	LCLM4002 Digital Skills - Term Overview 

	Week
	Focus
	Indicative content.

	




1
	
Introduction to the module.


Introduction to UWTSD Digi-Centre


Intro to Microsoft 365 skills 
	Term overview shared

Digital Skill –
· Moodle demonstrated.
· HWB and UWTSD Digi-centre explored. 
· Email and calendar on outlook.
· What is the one drive?
· Explore activity.
· What is MS Teams and how to use it. 
· 

	


2
	
Introduction of assignment and how to find lecture recordings

Digital skill – Using MS Word


	Assignment shared and guidance video released 

· What is Panopto and how to find lecture recordings. 


Digital Skill – MS Word – Creating, editing documents on MS Word.
· Font style, size,
· inserting page numbers and line spacing.
· page orientation,
· insert images and labelling.
· Setting up a template for a report.


	

3
	

Digital skill – Using MS PowerPoint
	Digital Skill – MS Power point – Creating and editing presentations on PowerPoint.
· Inserting slides
· Using design and templates.
· Inserting elements to slides, (images, hyperlinks, video, sound)
· Animation of slides.


	

4
	

Digital skill – Using MS Excel

	Digital Skill – MS Excel – Using MS Excel to:
· Creating and using a spreadsheet,
· calculating sum and means.
· Produce charts and graphs.

	
5
	
Digital Skill – Digital safety and critical awareness. 
	
Overview of key digital safety skills 

Critical skills – assessing online information and webpage type.  

Awareness of online risks, copyright and fraud. 


	
6
	
Assignment Workshop 

	
Workshop session to support completion of Task 1 and Task 2 



	

7
	
Digital Skill – Using Canva 
	
Exploring the free online design tool Canva
· Creation of design projects
· Collaborative use. 
· Digital design and marketing opportunities. 


	

8
	
Digital Skill – Using LinkedIn 
	
Exploring the social media platform LinkedIn. 
· Profile creation
· Use of LinkedIn for staff recruitment
Training opportunities from LinkedIn. 

	9
	Digital Skill – Using Websites and social media to connect with new customers. 
	Exploring how to critically evaluate a website and social media use. 
We will look at youtube, instagram and facebook. 

	

10
	
Workshop – Task 3
	
Workshop to support the completion of task 3 assignment. 





