DS 1 Template 
My Screenshots/Photos 
· Please add 4–6 screenshots or photos of your digital life. 
· You can use your phone or laptop. 
· For each screenshot, write one or two sentences explaining what it shows. 
Screenshot/Photo 1 
	Moodle page

I use Moodle page to access university classes, materials and assessments. This makes my life easier as I can find everything in one place and they are also accessible from everywhere.


Screenshot/Photo 2
	One note notebook

One note is an amazing tool to take note in class due to the freedom of play in the application and the accessibility of it. From separating and adding files on there it will also create a link for anything you copy and paste so you can go back to them if necessary, on top of that the collaboration between people is flawless as you can see the contributions people make live rather than having to wait and distribute the file after.


Screenshot/Photo 3
	Outlook
 
Outlook is an app I would not be able to live without. All the communication I receive from either university or work is going through here. From important updates like a change in classroom to marketing strategies for Christmas in my work environment, everything is in there.


Screenshot/Photo 4 
	Dayforce 

Dayforce is the platform I use to access my payslips, finalise the schedule for my team or recruit. Another important platform I could not live without as this helps me distribute my team accordingly to utilise their skills to the full potential but it also helps me keep track of the attendance, and recruit more team. 


Screenshot/Photo 5
	Teams
 
I use teams for work meetings that can’t be done in person. Team is a great tool to have for meetings when you work with people that are remote or in a different location, in my case, regional meetings are easier to arrange this way. Team will record the meeting and create a transcript so we can go back to or distribute whenever necessary. 


Screenshot/Photo 6
	Kallidus - Springboard
 
And last but not least, Kallidus. Kallidus is a training platform online that makes training so much more easier evolving with the world. You can find a history of the training you have done and the certificates received, but the most important is that it will prompt you of any upcoming trainings or overdue ones so they helping me keep track that my team has the latest training available to them which makes us compliant to up to date laws and legislations.




My Short Reflection 
· Write 5–8 simple sentences about your digital life. 
· You can use the sentence starters below if helpful. 
	In my every day life, Digital skills are a must as it’s the fasted and more efficient way to keep track of everything and get the most out of it, from personal life to professional life. Digital skills makes access and retention easier, I remember when as a child, my parents had a notebook with details such as, phone numbers, birthdays and addresses and now, or when we used to use a top up card at the corner payphone to communicate with my father that was working abroad. And now, I pick up the phone and FaceTime them anytime I have a chance. I am grateful for being able to access any of the material above from anywhere I am as I this allows me to be more proactive and excel in my work and everyday life I can easier keep track of my loved ones and ensure they are safe and they can do the same with me, but it also allows me to be more creative by taking some worries off me when it comes to ensuring my team is compliant with the latest legislation.


Sentence starters
· I use digital tools to … 
· I feel confident when I …
· I want to improve …
· I often use these tools: …
· I sometimes feel nervous about …
· I hope this module will help me …
· Digital skills are important for me because …
You can write more if you want.


Submission Checklist 
Before you submit, please check: 
​​​ ☐ I added 4–6 screenshots
☐ I wrote short sentences for each screenshot
☐ I wrote my short reflection
☐ My work is my own
☐ My file opens correctly
​​☐ My file opens correctly 
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Types of info:
* You learned about:
- Books
- Journals
- Audio-visuals
- Websites
- Social media
- Statistic and data
e These help you find different kinds of knowledge:
e Choose two types of info from the list
e Think about:
- When you use it for business?
- When would you not use it?
- What problems could it have?
MICHAEL PORTER 5 FORCES Definition (book about businesses)

ONS - Office for national statistic (ons.gov.uk)

Stages of information

* You learned that info can be:
- Primary (First hand info)

- Secondary (Second hand info)
- Tertiary (Third hand info)

Types of business information:
- Common business info includes:
- Business news -> What is happening now
- Company info -> About one business
- Reports -> Industry, market or financial facts
- Academic articles ->

Low level and high level info:

Low level would be easy to read for general public, can be found on company website.

High level would be more in depth info like a market research.
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