Reflection 
These past 4 weeks of university, I’ve learnt quite a bit already. The first week was an induction week where i was shown how to access Moodle and work my ways around it, and also a brief overview on the modules id be doing throughout this course.

 In week 2 i was shown how to use outlook and how to professionally format an email. I was put into a group and in that group, we created a professional email about a party invite and sent it to each other, which wasn't too complicated to do. I also learnt how to schedule a meeting on the calendar which was also quite straight forward to do.

Week 3 I learnt about Artificial Intelligence so like chat GPT and the pros and cons it has, so for example some pros are; its quick, its free, it can generate long, and short form of texts and much more. Some cons are that it can somtimes give the wrong information, some limited knowledge of world and events after 2021 and much more.
I also learnt things on what data and GDPR is, GDPR stands for General Data Protection Regulation. Also, I learnt about personal data and what it includes such as, name and surname, home address, email address, ID number, internet address. I then done a task where I searched up a celeb to find some personal information on them. I searched up tom Hardy, I only found his name date of birth and his parents name and some facts about him, no email address or number. I then had another task where I was put into a group of four and we all had to do some research on some companies that had a data breach, how it happened, what effects it had and what was done because of the breach, we looked up the social media platform Facebook and answered those questions.

On week 4 I learnt how to use and navigate through Microsoft office 365. I learnt that Microsoft office is a tool used to create presentations, organising data and also managing data. I learnt how to use PowerPoint which wasn't tricky because it is one of the main tools I’ve used in college, so I still had good memory with that. Also, I was shown how to use word which I was also familiar with, but I did learn few new things. I was shown how to add citations onto the word document which was something I didn't know was a thing. Another thing I did was teams and I was shown how to create a group and how to join calls and use the tool bars provided. I was put into a group, and we had to get used to messaging and add links into the chat.
