


Digital skills for work

Digital wellbeing

Digital identity management

Digital learning activities

Preparing for digital learning

Digital innovation

Problem solving

Digrtal creation

Digital proficiency

Digital productivity

Information literacy

Media literacy

Data literacy

Digital communication

Digital collaboration

Digital participation
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» Infroduction: By the end of week 1 we got to be able to navigate through
confidently for course materials and subbmissions. We learned how to access and rmitfin
for assignment submissions, understand the module structure, assignments and as Nt

criteria, complete the JISC Discovery Tool assessment, set up and access Office 365 products
and understand the digital skills development pathway.

» Outlook & Task Management: By the end of week 2 we got to learn how to

navigate Microsoft Outlook efficiently and professionally, manage our inbox using rules, folders
and organisation strategies, how to create and manage calendar events with reminders and
invitations, how to use Outlook’s task management features effectively and how to add
assignments deadlines 1o our Outlook calendar.

» Artificial In’relligence: By the end of week 3 we got 1o learn how Artificial Inteligence

works and what are the pro's and con's. Three perfect examples of pro's are that some of
them Artificial Inteligence welbsites are free 1o use, they provide specific responses, can
generate long or short form texts and helps with problem-solving. Some of the con's are that
may occasionally generate incorrect information, may occasionally produce harmiul
instructions or biased content and there is imited knowledge of world and events after 2021
because it is updating constantly.



» Microsoft Office 365: Thorugh out the course we got to learn how to use
Word confidently and effectively, how to create clear, well-structured, and profe Ily
formatted document, how to apply formatting, referencing, and collaboration to support
academic assignemnts, how to prepare high-quality professional materials such as CVs, cover
letters, and reports, and also how to organize and present personal projects with clarity and
consistency.
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» PowerPoint: By the end of week 6 we went through PowerPoint and got tfo learn how to
use the key tools and layout options available in Microsoft PowerPoint, how to integrate
transitions, animations, and multimedia effectively into presentations, how to record and
export PowerPoint presentations in PPTX and PDF formats, and by the end of the session we
learned how to design a 5-slide presentation and present it using Presenter View and
PowerPoint Live in online settings.

» Excel: By week 7 we got to talk about Excel and what are the objectives behind this Digital
Tool such as how to understand the different types of data analysis and their uses within a
business context, how to use basic features in Microsoft Excel and how to interpret data for
strateqgic, tactical and operational decision-making.



» Microsoft Forms: By week 8 we digged in Microsoft Forms where we aime
about Questionnaire Design and how to increase knowledge of what is questio
design and how to create and use one affectively. We have covered question
question wording, question order, length, layout and formating, pretesting and ethical
considerations. We also had to make a feedback questionnare wich you can scan it
through the QR code from the last slide.
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» LinkedIn Leorning: By week 9 we got to get through Linkeldn Learning and learn that
it is an online educational platform offering a vast array of video courses across business,
creative, and technical disciplines;these courses are delivered by industry experts and are
designed to support both professional and personal development; and also the platform
provides users with acces 1o a wide range of courses taught by industry experts, with many
new courses added weekly.
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