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[bookmark: _GoBack]DS3 Assessment: Digital Portfolio & Reflection
Portfolio Works (4 pieces of work)

1: Organised File Structure
What it shows:
A clear folder structure I created for my Digital Skills module with organised files and clear naming.
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Fig: 01 Organised Folder and files Created by me

Skills shown:
· Digital file organisation
· Clear naming conventions
· Folder management
Tools used:
· Windows File Explorer
· OneDrive
What I learned:
I learned how to create a clear folder structure so I can find my work quickly. I used to save files anywhere, but now I use folders like "Digital Skills > Week 1" and name files clearly like "DS_Week1_Notes.docx".

 2: Formatted Business Report
What it shows:
A one-page business report I formatted using headings, spacing, and clear layout.
[image: ]













Fig: 02 Business Report created by me

Skills shown:
· Document formatting in Word
· Using headings and spacing
· Making documents easy to read
Tools used:
· Microsoft Word
· Headings and styles
· Bullet points
What I learned:
I learned that good formatting helps readers understand information faster. Before this module, I did not use headings or spacing. Now I know how to make documents look professional and clear.

 3: Business Presentation Slide
What it shows:
A PowerPoint slide I designed for a business presentation with clear layout and one main idea.
Skills shown:
· PowerPoint design
· Clear visual communication
· Accessibility
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Fig: 03 Business Presentation slides created by me

Tools used:
· Microsoft PowerPoint
· PowerPoint Designer
· Accessibility Checker
What I learned:
I learned that good slides should be simple with one idea per slide. I used to put too much text on slides. Now I know how to use space, big fonts, and clear colours. I also learned about alt text for images.

4: Accessible Slide Design
What it shows:
A PowerPoint slide I made more accessible with clear text, good contrast, and alt text.
Skills shown:
· Accessibility in presentations
· Using PowerPoint tools
· Clear communication
Tools used:
· Microsoft PowerPoint
· Accessibility Checker
· Alt text
What I learned:
I learned that making slides accessible helps more people understand the message. I now check slide titles, add alt text to images, and make sure text is big enough. This is important in business because not everyone sees or reads in the same way.
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BUSINESS REPORT
Aveeno Ltd

Monthly Business Performance
August 2026

1. Introduction

This report provides a simple overview of the Aveeno Lid's business performance during the month. It highlights
key results, current progress and areas for improvement

2. Key Results

Area Result

Websfte visttors Tncreased by 25%
Social media followers Tncreased by 30%
New leads Tncreased by 20%
Sales conversion Tmproved by 15%

3. Main Findings

The Aveeno Ltd achieved positive results during the month. Website traffic and social media activity increased,
which helped generate more leads and improve conversions.

4. Recommendations

- Continue using social media regularly

- Create useful and engaging content

- Monitor website and sales performance

- Focus on activities that generate more customers.

5. Conclusion

Overall, business performance was positive. Continued focus on digital marketing, customer engagement and

regular performance monitoring can support further growth
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