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DS1 Task 1 Completed Paper
My Screenshots/Photos 
Below are screenshots of some the apps I use mostly for everyday activities both for school and personal uses. I have also written one or two sentences below the pictures explaining what it shows. 
Screenshot/Photo 1 
	Microsoft Outlook Email App

This is a screenshot of my Microsoft Outlook Email app. I use it to receive my emails form work school or in my personal everyday life. I read the emails I receive and then reply to them accordingly. 
I also use it to communicate with my tutors and classmates at university. This app also has other tools like Calendar and To Do which come in handy for reminding me of deadlines I have to meet and also to help me stay organised with my work.


Screenshot/Photo 2
	The UWTSD-HWB App

This is a picture of my HWB school app platform. It has all the links to web pages, portals and platforms all students will need during their course of study at the university. 
I use it mainly to access Moodle where I do most of my learning, interactive classroom activities and the submission of my task and assessment papers. Whilst navigating its multiple pages and links, I sometimes feel overwhelmed by the vast amount of information available on it. 
I am confident I can overcome my feelings as I continue to use it every day and get better at it.


Screenshot/Photo 3
	PowerPoint App
 
This is a screenshot of my Microsoft PowerPoint app. It is one of the tools that I use in my lectures to prepare for my classes. 
Presentations containing detailed information regarding the modules are usually available so I can use it to prepare for the lectures. I am not very great at using it yet I but intend to continue working on my skills to become very good at it. 
I aim to use it in the future to create presentations for both work or study use.






Screenshot/Photo 4 
	LinkedIn App

This is the profile page of my LinkedIn App. LinkedIn is one of the best formal social media platforms out there and both individuals and businesses use it to find potential opportunities for themselves. 
I created my profile some time ago to help me find both jobs and business opportunities but I haven’t been very successful with it yet. As I improve my digital skills, I aim to revamp my profile, pick up some more qualifications and redesign my page and hopefully become a bit more successful at using to get job and business opportunities.


Screenshot/Photo 5
	Internet explorer App
 
This is the screenshot of the Internet Explorer search engine app. I use it every day to find reliable information on the worldwide web. I compare the information I find across many different sources when doing assignment and task to ensure the information I get is trustworthy and reliable. 
Once I have completed my research online, I use my findings alongside my original ideas and cite the quotes so it can be in line with the Harvard Referencing guidelines for the academic work I use it for. 
I also use it to keep up to date with news and events happening all around the world. It is quite an important tool that I can’t live without alongside my study apps and email app.



Screenshot/Photo 6
	Microsoft Word App
 
This is a screenshot of the word app. I use it to document my work in a presentable and acceptable manner. I also use it to complete my written assignments like this Digital Skills Task 1 paper. 
I use the formatting tools to edit my written notes and use the insert button to add pictures to make my write up clear and to increase the quality of my work. 
The word app is a very important app in the digital world of work and study and I am learning to be better at using it by signing up to become a Microsoft Office Specialist. I believe this will improve my digital skills and give me an advantage after my studies are completed and I transition into the working environment.




My Short Reflection 
	I use digital tools every day for both my studies and my personal life. They help me communicate, research information, organise my work and complete assignments more efficiently. I also use them to socialise and to find work.
I feel confident using the main applications like Microsoft Word, Outlook for Emails, LinkedIn for jobs and socialising, PowerPoint for presentations and Moodle for all my student learning tasks and studying. 
I am aware that some of these tools can be complicated with some advanced features that I have not yet learned, so I am confident that attending university and learning digital skills along with some other training courses like the Microsoft Office Specialist program will improve my digital skills and help me learn how to use them correctly. 
I often use some of these digital tools more than the others so I’ll be developing the digital skills I struggle with.
I also want to improve my skills with using the excel spreadsheets and PowerPoint presentation applications because these skills will be valuable in both my higher education studies and future employment. 
Digital skills are important for me because we are living in an increasingly digital world and I would like to be able to use all the digital tools available to me to make both my study and future career life easier and more successful. 
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TASK DESCRIPTION

Task 1: Reading & Notes (Equivalent 1.000 words) Deadline: Week 4 30%

In this task, you will create A3 notes based on a text provided in Week 3. You will then
upload a photo of your notes and answer five short questions about the text, along with a
one-sentence reflection, using the provided template.

=)

In-class steps to prepare for the task:

1. Take part in the Week 3 Notes — Understanding activity.
2. Create A3 notes (mind map) based on the text provided.
3. Upload a clear photo of your A3 notes to Moodle.

At-home steps to complete the task:

2. Answer the following questions using the template provided:
a. What is the main idea of the text?
b. What are two key points?
c. What part of the text did you find most important? Why? -
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