What I Have Learned About Digital Skills
In today’s digital world, having strong computer skills is essential for education, work, and everyday life. Through learning digital tools such as Microsoft Excel, Word, and PowerPoint, I have developed a deeper understanding of how technology can make tasks easier, more organized, and more professional. Each of these programs has unique features that help in creating documents, analysing data, and presenting information effectively.
Microsoft Word was the first digital tool I learned to use with confidence. Word is a word-processing program that allows users to create, edit, and format text-based documents. I learned how to use different features such as font styles, paragraph spacing, and alignment to make documents look neat and professional. The use of tools like spell check and grammar correction has improved my writing accuracy, while the “Track Changes” and “Comments” features are helpful for reviewing and collaborating on group work. I also learned how to insert images, tables, and hyperlinks to make reports more engaging. Creating headings and page numbers. I’ve learned how to structure formal documents such as essays or reports. Overall, Word has helped me become more efficient and creative in presenting written information.
Microsoft Excel was more challenging at first, but it quickly became one of the most powerful tools I have learned to use. Excel is mainly used for organizing data, performing calculations, and creating charts. I learned how to enter data into cells, format spreadsheets, and use formulas. I also discovered how to use charts and graphs to visually represent data, making it easier to identify patterns and trends. Learning about sorting and filtering data has improved my ability to manage information efficiently. Excel has taught me the importance of accuracy and attention to detail, as one small error in a formula can affect an entire data set.
Microsoft PowerPoint has been an excellent tool for developing presentation skills. I learned how to create slides that communicate key ideas clearly and visually. Features such as slide layouts, transitions, and animations help make a presentation more dynamic and engaging. I also learned to balance visuals and text, ensuring that slides support the message without becoming cluttered. The ability to insert images, videos, and charts has made my presentations more interactive and informative. Practicing with PowerPoint has also improved my confidence, as I can now design slides that help guide my delivery when I have to give a presentation.
Overall, learning Excel, Word, and PowerPoint has significantly improved my digital literacy. These tools are not only useful for university projects but also for future careers, as they are widely used in business, education, and communication. I have learned how to organize information, present ideas professionally, and use technology to solve problems. Developing these digital skills has given me confidence in using computers effectively and prepared me for success in a digital-first world.

