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For this task I created a professional word document. I learned how to:
· Add headings and titles
· Change font and colours 
· Insert page numbers 
· Format paragraph correctly 
· Added a clear title to the document 
· Used heading 1 style to organise sections 
· Formatted text using different fronts sizes and bold headings 
· Created a table of contents using the reference tab.
· Updated the table of contents after making changes
· Improved the layout to make the document easy to read and professional 
· Saved and edited the document independently 








excel
[image: ]
I used excel to organise information into a spreadsheet. I learned how to:
· Enter data 
· create charts 
· format cells 
· use formulas 


Teams 
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 I used teams to create a meeting on a particular date I did this by :
· Create a new teams meeting
· Schedule a meeting for a specific date and time 
· Add a meeting title 
· View meetings in the teams Calander. 
· 




















image3.png
S weekd - Saved v £ search @ - o x

@ s @D B 9~ C

Fle Home Insert Pagelayout Formulas Data Review View Automate Help Acrobat [ comments | [EREE
cut A > a g 3 AutoSum  ~ A [a7m]
i} [A ptostiamow <11 <A A B B wepTet [Geners B B [voma e 2B = H by EE [
B Copy ~ ¥
P e | ® U [E 2 A MergeaCenter ~ B8~ % 9 G K e O oo Neutral et Deete Format ou Sone Fnds. Addins | Crasendshre
Cipbourd 5 Font 5 Aignment 5 Number 5 s cans cating Addins | Adobe Adobat v
B29 v i fiv v
N s c o e f s m ki wmoa
.
:
5 [Fates w0
| o &
+ [oeaitd H
= — ™
| =
= w
e ®

i ChartTitle

25| the survey shows that most custmomers were sasfied withiver finess. There was 45 satsfisd esponses, compared wit 18 neutral and ot sasfisld. Overal custome feedbacolras posiive sugqesting that most members e hapy it the qym serosss

«

< > Sheett +  ———————————————————————————— >

Ready % Accessbilty: Investgate Average: 32.16656657  Count: 19 Sum: 193 §) Add-ins loaded successtuly [

H P Type here to search x * +.





image4.png
B Caendar- el AcwesFrempo. X | @ DS3 Assessment DiilPorfol X

outlook.office365.com/calendar/view/week AR - T

B School week | @ Week| & Month Filter applied

> Today > 20-26July, 2026 ~
20 21 22 23

Monday Tuesday Wednesday Thursday

8 Add calendar

8 Goto mybooking page

/My calendars

© Calendar

Show all

1204
NG s B

P Type here to search





image1.png
Prifysgol Cymru
% Y Drindod Dewi Sant

. University of Wales
Trinity Saint David

»




image2.png
@ avosee @D BB 9D~ 1) ©  CoverPage Certhe 2026 - Soved v
File Home Insert Design Layout References Mailngs Review View Help RCM Acrobat

B Add Tt~ 1 I nsert Encnote T B Menagesources  — B set Bbleofigures | P B insetndex | <P B nsert Tobe of Authorites
ab o) ge Sources ™)
[ Updte Toble B % syl [a0A < B 5]

5 Next Footnate

Table of Insert Insert Change  Insert Mark Mark
Contents v Footnote Citation~ [T] Bibliography +  Provider~ | Caption [ Cross-reference Entry Citation
Table of Contents Footnotes El Citations & Bibliography Captions Index Table of Authorities

Contents
Cover page. 3
Introduction... 3
Body. 3
Conclusion. 3

Page 1014 3words & [R English (United Kingdom)  Text Predictions: On % Accessibilty: Investigate

H P Type here to search

+.

AQ@ - o

[ comments | (2 eding - [B





