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TASK 1
What are digital skills and why are they important

[bookmark: _Int_5pSxIDY7]Digital skills are the ability we use to navigate, understand and participate in the modern world of technology. They can include things like using a phone, laptop or computer to create documents. It can also include things like searching the internet to obtain information, communicating with others online and also understanding how digital tools work.as technology is evolving, digital skills are no longer optional as they are usually required for working, learning and staying connected.
To use digital skills, you are required to understand the basics which are things like understanding how to use a laptop, computer, tablet or phone. Simple actions like understanding how to access the internet, sending files or even just typing and clicking form the base of understanding digital skills. If someone struggles with the basics, they will find it very difficult to do schoolwork, apply for jobs or even fill out important forms. Having confidence in using everyday devices can help people be more independent and prepared for the tasks they may face in daily life.
Another part of digital skills is knowing how to acquire reliable information online as many sources are not reliable and can be very misleading. It is very important for people to know how to find reliable sources as the internet has a lot of information, this is one of the most important skills a person is required to have while using digital skills.

[bookmark: _Int_H1675zvK]Communication is also another aspect which has changed a lot because of technology. meetings, messages, emails and video calls have been normalised to being online and are regularly used in both schools and work places. It is important to be able to communicate online efficiently, one key skill is being able to collaborate with others and work together on a document together, so it is very important to understand how to work together online effectively and efficiently. These techniques allow people to work with classmates, teachers and co-workers without having to be with them in the same place.

Digital creativity is also another area that has become more valuable as people use it all the time. This includes making presentations, posters or even editing pictures or videos. Digital creativity is not a hard tool to adjust too so it is easy for even beginners to develop their skills and adjust very quickly. Many schools and workplaces require you to use digital creativity by making posters or presentation, so it is a very valuable skill to have.

One of the most important places digital skills are required are workplaces as many workplaces require employees to be able to send emails, create presentations and adjust to new software. It is usually much easier for people with good digital skills to get hired and be promoted to better roles because those who struggle may fall behind as it can limit their opportunities. Those with good digital skills usually find more opportunities and can open doors to more career paths.

It is highly recommended for people who use the internet to have good online safety and cyber security skills, there are many unsafe links, viruses and malware on the internet people use to try and steal information from you. This is one reason why you should be cautious while using the internet as your information can be put at risk. It is very Important to have good password management as all your data can be stolen if anyone has access to them. It is important that you create a strong password which is hard to guess while also using special characters. It is also important to know how Two factor authentication works and how you can activate it. Two factor authentication will help keep your password safe as it makes it more difficult for scammers and hackers to gain access to your account.

It is also very important to be able to know how to back up your data correctly. This is because it will be impossible to recover data that hasn’t been backed up. If a device is destroyed and is the only location of a copy of something important, the data will not be recoverable unless it has been backed up. Data can also be lost through other means such as a device been compromised or hacked which gives another reason to ensuring you have good online safety and cyber security skills.


TASK 2

I watched all the videos and completed the task, however i was unable to download the certificate.


TASK 3
Microsoft excel is a spreadsheet application and is one of the Microsoft packages. It was developed by Microsoft and allows users to store, analyse, virtualize, and organize their data. Using Microsoft excel you can also create and manage spreadsheets, these spreadsheets allow you to organize data into rows and columns making it a very simple way read and control. Due to its adaptability excel is usually the preferred choice of software for creating spreadsheets nowadays, it is very commonly used in the sectors of Finance, Accounting, Marketing, Research and Education. Professionals in these industries can leverage Excel’s features and formulas to boost their workflows. You can also use excel for making charts which can help you keep track of finances and budgeting. 
Businesses also use excel to look for trends, highs and lows. Excel is very efficient as it can also help entrepreneurs collaborate and work together to increase efficiency. It is much easier and time effective to gain information from charts rather than reading long paragraphs which saves business owners a lot of time while they try to search for data.
[bookmark: _Int_WZ73O0qb]Excel is also very efficient for problem solving as it forces you to think logically by sorting out formulas, organizing data, and also creating charts to help with developing problem-solving skills.
Using Microsoft excel can also help with making reports much easier. Excel charts, graphs and tables can help you to present information clearly. People like teachers, managers or clients can all turn raw data into something visual and presentable.
Thanks to many of excels features such as “remove duplicates”it is very easy to make, and present data clearly as excel provides many short cuts like this. Another short cut provided by excel is the SUM feature which allows you to add numbers together. The “AVERAGE” feature also allows you to find the average. The “COUNT” feature allows you to find out how many numbers are in a list quickly and efficiently, And the “MIN” and “MAX” features are a short and quicker way of showing the highest and lowest values. These tools are very good as they help prevent mistakes that are very easy to make especially when working with large amounts of data.
Pivot tables are another useful tool provided by Microsoft excel. They make it a lot easier for you to understand large amounts of data instead of having to go through long lists. A pivot table allows you to quickly summarize information for you. It helps you spot patterns and trends, compare numbers and see what the data is telling you. People use pivot tables to because they save time and make complicated data much simpler and clearer. This is especially good for businesses as they can use pivot tables to look for trends in the market and see what they have been doing well and where they can make improvements.
Microsoft excel also allows you to turn data into charts and graphs which makes it a lot easier to understand and share information instead of having to look through long lists of numbers. You can see patterns and trends from a glance and also track data over time.
In conclusion, Microsoft Excel is more than just a spreadsheet application. It is a tool that facilitates more intelligent work. It is crucial in many fields because of its capacity to arrange, compute, visualise, and analyse data. Excel proficiency opens doors in the workplace, in the classroom, and in daily life. Excel is still the preferred program for managing data despite the ongoing development of new technology, and this trend is likely to continue due to its versatility and usefulness.

I have created an example of a table on Microsoft excel and pasted it below 
	Grocery
	600

	utility bills
	280

	Eating out
	150

	Mortgages
	700

	Phone bills
	50

	Insurance
	145

	Leisure
	60

	Subscription
	40

	Travel
	200

	Council tax
	198

	Total
	2423
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