DS3: Digital Portfolio and Reflection
This assessment is to show evidence of learning and progress in digital skills throughout this module. The portfolio includes three digital pieces of work: a spreadsheet with the sales data, a PowerPoint slide with a summary on the business scenario and a 1-page digital layout designed in Adobe Express. These artefacts will demonstrate to you that I can work with digital tools and communicate information visually and professionally, and that I can reflect on my development.
My first artefact is a spreadsheet that summarises sales data. For this purpose, I gathered sample data from the sales of various products by region and month. I was using Microsoft Excel to organise data and present them visually, so as to emphasise important trends, using graphs like bar charts and pie charts. I created Excel formulas to compute total sales, average revenue per region and percentage growth over previous months. In this instance, I have organised, analyzed, and presented numerical data in a clear manner, a skill I have used in my business environment (Microsoft, 2023). At first, I struggled a bit with the use of complicated formulas, but by practicing, I grew more comfortable with formulas such as SUM, AVERAGE, and conditional formatting to make the spreadsheet easier to understand. This artefact demonstrates both technical competency and analytical thinking and the ability to convert raw information into meaningful knowledge.
The second artefact is a PowerPoint slide summarising the business scenario. The assignment had to be converting a scenario that my lecturer gave me into a brief and appealing slide. Content organisation was a big part of my focus when writing this scenario, with headings, bullets, and graphics used to highlight the most significant points of the scenario. I also added some charts from the Excel spreadsheet, adding context and adding a visual reinforcement of the data. Duarte (2019) has argued that good visual communication is simple, clarified and consistent between the visual and the written. It was difficult at first choosing the most relevant information and balancing the presentation of visuals with text. I learned to be aware of content and the use of visual hierarchy through iterative adjustments and peer feedback, to make the slide informative and engaging. This artefact demonstrates my skills in communicating and presenting complex information.
Third artefact is a one-page layout made in Adobe Express. In this task, I created a digital flyer that highlights some of the findings from the module business scenario. I was able to use Adobe Express to create a unified design using text, graphics and symbols. I worked on visual consistency, readability and aesthetic appeal, using some principles of design, including contrast, alignment and spacing (Lidwell et al., 2010). Initially, I struggled with finding color schemes and integrating text and visuals. I have begun to understand digital design principles through the exploration of templates and experimenting with layout and have become confident at making professional digital artefacts independently. This exercise also sparked creativity and added to the importance of electronic communications in the workplace.
In reviewing my entire portfolio, I have identified some important skills and learning attributes. First, I have improved my technological skills with several digital tools such as Excel, PowerPoint and Adobe Express. I can create digital layouts that are used to communicate information effectively as well as design visually appealing slides, and develop spreadsheets containing more complex formulas and charts. Second, I have gained analytical and problem-solving abilities that I have learned through analysis of data and presentation of insights in various formats. Thirdly, digital literacy is evident in the portfolio – not only the technical aspects of using tools but also an awareness of how to communicate professionally in a digital context (Ng, 2012).
Having the audio reflection gave me the opportunity to describe my learning process. I talked about the difficulties at the beginning of the module with using new tools, and choosing the most applicable information to be used in the creation of my digital artefacts. As the time passed, I grew more and more confident in my abilities to use these tools independently, take informed decisions regarding design, structure and presentation. I also thought about skills that are applicable outside of the module. Spreadsheet skills can be used in the workplace for reporting and budgeting, PowerPoint skills can be used for presentations and meetings, and design skills from Adobe Express can be applied to marketing materials and/or a professional portfolio.
Continuous improvement and self-directed learning are also highlighted in the portfolio and reflection. As I have continued to refine each artefact, and receive feedback, I have adopted a critical and evaluative approach to my work and learned how to improve it where needed (Brookfield, 2017). This is not only a help to improve the quality of my digital artefacts, but it also develops good practices that are key to good professional practice and future learning.
To conclude, DS3 has been a platform to reflect on what's learnt in this module and it shows that I am competent in digital tools, professional communication and reflective practice. As shown in the portfolio of three artefacts (spreadsheet, PowerPoint slide, and one-page digital layout), I have developed further and further.As seen in the portfolio of three artefacts (spreadsheet, PowerPoint slide and one-page digital layout) I have developed further and further. This assessment will further reinforce the need for the skills of digital literacy, analytical thinking and effective communication – essential for study, work and everyday life in a digitised world (Ng, 2012; Duarte, 2019).
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