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My digital life, and the tools | already used. We learned in week 1.
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Check the information is true, correct, and suported by evidence with CRAAP.

In this artefact, show how my folder should be organized, also | learn to verify whether




Digital Safety

Formatting a business communication

Your task in Word

® Go through the short meeting agenda below (“Messy communication”)
* Add a clear heading
e |mprove spacing

e Use asimple list

Do not:

s rewrite the wording
¢ add new information

e correct grammar or style

Focus only on layout and readability.



KEY ACHIEVEMENTS THIS QUARTER

Increased customer engagement « Increased customer engagement
e ) ) ) )
Improved service delivery «  Improved service delivery
== ———
e +  Reduced response times »  Reduced response times
Completed internal training +  Completed internal training
In some teams, whils in

P Cnce raining has been completec. This makes it Gificut 1o assess whether traning
actities have the inented impact an perormance.

tal also hieh riance of hiawing time allocatsd far €
wiarking hours. Several respendants noted tat trainin e supected tobe

letest , which can and
Eompletion rates. Frowiting clearer guidance an when training should take place ang

arceftectivensss.

This actvity | learned how organizine a document so that itis easy to read and
understand.

| also learned how to use PowerPoint to create a graphis and present information
clearly

CONCLUSION:

In conclusion, | learned many useful digital skills in this module. | learned
how to use spreadsheets, send emails, create and edit documents in
Word, organize files and folders, and create presentations using



PowerPoint. How to use headings and bullets speling, gammar to make my
work clear and organized. These skills will help me in my studies and life.



