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Task 3 : Irene Matias



FILE MANAGEMENT 

FORMATTING WORD DOCUMENTS 

PROFESSIONAL DIGITAL COMMUNICATION



Formatting word documents 

Documents words 

Add comments explaining 
the changes and the word 
choices you accept or 
replace

Email formal, writing 
clearly, editing or purpose 

Ethical Reuse of 
Digital Content



•Initial difficulty                           Confidence now
   Inconsistent formatting,                                                 Supports reference and links 

   Unstructured text,                                                              Improved Accessibility

   No titles or punctuation                                                   Easy to read (main idea)

•Improvement 
Check accessibility,

 Structured the text clearly,

 Use titles and consistent fonts



• Examples
Before (Initial difficulty)                                         After (improved)



File management

Create Folders 
Digital Skills, 
Academic skills 

Important 

Documents 

Inside each folder 
: slides, 
screenshots, Notes 



Initial difficulty                                                       Confidence now:                                    

Everything mixed together,  duplicates files or                              Keep files organized 
wrong files names.                                                                                      Identify  Messy Folder 
Lost time or hard to explain to other.                                                 Manage my time 
Appears irresponsible 

Improvement 

Clear name for file,
Organization files, images and documents



Examples
Before (Initial difficulty)                      After (improved) 



Professional Digital 
Communication

Formatting a Business 
Communication

Short Business Email 
Writing

Adjust your tone depending 
on who you are writing to.



•Initial difficulty                           Confidence now
Informal or unclear email,                                               Writing clear and professional 

Unstructured text unclear ideas                                    Use the person’s name

Confusing or missing something                                  Sign your own name

•Improvement 
Check grammar and spelling ,

 Greeting, main point, closing,

Adjust tone



Examples
After (improved) 



Conclusion: 
Evolution across the three topics:

Before learning these topics, I had difficulties: disorganized files, poorly 
structured texts, and a lack of confidence in professional 
communication. After learning, I was able to improve in all three areas.

I organize my files by category, I write clear and well-structured texts, 
and communicate professionally, controlling my tone and grammar.

  In the future, I will apply these skills in both my academic and 
professional life.


	Slide 1: DS3 portefolio
	Slide 2: File management   formatting word documents   professional digital communication
	Slide 3: Formatting word documents 
	Slide 4
	Slide 5: Examples Before (Initial difficulty)                                         After (improved)
	Slide 6: File management
	Slide 7
	Slide 8: Examples Before (Initial difficulty)                      After (improved) 
	Slide 9: Professional Digital Communication
	Slide 10
	Slide 11: Examples After (improved) 
	Slide 12: Conclusion: 

