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AI acknowledgment, I used Chat GPT to proofread my assignment and give me feedback on what’s good and what could be improved
Task 1 
Assessment of Digital Skills
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During this term, I have learned a wide range of digital skills that have made me much more confident in using technology for my studies. One of the first things we focused on was Moodle. I logged in using my student number and explored my module. At first, it was a bit confusing, but with practice, I started to move around the platform more easily. I also found where the student support resources are, which is really helpful because I now know where to go if I need assistance. One of the first tasks on Moodle was the Jisc digital capability self-assessment. Completing this activity helped me understand my strengths and areas for improvement, and I earned a digital badge for finishing it. I learned how to save the badge in a Word document so I could include it in my assignments, which made me feel proud of my achievement.
After Moodle, we moved on to Outlook. We learned how to access our emails through Moodle and how to manage the inbox effectively. A big part of this was understanding how to write clear, polite emails and making sure I sent them to the right person. I also explored the Outlook calendar, which was very useful. It reminded me of my class times and locations and using it helped me feel more organised and prepared for my lecture days. I found that having all my tasks and deadlines in one place reduced stress and made it easier to keep on top of my workload.
Another key part of the course was learning about artificial intelligence (AI). We discussed tools like ChatGPT and Notebook LM and explored how to use them responsibly. I learned how to ask effective questions, search for information properly, and make sure I still include my own ideas in assignments. AI can be a great support for learning, but it must be used carefully and ethically. I have started using ChatGPT to proofread my work, which has improved my confidence in writing and helped me check for errors without changing my ideas.
We also worked on Microsoft Word and OneDrive. I learned how to save my work online, which keeps it backed up and allows me to access it from any device. I also learned how to organise folders and adjust settings to keep documents tidy and easy to find. PowerPoint was another area where I gained new skills. I learned how to create a presentation from scratch, insert pictures, videos, and audio, and apply transitions across multiple slides. This made my presentations look more professional and creative, and I enjoyed experimenting with the different features to make my work visually engaging.
Working with spreadsheets was both challenging and rewarding. We practiced using formulas like SUM and AVERAGE and created simple spreadsheets from scratch. Initially, it felt a bit confusing, but once I understood the formulas, I found it easier and even enjoyable. I realised that spreadsheets are incredibly useful for planning, budgeting, and organising information, and the skills I learned can be applied in many areas of life.
We also explored how to create surveys and turn them into QR codes, which makes them easy for others to access on their phones. This helped me see how digital tools can make collecting information faster and more efficient.
Towards the end of the term, we explored LinkedIn Learning. I set up a professional profile, connected with others, and completed a short course that gave me a certificate. This experience showed me how I can continue developing skills online and highlighted the importance of having a strong professional presence for future careers.
Overall, this course has been very valuable. I feel more confident using a variety of digital tools, and I can see how they support both my studies and my future career. Learning how to use Moodle, the Jisc activity, Outlook, Word, PowerPoint, spreadsheets, surveys, AI, and LinkedIn Learning has made me more organised, independent, and capable. These skills will continue to be useful as I progress in my education and prepare for professional life. I now understand that digital literacy is not just about knowing how to use tools but also about using them thoughtfully, creatively, and responsibly to achieve better outcomes.
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Task 2 
LinkedIn Learning Certificates for Office365
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Task 3 
Essay on Relevance of Excel in professional and personal life.
Introduction
Microsoft Excel is one of the most widely used digital tools due to its flexibility, functionality, and accessibility. Its ability to organise, analyse, and visualise data makes it essential in both professional and personal contexts. In workplaces, Excel supports budgeting, financial planning, reporting, and data-driven decision-making. In personal life, it assists with household budgeting, event planning, and tracking individual goals. Through completing spreadsheet exercises, reflective tasks, and online Excel courses, I have gained practical experience that demonstrates Excel’s relevance in real-world situations. This essay examines how Excel is applied professionally and personally, discusses its benefits and limitations, and reflects on how using Excel improves digital competence.
Professional Applications of Excel
Excel is fundamental in many professional environments, especially within finance, accounting, business analysis, and project management. Its wide range of functions—such as SUM, IF, and AVERAGE—along with pivot tables and data-filtering tools, enables users to process and interpret large datasets efficiently (Microsoft, 2024). These features support accurate calculations and help organisations make informed decisions more quickly.
One of Excel’s most important professional uses is financial planning. Businesses rely on spreadsheets to create budgets, monitor expenditure, and forecast future revenue. Scenario modelling and what-if analysis allow managers to test different assumptions and evaluate potential outcomes, making Excel a practical tool for strategic planning (10XSheets, 2023). Small and medium-sized enterprises (SMEs) particularly value Excel because it offers robust analytical features without the cost associated with advanced financial software. As a result, Excel supports financial accuracy, data organisation, and improved workflow efficiency (Tawil et al., 2024).
Excel is also widely used for reporting and presenting data. Charts, graphs, and dashboards help translate complex information into clear visuals that can be understood by stakeholders with varying levels of technical skill. These features are especially valuable in professional meetings or performance reviews. Automation through macros allows organisations to reduce repetitive tasks, saving time and limiting the risk of human error (Microsoft, 2025).
Advanced tools such as Power Query and Power Pivot further enhance Excel’s usefulness by allowing the integration of multiple datasets and the creation of analytical models. These features transform Excel into a lightweight business intelligence tool and support more advanced forms of analysis without requiring specialist software (Akrem & Maspul, 2024).
Despite its advantages, Excel does have limitations. Because spreadsheets depend heavily on manual entry, they are vulnerable to human error, such as incorrect formulas or inconsistent data. Mistakes of this kind can impact the reliability of reports and decision-making (Phys.org, 2024). Version control also becomes problematic in collaborative settings. To address these challenges, organisations often introduce governance frameworks such as template validation, peer review, and controlled access (EuSpRIG, 2024). These practices help maintain data integrity and ensure Excel remains a dependable tool.
Personal Applications of Excel
Excel is equally valuable in personal life, where it improves organisation, planning, and financial management. One of the most common uses is household budgeting. Individuals can track income, expenses, and savings, while simple functions such as SUM and AVERAGE make financial calculations easy. Conditional formatting helps highlight overspending or progress toward savings goals, making budgeting more visual and engaging (Microsoft, 2024).
Excel is also useful for event planning. Whether preparing for a birthday, holiday, or family celebration, spreadsheets help manage tasks, timelines, and budgets. Colour coding and checklists create a clear overview of progress and ensure important details are not overlooked. This makes Excel a practical tool for personal organisation.
Goal tracking is another area where Excel supports personal development. Spreadsheets can monitor fitness routines, academic study schedules, or hobby progress. Creating charts and graphs provides visual motivation by displaying improvements over time (10XSheets, 2023). Pivot tables can also summarise weekly or monthly progress, helping individuals stay on track.
Using Excel regularly also strengthens personal data literacy. Working with formulas, charts, and structured tables helps individuals become more confident with data and digital tools. These skills are directly transferable to professional environments and contribute to greater digital competence and employability (Tawil et al., 2024).


Learning and Skill Development Through Excel
Practical experience this term, including creating income and expenditure spreadsheets, helped me develop confidence in using formulas, charts, and data-organisation features. These tasks demonstrated how Excel supports accuracy and efficiency in both personal and professional situations.
Reflective notes created alongside the spreadsheets emphasised the importance of structured data entry, clarity, and validation. Good spreadsheet design reduces error rates and improves reliability. Completing online Excel courses also strengthened my understanding of pivot tables, conditional formatting, and data visualisation techniques (Akrem & Maspul, 2024). Overall, these learning experiences expanded my digital competence and prepared me to use Excel effectively in future work and personal tasks.
Advantages and Limitations of Excel
Excel offers several advantages. It is widely accessible, easy to learn, and highly versatile. It supports data manipulation, automation, and integration with other Microsoft Office applications. Cloud-based sharing through OneDrive also improves collaboration and allows multiple users to edit a spreadsheet simultaneously (Microsoft, 2025). Visualisation tools make data easier to understand and communicate.
However, Excel still has limitations. It is vulnerable to human error, and complex spreadsheets can become difficult to manage (Phys.org, 2024). Large datasets may also cause performance issues (Oracle, 2024). Organisations and individuals can reduce these risks by using validation rules, structured workflows, and peer reviews to ensure accuracy (EuSpRIG, 2024).
Conclusion
Microsoft Excel remains highly relevant in both professional and personal settings. Professionally, it supports budgeting, financial forecasting, reporting, and decision-making. Personally, it helps with budgeting, event planning, and goal tracking. Through practical exercises and online learning, I have developed skills that demonstrate Excel’s versatility and importance. Although Excel has limitations, structured practices and careful design can minimise errors. Overall, Excel is a powerful tool that enhances organisation, productivity, and informed decision-making across a wide range of real-world situations.
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Expedinture January February March April May June July August SeptemberOctober NovemberDecemberTotal yearAverage

Rent £500 £500 £500 £500 £500 £500 £500 £500 £500 £500 £500 £500 £6,000 £923

Gas £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £480 £74

Electricity £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £480 £74

Water £30 £30 £30 £30 £30 £30 £30 £30 £30 £30 £30 £30 £360 £55

Food £600 £600 £600 £600 £600 £600 £600 £600 £600 £600 £600 £600 £7,200 £1,108

Fuel £200 £200 £200 £200 £200 £200 £200 £200 £200 £200 £200 £200 £2,400 £369

kids activities £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £100 £1,200 £185

internet £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £480 £74

Council tax £160 £160 £160 £160 £160 £160 £160 £160 £160 £160 £160 £160 £1,920 £295

phone £60 £60 £60 £60 £60 £60 £60 £60 £60 £60 £60 £60 £720 £111

car finance £600 £600 £600 £600 £600 £600 £600 £600 £600 £600 £600 £600 £7,200 £1,108

Total  £2,370 £2,370 £2,370 £2,370 £2,370 £2,370 £2,370 £2,370 £2,370 £2,370 £2,370 £2,370 £28,440 £4,375

Average £395 £395 £395 £395 £395 £395 £395 £395 £395 £395 £395 £395 £4,740 £729


image6.emf
income January February March April May June July August SeptemberOctober NovemberDecemberTotal year

wage1 £1,600 £1,600 £1,600 £1,600 £1,600 £1,600 £1,600 £1,600 £1,600 £1,600 £1,600 £1,600 £19,200

wage2 £900 £900 £900 £900 £900 £900 £900 £900 £900 £900 £900 £900 £10,800

child benifits £160 £160 £160 £160 £160 £160 £160 £160 £160 £160 £160 £160 £1,920

Total income £2,660 £2,660 £2,660 £2,660 £2,660 £2,660 £2,660 £2,660 £2,660 £2,660 £2,660 £2,660 £31,920

Average  £1,330 £1,330 £1,330 £1,330 £1,330 £1,330 £1,330 £1,330 £1,330 £1,330 £1,330 £1,330 £15,960
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