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Reflective essay about what I have learned during four weeks in Digital Skills module 


   This essay summarizes the learning and activities from the first four weeks of the digital Skills module. The module covered a range of topics, including introduction to the module and handbook, outlook and task management, Artificial intelligence and Microsoft 365 and Word.


· Week 1:
   In the first class we became familiar with the Uwtsd hub, how to access the module using the Uwtsd Hub. We had an overview of all the module information, Digital connectivity bursary, the handbook of the module and Final Assessment. The assessment consists of four tasks we must complete and a reading list. The first task is to write 700 hundred words about my assessment in Digital skills, using the report from JISC Discovery tool, badges earned and recommendations. The second task is about LinkedIn learning certificates (Word, Excel and PowerPoint). The third task is an Excel relevance essay with 1000 words. And the last task is a 7 minutes reflective presentation with a power point, describing what we learned and improve during the module.


· Week 2: 
  During this class we had a look on Outlook, all in one communication and organization tool, how to send, reply and manage emails effectively. The importance of writing a correct email, with clear subject line, correct layout and a polite and formal tone. We check how to manage the outlook inbox, create folders or rules. The use for the Calendar for schedule events, set reminders and manage the time. We have a look at a group of apps like Microsoft to Do app, that helps to synchronize tasks on mobile, check off completed tasks and create daily study checklist. We had a quick look at Trello app, is a visual project management and collaboration tool that helps to organize tasks and projects. Also, Microsoft Planner Overview is a task management tool that lets you create and assign tasks, it integrates with Microsoft teams and SharePoint. We did some tasks to get familiar with everything we cover in class.


· Week 3: 
   In this week we cover the definition of AI (Human Brain Simulation) and its ethical considerations and the importance of integrity in digital work, the significance of the data protection, especially through GDPR (General Data Protection Regulation) and hallucinations because AI can give incorrect answers, so we took in consideration the pros and cons of using AI. Finally, we touched on cybersecurity, individual rights, and why business collect data.


· Week 4:
   Our focus for this week was exploring Microsoft Office 365 and key applications like Word, that is essential for creating and editing documents; Excel for managing spreadsheets and performing complex data analysis; PowerPoint that helps to create engaging presentations; Outlook, Teams and OneDrive support effective communication, collaboration and secure cloud storage. 


   Over these weeks, we have been introducing standard learning elements for students in the digital era. Basic concepts of Microsoft office including Word, Excel, PowerPoint, Outlook, Teams and OneDrive to make us familiar with everything we need to complete the assessment and develop our digital skills. Also enhances us to navigate in professional environments, in productivity and collaboration in the workplace.
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