Homework 20th February 2025

Week 5

Until week five even if I did not attend all lecturers, caused by my leg injury I can say that I didn’t had any idea of what Outlook and Task Management means, also I did not had any experience with LinkedIn Learning or Microsoft Office 365 Word. But I’m thriving and extremely excited to develop my skills to this journey.
During my absence I found 	Moodle training to be interesting and offering me precious information about Microsoft word and outlook and I can say that I feel less confused in my Microsoft 365 journey
I have found myself gradually adapting to the new digital tools and platforms, and I am optimistic about making further progress as the weeks continue.
Based on my absence since 26th of January I am at the point where I achieve valuable information  from Power Point and Canva. 
My Digital and Personal skills gained during this 5 week of studies:  
Outlook 
· -writing professional's emails on Outlook 
· -organizing my inbox 
· -creating events on my calendar 
· -creating certain folders for important emails and flag it 
 
Microsoft Office 365 &Word 
-how to insert bullets and numbering 
· -inserting a page break                                                                               
· adding numbers on document pages                                                 
· adding documents into multiple columns                                                               
· creating digital content(documents)                                                    
· how to keep a paragraph together and line spacing  
· adjusting an entire page 
· paragraph spacing 
·  got to know most of the Ribbon options 
LinkedIn skills: 
· -how to create a profile  
· -what should I 2add on it to make it look professional 
· -the importance of getting done training on LinkedIn 
· -all the opportunities of learning and something different as are so many types of training on this platform 
· -how to connect with people 
· -how to make a professional profile photo for LinkedIn 
 
 
 I am looking forward to becoming professional on Microsoft Office 365 and all the other programs to achieve the best results and Professional Growth soon. Considering that I did not had any type of experience in Digital Era and my injury didn't helped me either I will try to my best in my next classes and also to allocate as much  time as I can studying in Moodle and LinkedIn , using Library and also the most important thing to never miss any more classes Information's get at the level I would like to until the end of the year, cause this it's my main Goal for 2026. 
I am really gratefull for everything you been teaching me. 
Thank you!

Kind regards,
Tudorita Atudori 
Student number:2531385 
 

