Portfolio 
I confirm that I have not presented any AI generated materials as my own work. 
I confirm that I have copies of my drafts, notes, and other resources I used, which I may be asked to provide in evidence.
Examples of AI statements if you have used AI
Example 1: 
I acknowledge the use of Grammarly (https://www.grammarly.com/) on Date to check my work using the prompt(s): 
1. Please check the following text for readability, grammar and syntax. 
I confirm that I have not presented any AI generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence. 
Example 2: 
I acknowledge the use of SciSpace (https://typeset.io/) on 7 March 2024 to support my research using the prompt(s): 
1. Please provide me with materials on the biology of the liver. 
2. Please provide me with materials on liver cells. 
I confirm that I have not presented any AI generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence. 
Example 3: 
I acknowledge the use of ChatGPT (https://chatgpt.com/) on 13 April 2024 to write my notes into submission format using the prompt(s): 
1. Please write up these bullet points as an essay paragraph at university level. 
I confirm that I have not presented any AI generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence. 
Example 4 - acknowledgement of the use of multiple AI tools: 
I acknowledge the use of SciSpace (https://typeset.io/) on 28 June 2024 to support my research using the prompt(s): 
1. Please provide me with materials on the American Civil War. 
2. Please provide me with materials on the reception of Gone with the Wind. 
I confirm that I have not presented any AI generated text as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before, and after the use of AI tools which I may be asked to provide in evidence. 
I acknowledge the use of Adobe Express (https://www.adobe.com/express/) on 24 June 2024 to edit photographic material: 
1. Remove background from Figure 1. 
I confirm that I have not presented any AI generated materials as my own work. I confirm that I have copies of my drafts, notes, and other resources I used before and after the use of AI tools which I may be asked to provide in evidence.
Task 1
Importance of Digital skills
Currently where technology is everywhere digital skills have become very important because people use digital skills every day on their phones, tablets ,T.V , computers and technology has become more normal everyday life to point that having digital skills is essential and useful. University and companies now expect people to be confident with there digital skills, with gathering information online, and being safe online (JISC, 2023).Developing good digital skills can only make things easier for you as they help you in many ways of doing things in a faster and more efficient way
Summary of JISC results
My results show a wide range of skills some of which are proficient while others may need a little work to be improved upon. The results show that I am very proficient in finding information online , Proficient for digital communication and collaboration ,Proficient for being digital ,capable in using digital tools , capable for digital creativity and problem solving ,capable for managing my digital learning ,capable for my digital preferences and needs. This shows I have a good foundation in total but also that I have a lot of room to grow and improve in areas like using new digital tools and improving my studying environment.
Strengths
One of my strengths are that I am very capable of searching for resources and information online. Being proficient in finding information and resources suggests that I will be able to find a lot of information online and then try to use credible sources. Information literacy is very important to making good quality assignments (Association of college and Research libraries, 2016).
Second strength is Digital communication and collaboration being proficient in this means I can communicate online effectively this is important because I may not have a lesson in person but online and participate effectively in these lessons. Being able to effectively communicate is highly valuable in any situation and in the workplace(OECD,2021).Being able to communicate effectively means I can contribute a lot to group tasks and communicate effectively with the others.
Weaknesses
One of my weaknesses in digital creativity and problem solving receiving a capable in shows that I have some ability in this area but lack the ability to making videos and media. As digital creativity is required in the workspace and universities (UNESCO ,2022) building skills in this area will be very important.
Second weakness being manging my digital learning. I need to try and improve my digital space and not to be afraid to ask others for hand and how to improve manging my digital learning. Need to use more tools like calendars , time management tools. Organizing Ur time is essential to succeed and is very crucial academically (Zimmerman ,2002).
Action plan
Goal one improve digital creativity skills
Specific
Learning how to create digital content online by exploring more digital tools to use to create content
Measurable
Try and make content or videos on new digital platforms that I haven’t used before at least 3 new things.
Achievable
Use free videos and content and resources online recommended by teachers or JISC report.
Time
Try and complete all this within next 4-8 weeks.
Goal two improve digital learning management
Specific
Set up a calendar to improve my time management and use things like OneNote to take notes on.
Measurable
Make a weekly study schedule and maintain it daily.
Achievable
Weekly should look at how to improve my digital learning management for 10-20 minutes.
Time
Spend 4-8 weeks to implement all my plans.
Conclusion 
Looking back at my JISC report has helped understand things I need to improve and what my strengths are. It has given me a clearer area to focus on. By improving on my current foundation, I can enhance my academic performance and my performance in the workplace. Digital literacy is essential for education and the workplace as it will make u successful and make u more employable. Developing these skills will help me with employees and in education helping me get better marks be more creative. The JISC report has gone more in-depth into what needs to be worked and gives more insight into what I needed to improve and ways in how to develop these skills. 
PS I didn’t get sent a digital certificate.
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Task 3
Introduction
Microsoft Excel is one of the most used digital tools in the world for work or education. As time has gone on, Excel has become a necessary skill in the workplace and education because it is used in all industries. Excel's ability to manage data creates spreadsheets, reports, or charts, making it a critical digital tool for all. I will be talking about Microsoft Excel, its importance, and examining some of the tools and abilities it has.
Main body
Excel is relevant because it has strong abilities to manage and analyze a lot of data. Excel provides a lot of tools for the user to use, like making tables, pivot tables, and charts, and with the use of formulas, can make things easier to do and complete in a faster time, where the calculations are done for you. Tools like pivot tables will allow you to sort Ur data no matter how large or small. Excel has so many functions to help you improve your work or enable you to complete work in a faster time. (Winston,2016) Excel's large range of capabilities has made it one of the most used digital tools. A lot of big companies still use Excel to this day.
Another area Excel is good at is budgeting. A lot of companies rely on Excel to do their financial planning, with Excel's range of capabilities, budgets can be tracked; however, the companies need them to be. With the use of formulas in Excel, any new or updated information will be corrected or added. For example, I created an Excel spreadsheet with formulas that calculate the total sum. (Frye,2018) says that Excel is the best for financial modelling because it’s easy to use and modify the work.
Excel's ability to change data from just numbers into visual pictures is extremely important, where u may need to use these charts to show data that is too big to read, for example, turning Ur data into a pie chart, bar chart, making it easy to turn numbers into something more visually representable. Making complex data into charts makes it easier for the user. (Walkenbach,2015) says that Excel enables the user to communicate complex information effectively.
Excel may play a crucial role in decision-making, especially in the workplace for people such as managers, because they can use Excel to test different scenarios with the data they already have. Using tools like Goal Seek or Solver, for example, a manager may take some data to create sales goals for the company. (Pournara and Wainer,2020) explains that these tools help managers to make decisions based on evidence rather than gut instincts. Excel has a wide range of abilities, which makes it useful in supply chain management, forecasting, scheduling, and inventory management.
Excel in an educational environment remains very important because it is a very useful digital tool for students and educators. It can support students across a variety of courses. Excel can help students organise information more easily, perform calculations faster with formula usage, and take Ur numerical data and transform it into charts so it is more visually representable. According to (Sinha and Kunduru 2021), Excel has become vital in education because it introduces basic skills to the user before they go on to use more advanced digital tools for their work. Excel may be the tool that introduces them to the usage of basic digital tools, and then to move on to more advanced tools when they are ready. Excel also has a lot of advanced tools on it, which they may go on to learn or use a different platform for other advanced tools to the user's liking.
Excel is also not just used in a professional fashion, but may be used by regular people to track household expenditure or even use it to make Ur schedule. People can use Excel at home to track and plan their finances better or for personal projects. Excel has considered that not all users may be familiar with the platform, and so has made it easier for them to use the platform and perform basic tasks with help online, if they need it.
Even though Excel may be an old tool compared to all the digital tools u may find, with its basic abilities to adapt to the user and easy usage for people who aren’t familiar with digital tools, it remains relevant for digital tools. The digital tool Excel is used everywhere in the world, and its basic and easy-to-use interface hasn’t changed since its release, making it easy to use and if u have used it previously, you won’t forget how to use it. Excel's compatibility with other digital tools like Word and OneDrive makes it suitable for a lot of usages and in varied areas. (Zhou,2019) mentions, as Excel evolves, it still has its basic structure, which is easy to understand for the user.
Conclusion
In this conclusion, Excel appears to be an essential digital tool across a wide range of areas in education and the workplace due to its ability in data analysis, budgeting, reports, formulas, charts, goal seek, and solver, allowing users to complete tasks at a faster pace and giving users more creative control over their work. Excel's adaptability makes it extremely useful in the workplace because u may need to change things at the last minute. People who understand how to use Excel are better equipped to analyse information.
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INTRODUCTION

‘We will be briefly covering what I have learned in this

assignment and seeing how it has helped with my own

personal growth and what I plan on doing forward.

‘We will outline some of my weaknesses and strengths.

Review my JISC results and discuss them.

LinkedIn learning.

Importance of digital tools in learning, Action plan.
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PERSONAL GROWTH/LINKEDIN LEARNING

« I have learned new skills from LinkedIn learning and have put some of these skills to use in the
assignment.

« «LinkedIn offers videos and tests to help you learn and understand the content. LinkedIn offers
a variety of videos on a lot of different digital tools for you to use.

* *From some of the research I had done, it's better to use digital tools as they prepare you for the
future.

« *Also, learning these digital tools also helps academically and, in the workplace, and has use for
personal things such as financial planning.

« «Digital tools can help you improve the quality of your work and give you methods to do the
work faster, such as using Excel formulas to do certain calculations for you.
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Expenditures Monthly

Household
Income and
Expenditures
Quantit
classification Price y Amount Income  Amount
Electric bill £120 1 £120 salary £2,000
Rent £550 1 £550 stocks £200
Gas £350 1 £50
Groceries £400 1 £400
Internet £35 1 £35
Insurance £200 1 £200
Savings £300 1 £300
Petrol £20 4 £80
® Electric bill # Rent ®Gas ® Groceries. ® Internet Entertainment £28 6 £168
Emergency fund ~ £207 1 £207

slnsurance  ® Savings # Petrol = Entertainment  # Emergency fund

Total £2,000 18 £2,200
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JISC RESULTS/STRENGTHS
AND WEAKNESSES

* *The JISC results have shown that I am proficient in
finding information online, digital communication, and
digital tool usage. All of these would be my strengths as
shown in the JISC results.

* *My weaknesses are Digital creativity, problem-solving,
and managing my digital learning. Both weaknesses are
highlighted in the JISC results.

* +Everyone has strengths and weaknesses; you just work to
improve upon the weaknesses.
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ACTION PLAN

The action plan was made considering the acronym SMART: specific, measurable, achievable,
time. Using Smart, I created an action plan with a structure to it.

Goal one: Improve digital creativity skills

Learning how to create digital content online by exploring more digital tools to use to create
content. Try to make content or videos on new digital platforms that I haven’t used before, at least
3 new things. Use free videos, content, and resources online recommended by teachers or the
JISC report. Try to complete all this within the next 4-8 weeks.

Goal two: Improve digital learning management

Set up a calendar to improve my time management and use things like OneNote to take notes on.
Make a weekly study schedule and maintain it daily. Weekly, I should look at how to improve my
digital learning management for 10-20 minutes. Spend 4-8 weeks implementing all my plans.
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IMPORTANCE OF DIGITAL TOOLS

+ *Excel is used in a variety of places at home, school, work, and in everyday life

* oIt helps people analyse large amounts of information in whichever format is available that you
prefer.

* Useful in financial planning, budgeting, formula usage.

«It can change numerical information to visual charts, for example, in Excel
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365) (2023)
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(Microsoft 365) (2023)




image3.png
Linked [l Learning

Excel Essential Training (Microsoft
365)

Courncamptadty Ay




image4.emf
Monthly Household Income and Expenditures 

classification Price Quantity Amount

Income Amount

Electric bill £120 1 £120 salary £2,000

Rent £550 1 £550 stocks £200

Gas £50 1 £50

Groceries £400 1 £400

Internet £35 1 £35

Insurance £200 1 £200

Savings £300 1 £300

Petrol £20 4 £80

Entertainment £28 6 £168

Emergency fund £297 1 £297

Total £2,000 18 £2,200
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Microsoft_Excel_Worksheet.xlsx
Sheet1

		Monthly Household Income and Expenditures 

		classification		Price		Quantity		Amount				Income		Amount

		Electric bill		£120		1		£120				salary		£2,000

		Rent		£550		1		£550				stocks		£200

		Gas		£50		1		£50

		Groceries		£400		1		£400

		Internet		£35		1		£35

		Insurance		£200		1		£200

		Savings		£300		1		£300

		Petrol		£20		4		£80

		Entertainment		£28		6		£168

		Emergency fund		£297		1		£297

		Total		£2,000		18		£2,200



Expenditures



Price	[CELLRANGE]
[CELLRANGE]
[CELLRANGE]
[CELLRANGE]
[CELLRANGE]
[CELLRANGE]
[CELLRANGE]
[CELLRANGE]
[CELLRANGE]
[CELLRANGE]

Electric bill	Rent	Gas	Groceries	Internet	Insurance	Savings	Petrol	Entertainment	Emergency fund	120	550	50	400	35	200	300	20	28	297	£120	£550	£50	£400	£35	£200	£300	£80	£168	£297	Quantity	
Electric bill	Rent	Gas	Groceries	Internet	Insurance	Savings	Petrol	Entertainment	Emergency fund	1	1	1	1	1	1	1	4	6	1	Amount	
Electric bill	Rent	Gas	Groceries	Internet	Insurance	Savings	Petrol	Entertainment	Emergency fund	120	550	50	400	35	200	300	80	168	297	

Income

Amount	
salary	stocks	2000	200	
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