources properly and why referencing is important. I learned that AI is not a source of information and that humans need to check AI output. I also learned about copyright and ethical use of online content. 
Week 6 – Editing
I learned how to improve documents by checking clarity, spelling, grammar and formatting. I also practised using Word tools such as comments and Track Changes.
Week 7 – Professional communication
I learned how to write professional emails and communicate appropriately with different audiences. I focused on clear language, polite tone and professional presentation.
Week 8 – PowerPoint
I learned how to create clear and effective presentations. I practised using readable text, suitable layouts and  accessibility features.
Week 9 – Business reports
I learned how to create professional reports using headings, structure, spacing and clear formatting. I also learned how feedback can help improve my work.
Week 10 – Portfolio and reflection
I brought my learning together in my digital portfolio. I learned to choose evidence that shows my progress and reflect on what I can now do better and more independently.
           So far I have improved on my digital skills 
* use digital tools for university study and communication;
* organise files, sources and study materials;
* search for information and judge whether sources are reliable;
* create and edit professional Word documents;
* communicate professionally through emails and digital platforms;
* create clear and accessible PowerPoint presentations;
* structure professional business reports;
* reference information correctly;
* use AI responsibly by checking its output rather than automatically trusting it;
* understand copyright and ethical use of online content. 
“The results of my learning show that I have improved my digital skills and become more confident in using technology for study and work. I can now organise information, create professional documents and presentations, communicate digitally and use online information more carefully. I have also developed a better understanding of responsible AI use, referencing, and copyright. Overall, the module has helped me become more independent and confident in my digital work.”


