
Welcome to Digital 
Skills
LCLM4002 Digital Skills
Week 9



Let’s remember last week!
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https://uwtsd.vevox.com/


Finished? Help others

• Remember, if you finish 
a task early, you are 
invited to help others.

• As soon as you finish, 
come to the front and get 
a Digital Helper badge

• Then go around the room 
and help others 
complete the task.
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What today is about
Building clear and professional business 
reports

Using structure to help people read and 
understand information

Learning how to use feedback and track 
changes in reports
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Remember: Part 3 of your assessment 
Is Due in Week 10!
• DS3: Digital Portfolio + Audio Reflection (40%) 
• Due: Week 10 
• What you do :

• Choose 3–5 pieces of digital work from this module. These 
can be from work you did in-class.  

• Record a short audio or video (a voice note is fine). 

• If you haven’t completed the guidance for DS3, you 
should be doing that quickly!
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Which report is easier to read

• You will see two report 
pages with the same 
content.

• Work on your own.
• We will discuss this 

together.

Your task
• Circle one or two things that 

make one report easier to 
read.

• Do not edit anything yet.
• Think about:

• Headings
• Spacing
• Layout
• How your eye moves on the 

page
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What makes a 
report readable?



Structure helps readers

• Reports are read, not 
presented.

• Readers often:
• Scan first
• Look for structure
• Then read details

• Structure helps readers:
• Find information
• Understand faster
• Avoid confusion
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Headings, spacing, and styles

• Good reports use:
• Headings to show sections
• Space to separate ideas
• Styles to keep formatting 

consistent
• These tools:

• Guide the eye
• Show importance
• Make pages calmer to read
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Tables and visuals need support

• Tables and visuals should:
• Be placed carefully
• Be introduced in the text
• Have clear titles or 

captions
• Good placement helps 

readers:
• Understand why the table 

is there
• Connect it to the text
• Avoid feeling lost
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Making Changes



Applying headings and styles in Word

• Open Moodle, go to Digital 
Skills, Week 9. 

• Download and open the plain 
text report paragraph in Word.

• Your task
• Apply heading styles
• Add spacing between 

sections
• Use styles only, not manual 

formatting
• Do not change any words.

• Focus on:
• Helping the reader scan the 

page
• Making sections easy to find
• Creating a calm and clear layout

• You will check your work with a 
partner.
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Pair check for readability

• Work with the person next 
to you.

What to do
• Look at each other’s report 

page.
• Talk about:

• One thing that is clearer 
because of the structure

• One place where the layout 
helps you find information 
quickly

• Do not suggest wording 
changes.

• This check is about 
structure, not writing.
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Numbering and layout control

• Continue with the same 
document

Your task
• Apply automatic 

numbering to your 
headings

• Adjust spacing before and 
after sections

• Do not change the words.

• Focus on
• Helping the reader follow the 

order of ideas
• Making the page easier to 

scan
• Keeping the layout calm and 

consistent
• You will do a quick check to 

see which layout is easier to 
follow.
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Pair check for layout and numbering

• Work with the person next to 
you.

What to do
• Look at each other’s report 

page.
• Talk about:

• Whether the numbering helps 
you follow the order of ideas

• Whether the spacing makes 
sections easy to see

• Which layout feels easier to 
scan as a reader

• Do not change the text.
• This check is about how the 

page guides the reader.
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Inserting visuals into reports

• Continue with the same 
document

• Download the Excel 
spreadsheet from Moodle, 
use the Training Requests tab

• Your task
• Choose the right type of chart
• Add the relevant data from 

Excel
• Position the chart so it does 

not interrupt reading
• Add a short caption to explain 

what it shows

• Use this model for your caption:
• Table 1: Short description of 

what the table or chart shows
• Do not change the main text 

yet.
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Pair check for charts

• Work with the person next to 
you.

What to do
• Look at each other’s report 

page.
• Talk about:

• Whether the chart type suits 
the data

• Whether the chart is placed 
clearly on the page

• Whether the caption explains 
what the chart shows

• Do not change the main text 
yet.

• This check is about supporting 
the reader, not fixing everything.
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Break time!
See you in 15 minutes 
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Making Changes Pt2



Tables in reports

• Continue working in the same report 
document.

• You will now add different 
information to support the report. 
Go to the second tab of the Excel 
Spreadsheet

Your task
• Insert a small table into a relevant 

section
• Adjust column width so all content is 

easy to read
• Check alignment of text and numbers
• Add a clear table title above the table

• Use this model for your title:
• Table 2: Overview of training delivery 

methods currently used
• Do not change the main text yet.
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Pair check for tables

• Work with the person next 
to you.

• What to do
• Look at each other’s report 

page.
• Do not suggest changes to 

the main text.
• This check is about 

helping the reader, not 
perfect data.

• Talk about:
• Whether the table title clearly 

explains what the table 
shows

• Whether the column width 
makes the table easy to read

• Whether the alignment helps 
you understand the 
information
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Bringing text and visuals together

• Look at your report page as a 
whole.

Your task
• Check how well:

• Text
• Headings
• Charts
• Tables
• Captions
• Spacing

• work together on the page.

• Think like a reader:
• Does the page feel clear and 

balanced
• Do visuals appear near the text 

they relate to
• Are captions easy to see and 

understand
• Does anything interrupt the flow 

of reading
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Pair check: Text and visuals together

• Work with the person 
next to you.

What to do
• Look at each other’s 

report page.
• Focus on the whole 

page, not small details.

• Talk about:
• Whether the visuals sit 

close to the text they relate 
to

• Whether captions are easy 
to notice and understand

• Whether the spacing helps 
the page feel clear and 
calm

24



Thinking about the whole report

• Please open VEVOX.
• Answer the question about your report page.
• There is no right or wrong answer.
• This helps us think about how structure and layout work 

together.
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Understanding Feedback
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Understanding feedback
Why feedback matters
• Feedback is not just about a mark.
• Feedback is there to help you:

• Understand what is working well
• See what needs improvement and why
• Learn how to approach future tasks more 

effectively

• Feedback helps you develop skills over time, 
not fix one piece of work.

What feedback is for
• Good use of feedback helps you:

• Improve structure and clarity
• Make better choices next time
• Understand academic expectations
• Build confidence across assessments

• Feedback is most useful when you read it 
carefully before making changes.

Important to remember
• Feedback comes in different forms.
• In Turnitin, feedback includes:

• Written comments
• Rubric criteria

• Both parts are important and work together.
• Understanding feedback is the first step before 

deciding what to do next.
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Feedback is for you
• Feedback is not a judgement of you or your 

effort.
• Feedback is there to:

• Support your learning
• Help you understand expectations
• Show you how to improve over time

• It is about development, not criticism.
Good feedback gives you:
• Clear guidance on what is working
• Direction on what to focus on next
• Tools to make better decisions in future work
Feedback is most useful when you:
• Read it carefully
• Take time to understand it
•  Use it to plan your next steps

Feedback in study and in work
• Receiving feedback is not just an academic 

skill.
• In business and professional environments:

• Colleagues review drafts
• Managers give comments on reports
• Teams suggest improvements

• Feedback helps improve:
• Quality
• Clarity
• Professional standards

• Using feedback well is a key professional skill.
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Understanding Turnitin feedback

• You will work with realistic 
Turnitin-style feedback.

Your task
• Work on your own.
• Read the written feedback
• Read the rubric feedback
• Highlight key phrases
• Decide what each point is 

asking you to improve

• For each point, note whether 
it relates to:

• Clarity
• Structure
• Presentation
• Academic approach

• This activity is about 
understanding feedback.
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What did you think?

30



Break time!
See you in 10 minutes 
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Using AI to support feedback 
understanding
• AI can help with understanding 

language, not making decisions.
• Your task

• Choose one piece of Turnitin feedback
• Paste it into an AI tool
• Use the provided prompt
• Read the AI output carefully

• Then:
• Compare it with the original feedback
• Delete or correct anything inaccurate
• Write one sentence explaining what the 

feedback means in practical terms
• You stay in control of the meaning.

• Use this prompt:

Rewrite this feedback 
in clear, simple 

language without 
changing its meaning. 

Do not add advice, 
solutions, or new 

interpretation.
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What did you think?

• AI was helpful when it:
• made the language 

clearer 
• reduced unfamiliar or 

dense wording
• YOU are responsible for 

understanding and 
implementing.
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From feedback to feedforward

• Feedback is most useful 
when it helps you plan 
ahead.

Your task
• Use the feedback you have 

just worked with.
• Create a short feedforward 

plan for your next piece of 
work, even if the task is 
different.

• Complete the prompts.

• Feedforward prompts
• One thing I will watch for next 

time is…
• One thing I would start earlier 

in my next task is…
• One structural or 

presentational habit I will 
carry forward is…

• Write short, clear 
responses.
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Turning feedback into advice

• Work with the person next to 
you.

Your task
• Share one piece of advice you 

would give someone starting 
their next assignment, based 
on what you noticed in the 
feedback.

• Use this stem if helpful:
• “One thing I would 

recommend next time is…”

• Do not share marks or read 
feedback aloud.

• This is about useful habits, not 
past work.
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Reflection Time!

Please write a short post including:

• One thing I learned this week about 
what makes a business report clear 
and easy to follow

• One thing I learned about improving 
a report using structure, layout, or 
visuals rather than rewriting text

• One thing I now understand better 
about how to read and use Turnitin 
feedback, including rubric feedback

• One thing I will do differently next 
time I receive feedback or start a 
new piece of written work

• You will post your answers on Moodle 
in the forum “Reflection Space – 
Individual”.

• Only you and the tutor can see your 
post.

• This is not marked.
• You do not need to share with the 

class.
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Recap



Today we learned how to:
Make business reports that are clear and easy to 
follow for the reader

Use headings, spacing, and numbering to create 
structure without rewriting text

Add charts and tables to reports and position 
them so they support understanding

Read and interpret Turnitin feedback, including 
written comments and rubric criteria

Turn feedback into feedforward, using it to plan 
and improve future work
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Homework for Week 10

Continue working on your 
DS3 assignment



Did you help others today?

• Remember to take a 
selfie with your badge

• Post it in the "Digital 
Helper" forum on 
Moodle

• Everyone that has 
helped will be 
recognised.
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Continue Your Microsoft Specialist 
Journey
• If you want to keep building your skills, 

continue what you started with MOS 
last week

• Remember:
• As a UWTSD student, the MOS 

courses and exams are free
• This is an extra opportunity to grow 

your digital skills
• You can study at your own pace
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