Digital Skills Portfolio
Carolina Mustatea


Outlook – emails and calendar
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· I learned how to navigate Outlook
· I learned how to reply to and send professional emails 
· Created calendar events
· Improved my organisation and communication skills

Microsoft Word
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· I learned how to create a Microsoft Word document 
· I learned how to insert screenshots 
· I changed fonts and sizes to make my writings more clear
· I became more confident in creating a document
Microsoft Excel
[image: ]
· I learned the basics of working in a Excel spreadsheet
· I learned how to create a basic table in Excel
· I added colours to make it more clear for others
· I gained a new skills that I never thought I would have

Sharing a Word Document and Comments
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· I learned that a document can be shared with others
· I found out that other people can view my work, edit it and add comments to it
· I understood that more people can work together on one document
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© Announcements

T Waming this module, please speak to your lecturer as soon as possible.

* Module information

I About this madule speak to the Assessments Team.
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Important! If you have started your studies In May 2026 and you cannot see 10 or more tles on

1f you have started your studies in January/February 2026 or earlier, then you will only be able to.
see 3 tles in this module space. That is deliberate, 50 don't worry. If you can see more tle, please
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Latte Cappuccino | Americano Tea Hot Chocolate
Monday 6 5 4 5 3
Tuesday 7 6 3 4 2
Wednesday 5 6 5 6 2
Thursday 9 8 5 7 4
Friday 8 7 5 6 3
Saturday 5 4 3 3 2
Sunday 2 2 2 2 3
Total Sold 42 38 27 33 19
Sold the most Latte
Sold the least Hot Chocolate
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