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I’m writing this essay to outline all the new knowledge that I have gained in the first semester. This new step in my life is very challenging, but exciting at the same time. I have gained basic understanding of some features that Microsoft 365 has. I’m aware that there is a wide range of features for me to explore and learn moving forward.
Fully motivated to discover the digital world starting with Jisc. Article Read (2012) explain the importance of the organisation Jisc give students better understanding of the digital tools and navigate students where to improve their digital skills. My first step was to completed Essential digital skills the Jisc questionnaire to assess my digital technology understanding then again now to clearly see my progress in digital skills. Comparing my first week to now, I have moved past the basics. I feel much more comfortable using Microsoft 365 to stay organised and manage my data. I still have a long way to improve specially with Digital creation and Problem solving I’m positive that I will success in those areas and many others my plan it’s to continue using LinkedIn learning tutorial videos at my free time which is every Sunday afternoon for hour at least. I learned how to write professional email correctly including all key factors. Finally, I know how to attach a file right way. Pinto (2024) describes Microsoft 365 like a key to work more efficiently using Outlook calendar to manage time better and stay organise. Learning about Microsoft Outlook I was overwhelmed at a beginning with all the possible feature I can use. Students know how to use technology like social media but found it difficult with educational tools (Ng, 2012). I’m developing my digital skills it’s starting to have a positive effect on me which makes me very happy. Manage my inbox using colours and different categories helps me to clearly see important emails. Also feature snooze keeping my inbox neat, I can set date, time when the email will appear at the top of my inbox ready for me. According to Cottrel (2024), it’s essential to understand digital tools well to be successful at university. Staying organised is vital for my studies Outlook calendar helps me to stay organised and update with all responsibilities. It is very simple to schedule, arrange and rearrange events. Individuals can book appointments, meetings etc. Microsoft teams it’s my favourite platform that combines communication through private, groups, and video calls chat also access to Word, Excel and PowerPoint. Teams are widely known for create a channel when working on a task.  Allows me to upload, edit and share my work on teams Makes it easier for me to communicate. Each member of the chat can create and share work on the same specific task e.g. add, amend or erase when needed. LinkedIn site plays the most important part on my academic journey, helping me to learn all about digital technology. Creating profile, making professional connections and exploring all the materials are provide by tutorials videos. Resent study Hazzam et al. (2024) found that LinkedIn learning helps students to gain better learning habits and be more prepared for work. Using PowerPoint for presentation, opens a creating side of me various image, videos, add my own audio is bit hard for my to do because I don’t like my voice recorded doesn’t sounds like me, but I will work on the uncomfortable feeling. In Chen (2023) article he points out that PowerPoint helps students to get their idea out more clearly using various images, picture by presenting slide show.  Recently discovered Canva, I’m starting to feel like I can create anything poster and business card the possibilities are endless. I use Microsoft Word to type my essays, amending documents, Bencsik (2017, p.137) recommending putting ideas into Word document helps businesses build team collaboration. Spelling checks its great feature helping me to improve my writing skills.
In conclusion I have gained confidence in Microsoft 365. I have explored more features of Microsoft 365 and started making use of it. There is still so much to learn, I’m actively using LinkedIn and learning from it. Expanding my digital technology knowledge even further.
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Task 3 
[bookmark: _Toc211605241]Essay on Relevance of Excel in professional and personal life.
In the digital world we are living today, numbers are everywhere. Whether we are checking a water bill or trying to save up for a summer trip we are dealing with data. This essay will explain the importance of Microsoft Excel by showing how family of four can make budget spreadsheet and track all their incomes and outcomes. 
Microsoft Ecxel is the main tool students use to handle all information’s. For student who just starting out, Excel can look scary at first large sheet with empty boxes. Developing Excel knowledge, it’s a great way to learn how to think clearly and solve problems (Abraham at el., (2021). Understanding the whole story what numbers trying to tell as and how numbers can be transformed to charts and graphs (Prodromou, 2017). Learning features that Microsoft Excel provides it one of the most practical skills for students, mastering fundamental spreadsheet skills early in university is a major advantage, students will find it much easier dealing with data (Rubin et al. 2025). Excel it’s a spreadsheet with columns which goes up and down and rows going side to side. For example, think of columns like my shopping list and rows the price to pay for each item. According to Bertaud (2018), the layout we use for each element is important to Excel system working right. When a row and column meet, they create a cell just like a puzzle need every peace to complete the whole picture also Excel need all cell information to be correct. Sorting family finance can be frustrating especially if their money coming in from multiple sources, staying on top of all family bills can be very challenging task to do. In situation like this one it’s ideal to find the truth about family of four finance using Excel spreadsheet. When applying something as sensitive as family budget using scenario manager found within the what if analysis tools on the data ribbon give a family the ability to find the exact capacity of their budget, showing them exactly how much ups and downs their can afford before it happens (Bates and Johnson, 2021). If one of family incomes increase or decrease simply change the one box in Excel, and instantly Excel will automatically create new calculations of yours saving and incomes. This helps families to have clear visual knowledge, improve their decisions by make better choices not just guessing anymore. Many studies (Van Borkulo et al.,2023) found that using spreadsheets helps families to see how different parts of their daily lives are connected by data information. Excel can even help families to guess what might happen in a future this feature calls predictive analytics (Brusco, 2020). Family can look at how much they spend last winter on gas and use Excel forecast sheet tool to know how much they need to save for next winter. In medical field Taylor et al. (2021) explains how rows and columns are used to analyse different treatments and found the best value for money of different medicine. Whether beginner learner or student in higher education learning about basic accounting (Cathey and Smith, 2020) or a doctor, Excel will give simple guidance to professional knowledge how to solve a problem (Brusco, 2022). In this family project on budget Excel will be using the same principles of rows columns to manage household resources. Instead of just a simple list of cost Excel lets as viewed the budget as a structured layout for the future. Each column represents different categories of spending like housing, food and savings. While each row tracked monthly progress. By organising finances, students can evaluate spending habits more clearly, Byrd (2021, p.1) proved that using digital tools to process information is a key skill. There is no need to use calculator any more instead using the SUM formula. It added everything up, then when needed to see how much money family have left each month simple use minus formula. It’s straightforward this method is called the Net Balance (Lantushenko et al.,2018). Changing the amount spend on food, the whole year’s budget updates itself. Just a long list of numbers is boring and hard to understand. Excel charts is an additional help to see expenses going up or down in a clearer view. Article by Miller (2014) argues that there is a strategic reason when we are choosing right tools between table which is use when need it to see exactly number, charts are used to see project going up or down. Pie chart shows all spending as a slice and can easily see that the biggest slice was rent and childcare. Seeing spending in a bright colours chart gives better understand where the money is going. Teacher uses similar graphs to help students learn how to read data (Bagley and Sheridan, 2021). The research by Kakegawa (2024) explains that Excel is essential it creates principle of linked data using practical recipes. This connects scattered spending into a financial clarity. In this family project it means that every cell was linked, they can simulate different financial futures by changing just one row of date. Moncada (2025) argues that the process of data cleaning transform messy numbers into intellectual capital, this allows doctors, managers and professionals to maintain data integrity and make trustworthy decisions. Excel is a friendly and practical choice for organising incomes and outcomes, using rows and columns we can turn spending records into a clear finance picture.
In conclusion Microsoft Excel it, more than just rows and columns. It’s a powerful tool helping as achieve much better control and deeper understanding, ability to predict the future when it’s come to budgeting, spending and so much more. Microsoft Excel skills are extremely important wherever on student journey to success in studies or employment career to achieve higher position in their profession. Even for a beginner using Excel gives able to use the same skills experts use to analysing data and making visual report. Digital technology is the future become an expert is essential.


	Income 
	Amount per month £££
	Expenditure
	Amount per month £££

	Wage 1
	
	Rent/Mortgage
	

	Wage 2
	
	Council tax
	

	Trust Funds
	
	Electric
	

	Stocks/Share payouts
	
	Gas
	

	Universal credit
	
	Water rates
	

	Student Finance 
	
	Food
	

	Other
	
	Car insurance
	

	
	
	Car Tax
	

	
	
	Fuel
	

	
	
	Child Care Costs
	

	
	
	Loans/credit cards 
	

	
	
	Other eg Birthdays/savings/holidays
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