DS 1 Template
My Screenshots/Photos
Screenshot/Photo 1 – Gmail
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	I use Gmail to communicate with customers, suppliers and my university. It helps me keep my emails organised.



Screenshot/Photo 2 – Google Calendar
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	I use Google Calendar to organise meetings, deadlines and important events. It helps me manage my time.





Screenshot/Photo 3 – Zoom
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	I use Zoom for online meetings with customers and university activities. It allows me to communicate from different locations.



Screenshot/Photo 4 – Instagram
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	I use Instagram to promote my business and share products with customers. It helps me reach more people online.





Screenshot/Photo 5 – Adobe Acrobat
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	I use Adobe Acrobat to open, read and edit PDF documents. It helps me prepare and manage professional files.





My Short Reflection
I use digital tools every day for my work and my studies. Gmail helps me communicate with customers and my university. Google Calendar helps me organise my meetings and important dates. I use Zoom for online meetings and Instagram to promote my business. I also use Adobe Acrobat to work with PDF documents. I want to improve my digital skills and learn more useful software. Digital skills are important because they help me work more efficiently and communicate professionally.
Submission Checklist
☑ I added 4–6 screenshots
☑ I wrote short sentences for each screenshot
☑ I wrote my short reflection
☑ My work is my own
☑ My file opens correctly
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