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Introduction
In the current technology-updating world, to be a successful student, employee and why not in personal life, you have to be able to operate a computer, smartphone or any other digital device. The skill to interact, cooperate, create, and address issues in a variety of online contexts is possible due to the efficiency in digital tools (Bobkina and Romero, 2023).
 With the changing technology, students and professionals will be required to have a high level of knowledge in various fields of digital nature. It is quite important to develop these abilities as part of the academic as well as employability in the contemporary workforce. To assess my existing skills and define my areas of development, I took the JISC Digital Capability test and took part in the IDEA (Inspiring Digital Enterprise Award) programme. And currently I have progress by  achieving the Citizen Badges (digital awareness ,safety and ethics, digital ethics),(worker badges, tools and techniques which are useful in the workplace, collaboration ,digital portfolios) These tools gave me valuable information on my strengths, weaknesses and growth opportunities in the digital world.

Summary of JISC Results
The JISC test give me a graphical understanding of my digital skills in various areas. My best strength was in digital communication, digital proficiency, and digital wellbeing, which revealed that I can share information, collaborating with other people, and performing academic work using online resources efficiently. My media literacy and information literacy were also good, which means that I can find, and use the online materials (Kwiatkowska and Wiśniewska-Nogaj, 2022). However, my scores have shown that I have weak points in digital collaboration and digital innovation, and I have to develop my skills in digital collaboration  and creative content and applying technology solutions. Overall the JISC picture is demonstrating a good ground of my digital competence but also the need to diversify my collaboration and innovation capabilities to achieve a good level of knowledge in the field of digital tools.
Strengths and Weaknesses
Digital communication is one of my major strengths. Email and Microsoft Teams are some the tools that I can use to communicate effectively and share information. The skill that can assist me in time management, group work, and professional networking on the internet (Stofkova et al., 2022). Digital skills for work are also another strength that I have. I collaborate without apprehension in group settings where there is a resource and task coordination using cloud-based applications such as OneDrive.
Although there were these strengths, two key weaknesses were found :digital learning activities and digital collaboration.  The former is digital creation that entails creation and sharing of digital content like images, videos, and presentations (Muammar et al., 2023). Even though I have the iDEA Graphic Design badge (October 2025), where I learned about the basics of design, I still need more practise to be able to produce works like an expert. Another weakness is the digital innovation or the use of technology in what is known as a creatively way of coming up with new ideas.
Action Plan: SMART Goals
To improve my weak points, I have designed some SMART goals.
My short-term objective is to enhance my digital making skills with the help of online courses in digital media (Tomczyk, 2021). My commitment will be two hours each week and I am hoping to graduate with certificates by June 2026.
Another objective that I have is to improve my digital innovation and problem-solving abilities by attending a digital innovation challenge. I intend to finish and deliver a creative digital project by June 2026, which will prompt me to test new technologies and create useful solutions to the real-world problems.
Conclusion
 In conclusion my ability to use digital tools from the beginning  of the JISC test  until now and seeing the  results of the JISC test like  my weakness and my  strengths, I  know that I have done a huge progress visible by  the iDEA  programme  were I have achieved the bronze level  has been thought-provoking as well as inspiring. I have also discovered that I possess distinct strengths of communication and collaboration, and weaknesses of creation and innovation which I am working on using formal objectives. Using my SMART plan, I will be a more confident, creative, and flexible digital learner. Enhancing them will not only help me do better in my studies but also help me get ready to take the career opportunities in the future. In the rapidly digitalised world, it is important to constantly evolve digital competencies to succeed, become flexible, and become a lifelong learner.
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Introduction
The digital tools are becoming a vital part of finding organisation, analysis, and presentation of information in the modern data-driven civilization. Of these Microsoft Excel is one of the most powerful and popular applications. It also gives the users the capabilities of handling data, computing as well as displaying findings in a clear and precise manner. Excel is a software worldwide both in the academic, professional and personal settings, and as such, it forms a crucial component of digital literacy. This essay explains the relevance and the importance of Microsoft Excel and how it would help in the data analysis, budgeting, reporting, and decision making (Al Maruf et al., 2022). It also contains a real-life example of a household income and expenditure spreadsheet made to show the capabilities of Excel that includes formulas, charts, and tables of data.
Excel for Data Analysis
This is one of the fundamental strengths of Microsoft Excel because it can be used to support data analysis. Excel enables users to arrange a lot of data in a systematically arranged structure in form of rows, columns, and tables. It contains formulas as SUM, average and IF, which assist users to process and interpret data effectively (Chen, 2025). As an example, a teacher may use Excel to compute the average marks of the students in order to see who requires additional assistance, whereas a small business owner can learn the trends in sales and chart patterns of the sales on a monthly basis.
The fact that Excel can make charts and graphs including line graphs and bar charts enables the user to get a clear picture of his or her information. Such visualisation of data enables those trends and outliers to be spotted in the shortest time possible, and therefore the analysis becomes more meaningful. Excel helps convert raw data into useful information that can be used to make good decisions through these functions.
Excel for Budgeting and Financial Management
Excel is more useful especially in budgeting and financial management both at personal and professional levels. It assists people and businesses to keep track of revenue and expenses, add up total automatically, and track the movement of finances across time (Imam et al., 2022). The household uses Excel to illustrate as an example where they can use the spreadsheet to record their monthly wages and benefits and expenses incurred like rent, food, and utilities.
The SUM formula may add up the monthly earnings or spending in form of expenditure, whereas SUMIF may count the money spent on items, e.g. transportation, leisure etc. The users are also able to use conditional formatting to reflect the overspending i.e. indicate the expense above 500 in red (Kumar et al., 2022). These are the few and effective features that make the budgeting more transparent and promote financial discipline. The adjustments are also easy to make with the use of Excel: once the income or expenses of a family change, the totals and balances are automatically adjusted, and the figure shows a real-time financial picture.
Reporting and Data Presentation
The other significant feature of Excel is that it can be used to produce clear and professional reports. Borders, cell shading and text alignment help format data in a neat and organised manner, which makes spreadsheets have a structured and readable format (Mahmud and Wong, 2022). Pie charts and column charts are charts that supplement such reports since information can be viewed easily by looking at them.
As an example, a business manager may create a monthly report with income and expenditure using excel including graphs to demonstrate the profit margin and cost patterns. On the same note, Excel can be applied to present results of a research project and provide a summary of the results using tables and charts (Renz and Vogel, 2021). The reporting tools offered by excel thus have integrated the accuracy of numbers and great visual communication that enables the users to present the information in a professional and user-friendly fashion.
Excel for Decision-Making
Excel is also a strong decision maker tool beyond analysis and reporting. Its functions of What-If Analysis enable the users to experiment with various scenarios and examine potential outcomes. As an illustration, a family may analyse how cutting on the unwarranted costs may boost their annual savings, or how a rise in energy prices may impact their funds (Strömberg, 2025). Users are able to modify the input values and the effect on totals and balances is immediately reflected hence enabling them to make informed financial decisions.
Excel stimulates logical thinking and problem-solving through the presentation of the clear and data-driven outcomes. Such a possibility to plan and predict outcomes comes in handy in planning academically and professionally.
Real-world Sample: Household Income and Expenditure Spreadsheet.
In order to illustrate all these principles, a spreadsheet of household income and expenditure was developed on a typical family of four. The spreadsheet captures the sources of income, two wages, child benefits, and savings interest and monthly expenses, i.e., rent, utilities, food, and childcare (Stofkova et al., 2022). 
Conclusion
In conclusion Microsoft Excel is a tool that is needed to handle, analyse, and present data effectively. It is applicable to academic, professional, and personal use, as it has a wide range of features including formulas, formatting tools. Excel aids good analysis of data, it is excellent in financial planning and it works better in reporting and decision making because it converts information into actionable and understandable information. The preparation of a household budget of income and expenditure spreadsheet shows that it is possible to utilise Excel in practical and efficient management of real-life situations. Learning Excel provides people with a useful digital skillset that can help them to be more employable, lifelong learners, and better prepared to work in a more data-driven world.
The formula that I have use to find my monthly  income budget is  =SUM(B4:B7) and for expenditure is =SUM(B9:B16).[image: A screenshot of a spreadsheet
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	monthly /budget

	
	Jan
	feb
	mar
	apr
	may
	jun
	jul
	aug
	sep
	oct
	nov
	dec

	income

	universal credit
	1288
	
	
	
	
	
	
	
	
	
	
	

	child benefit 
	499
	
	
	
	
	
	
	
	
	
	
	

	student finance
	1150
	
	
	
	
	
	
	
	
	
	
	

	other
	0
	
	
	
	
	
	
	
	
	
	
	

	total
	2937
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	expenditure

	rent
	1100
	
	
	
	
	
	
	
	
	
	
	

	gas
	100
	
	
	
	
	
	
	
	
	
	
	

	electricity
	100
	
	
	
	
	
	
	
	
	
	
	

	water
	75
	
	
	
	
	
	
	
	
	
	
	

	council tax
	22
	
	
	
	
	
	
	
	
	
	
	

	food
	1000
	
	
	
	
	
	
	
	
	
	
	

	other
	600
	
	
	
	
	
	
	
	
	
	
	

	total
	2997
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0

	
	
	
	
	
	
	
	
	
	
	
	
	

	remaining
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0
	0




	 
	Amount per month £££
	Expenditure
	Amount per month £££

	 Universal credit
	1288
	Rent/Mortgage
	1100

	Student Finance
	1150
	Council tax
	22

	Other
	499
	Electric
	100

	
	
	Gas
	100

	
	
	Water rates
	75

	
	
	Food
	1000

	
	
	Car insurance
	0

	
	
	Car Tax
	0

	
	
	Fuel
	0

	
	
	Child Care Costs
	0

	
	
	Loans/credit cards 
	0

	
	
	Other eg Birthdays/savings/holidays
	600



Embed your excel here 
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38 Vo Jx =SUM(B4:B7)
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jan feb mar apr may jun jul aug sep oct nov dec
universal credit 1288
child benefit 499
student finance 1150
other 0
total 2937] 0 0 0 0 0 0 0 0 0 0 0
expenditure
rent 1100
gas 100

electricity 100
water 75
council tax 22
food 1000
other 600
total 2997 0 0 0 0 0 0 0 0 0 0 0
remaining 0 0 0 0 0 0 0 0 0 0 0 0
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Microsoft_Excel_Worksheet.xlsx
Sheet 1

				The 10 Richest People in the World 2023

				Rank		Name		Age		Wealth ($bil)		Wealth per year

				1		Bernard Arnault & family		74		211		2.85

				2		Elon Musk		51		212

				3		Jeff Bezos		59		213

				4		Larry Ellison		78		214

				5		Warren Buffett		92		215

				6		Bill Gates		67		216

				7		Michael Bloomberg		81		217

				8		Carlos Slim & family		83		218

				9		Mukesh Ambani		65		219

				10		Steve Ballmer		67		220



										Total

										Average





Sheet2

				Name		Animal		Poohsticks score		Matches Played		Average Score

				Eeyore		Mammal		14		3		4.67

				Kanga		Marsupial		13		3

				Pooh Bear		Mammal		16		2

				Rabbit		Rodent		16		3

				Christopher Robin		Mammal		17		5

				Roo		Marsupial		12		2

				Wol		Bird		13		3

				Piglet		Mammal		17		5

				Tigger		Mammal		18		5

										Overall average





Sheet3

		Customer sales order history

		Units sold pcm

		Customer		price per unit		Profit margin		Product		Jan-18		Feb-18		Mar-18		Apr-18		May-18		Jun-18		Jul-18		Aug-18		Sep-18		Oct-18		Nov-18		Dec-18		Jan-19		Feb-19		Mar-19		Apr-19		May-19		Jun-19		Jul-19		Aug-19		Sep-19		Oct-19		Nov-19		Dec-19		Monthly averages		Median		Range

		John		£0.05		30%		bottle		20000		20000		25000		30000		30000		30000		50000		50000		50000		30000		25000		20000		20000		20000		25000		30000		30000		30000		50000		50000		50000		30000		25000		20000		31667		30000		30000

				£1.15		25%		tray		2500		7000		3500		5000		6000		4500		5200		6300		1500		2500		6000		4000		3500		5000		4500		2500		6000		3500		7000		7000		3200		10000		6000		4000		4842		4842		8500

				£0.03		15%		pen		25000		20000		20000		15000		15000		15000		15000		2000		15000		20000		15000		10000		25000		20000		20000		15000		15000		15000		15000		2000		15000		20000		15000		10000		15583		15000		23000

				£0.27		20%		carton		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		0



																2018 summary table										2019 summary table								2020 summary table

														Product		Units sold		Profit						Product		Units sold		Profit				Product		Units sold		Profit

														bottle		380000		£5,700.00						bottle								bottle

														tray		54000								tray								tray

														pen		187000								pen								pen

														carton		120000								carton								carton

														Totals		741000		£5,700.00						Totals								Totals

																								change since 2018		-100%						change since 2019



		Customer		price per unit		Profit margin		Product		Jan-20		Feb-20		Mar-20		Apr-20		May-20		Jun-20		Jul-20		Aug-20		Sep-20		Oct-20		Nov-20		Dec-20

		John		£0.05		30%		bottle		20000		20000		20000		27000		27500		27500		35000		35000		40000		30000		25000		20000

				£1.15		25%		tray		3500		5000		4500		2500		6000		3500		7000		6000		4500		7000		6000		4000

				£0.03		15%		pen		25000		20000		20000		15000		15000		12000		12000		80000		15000		20000		15000		10000

				£0.27		20%		carton		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000		10000
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Reflective

Presentation

Hello , today | would present you my
reflection on how | have understand the
digital skills during this module.

| will be talking about what | have
learned, how | applied these skills and
how it relates to Tasks 1 and 3.

| also will look back on my JISC
assessment, LinkedIn Learning
Office365 certifications, and project
using Excel.

This has been a very good experience
that has made me understand the role of
digital competence in academic learning
achievement, and personal
development in a world that is becoming
more and more advanced in technology.
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                                 Reflective Presentation • Hello , today I would present you my reflection on how I have understand the digital skills during this module. • I will be talking about what I have learned, how I applied these skills and how it relates to Tasks 1 and 3 . • I also will look back on my JISC assessment, LinkedIn Learning Office365 certifications, and project using Excel. • This has been a very good experience that has made me understand the role of digital competence in academic learning achievement, and personal development in a world that is becoming more and more advanced in technology.
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What | Have
Learned

Through this module | have learned how
digital tools are helping students to make the
process of learning easier to understand.

| have learned how to use Microsoft Teams,
Word, Excel, PowerPoint and how to save files
to OneDrive.

| have also learned the importance and the
significance of internet security and flexibility,
and this help me to be more confident when |
use digital tools and search on the internet.
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                                             What I Have Learned  Through this module I have learned how digital tools are helping students to make the process of learning easier to understand.  I have learned how to use Microsoft Teams , Word, Excel, PowerPoint and how to save files to OneDrive .  I have also learned the importance and the significance of internet security and flexibility, and this help me to be more confident when I use digital tools and search on the internet.
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Jisc
Assessment

The results of my JISC test showed
strong results in my digital proficiency
and digital communication skills ,while
my weak area were digital collaboration
and digital learning activities.

Seeing this results from task 1(JISC test)
| decide to learn more and go deeper in
studying and learning to update myself
so that | can keep up with the
technology.
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                                         Jisc Assessment  The results of my JISC test showed strong results in my digital proficiency and digital communication skills ,while my weak area were digital collaboration and digital learning activities.  Seeing this results from task 1(JISC test) I decide to learn more and go deeper in studying and learning to update myself so that I can keep up with the technology.
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Action Plan
and Progress

I and took part in the IDEA (Inspiring Digital Enterprise Award)
programme.

. And currently | have progress by achieving the Bronze Badges
(digital awareness ,safety and ethics, digital ethics),(worker
badges, tools and techniques which are useful in the workplace,

collaboration ,digital portfolios).

These tools gave me valuable information on my strengths and
weaknesses.
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                                                 Action Plan and Progress  A way that I have implemented technology in my actual learnings was to take part in digital learning for example:  I and took part in the IDEA (Inspiring Digital Enterprise Award) programme.  . And currently I have progress by achieving the Bronze Badges (digital awareness ,safety and ethics, digital ethics),(worker badges, tools and techniques which are useful in the workplace, collaboration ,digital portfolios).  These tools gave me valuable information on my strengths and weaknesses.
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Learning
Certificates

| also finished the Linkedln learning
courses in Microsoft 365, this
courses are Word, PowerPoint and
Excel and of course | have gain 3
certificate with my name on.

This courses give me even more
knowledge about the significance of
what are digital tools and how to use
them properly in studding, work, and
why not in personal life.
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                                         LinkedIn Learning Certificates  I also finished the LinkedIn learning courses in Microsoft 365, this courses are Word, PowerPoint and Excel and of course I have gain 3 certificate with my name on.  This courses give me even more knowledge about the significance of what are digital tools and how to use them properly in studding, work, and why not in personal life.
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* Task 3 was very challenging for me because is the first
time when | have use Excel Spreadsheet to calculate
my monthly budget using a special formula.

Excel Essay
and

* Through this process of learning | have understood the

SpreadSheet importance of all this digital tools and how to use them.

* My presentation of today is a real example because, |
am using PowerPoint and this is something that | have
learned through this course.
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                                  Excel Essay and Spreadsheet • Task 3 was very challenging for me because is the first time when I have use Excel Spreadsheet to calculate my monthly budget using a special formula. • Through this process of learning I have understood the importance of all this digital tools and how to use them. • My presentation of today is a real example because, I am using PowerPoint and this is something that I have learned through this course.
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Reflection and Future Application

On balance, the module has taught me to be more confident, creative,
and reflective in my online learning.

The JISC and LinkedIn Learning tasks have given me excellent
communication and analytical effectiveness, and hands-on solvency
with the help of the Excel.

Such experiences will improve my academic practice and learning.

To continue updating these skills, | intend to continue training digitally
and use these skills to help my finding the job that | want as a teacher
assistant.





image23.svg
                 Reflection and Future Application  On balance, the module has taught me to be more confident, creative, and reflective in my online learning.  The JISC and LinkedIn Learning tasks have given me excellent communication and analytical effectiveness, and hands - on solvency with the help of the Excel.  Such experiences will improve my academic practice and learning.  To continue updating these skills, I intend to continue training digitally and use these skills to help my finding the job that I want as a teacher assistant.   
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