DS 1 Template 
My Screenshots/Photos 




Student name: Catalin Sion
Student ID: 2611669





Screenshot or Photo 1 Organising study files
	
Photo 1 Portable storage connected to a laptop
Source: Samsung Memory (2024)
This image features a laptop next to a portable storage device, illustrating the need to have coursework available to you and to have a backup copy. I can also organise briefs, readings, drafts and final work into clearly named folders which means I can easily find the correct version following the advice of organising work given in the module slides (University of Wales Trinity Saint David, n.d.).


Screenshot or Photo 2 Formatting a document
	
Photo 2 Typing and working on a laptop
Source: Hume, C. (2018)
This image captures an individual engaged in document preparation, likely for studying or working on a laptop. In writing my own, I will be able to maintain uniform layout using heading and body styles, making it easy for me to make formatting changes later on (Microsoft, n.d.a).


Screenshot or Photo 3 Practising spreadsheet calculations
	 
Photo 3 Working with tabular information on a laptop
Source: Bluestonex (2025)
This image depicts a mobile laptop computer with a person seated at a workstation, talking to tabular information, connecting with the data abilities utilized in service activities. Microsoft, n.d.b, in my own spreadsheet practice, I can use SUM to add a range of costs, then highlight the range of cells and compare to a manual calculation.


Screenshot or Photo 4 Planning study time
	

Photo 4 A calendar displayed on a smartphone
Source: Angor, S. (2023)
This photo is of a calendar on a phone which is a tool I can use to have important dates before me at all times. Study periods and reminders throughout the week, with a realistic approach for reading, research and drafting, would be helpful; however, I would still need to review unfinished tasks.


Screenshot or Photo 5 Searching and checking information
	 
Photo 5 Using Google on a laptop
Source: Firmbee.com (2021)
The initial place I will begin researching online is Google, which is illustrated in this photo, and can use the exact phrases and date filters to narrow down a search (Google, n.d.). After all, I can use CRAAP checks, note the author, provide a link and give the purpose, and then use the information, as explained in Week 3 (University of Wales Trinity Saint David, n.d.).


Screenshot or Photo 6 Protecting online accounts
	[Insert Photo/Screenshot below]
 
Photo 6 A padlock on a computer keyboard
Source: Bughdaryan, S. (2026)
This is a photo of a padlock on a computer keyboard that symbolizes security of the digital information, but does not necessarily mean that there is any security setting. I can set up a different password and 2 step verification for my important accounts that would protect me if my password was stolen (National Cyber Security Centre, n.d.).




My Short Reflection 
	I want to utilize digital tools to arrange my coursework, communicate clearly and prepare beneficial business information. The activities shown in these pictures involve file storage, writing documents, researching, planning and account security. I have to make a comparison of this routine to my current routine to determine the one area that I need to strengthen and the one that I need to practice more. For instance, saving is different from creating versions, as the right draft should be easy to locate later. I will be using SUM twice a week for 4 weeks and verifying each result manually before using it. When researching, I will document my sources and understand that “high position” does not necessarily mean reliable information, (CRAAP checks) (University of Wales Trinity Saint David, n.d.) I will also be checking the security of my email accounts and storage spaces as 2-step verification gives added security if my password is stolen (National Cyber Security Centre, n.d.). At the end of the module I want to be able to maintain and organize a distinctly labelled assignment folder, and to create a legible report, detailing how I have verified the evidence I have included.
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