What I've learnt so far in digital skills

[bookmark: _Int_VzmNJBWF]Week 1: In week 1 we discussed how to use Moodle confidently for course materials and submission. We were shown how to complete the Jisc chart, which is a discovery tool that we can see our strengths and weaknesses using digital skills and was told this is something we can look back on in the near future to see how much we have improved. We had to screenshot our marks and save onto our one drive. We were shown how to set up our Moodle with username and passwords also downloading the office 365 apps. Staff went through some rules for students at the university, about times, breaks, smoking, vaping, drinking and substances. 

Week 2: Week 2 we were shown how to send professional emails using subject's headings correctly but also how to respond and reply back to an email the right way also sharing with Phillipa and Shabia. We were also shown how to make separate folders, so it showed us how to be a bit more organized. We made some events on our calendars plus inviting them using this tool.




Week 3: Week 3 we were tought about data protection and cyber-attacks and the impact this has on companies, also what they did to prevent this from happening again. We discussed the importance of making sure that we understand that ChatGPT, Gemini and AI  doesn't always give out the correct information, and we learnt the pros and cons to this. These sorts of apps are good for generating long and short forms of text which help to solve problems and get a quick free response. 

week 4: Week 4 we were shown how to use Microsoft word properly making sure that we are confident with the App and we know how to create a clear well-structured and professionally formatted documents.
We discussed how to prepare high quality materials such as CV’S cover letters, reports and how to present with consistency. We were shown how to use @mentions to notify individuals or entire channels.We were also set homework this week. We must complete a 500-word essay on what we have learnt in class over the course of 4 weeks.
