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During the early days of my introduction to Academia on this course I did you use AI to assist with my planning and research. However, I did not use any AI tools for this paper. I used LinkedIn Learning, Youtube and Microsoft information systems for my research. This is my own work.
Steve Pugsley (2025).


Assessment of Digital Skills.
Introduction,
In today’s rapidly evolving digital society, digital skills are essential for education, employment, and daily life. The digital age provides people with unprecedented opportunities to communicate, collaborate, and create, but it also presents challenges that require critical thinking, adaptability, and ethical awareness. As Castells (2010) explains, digital networks now shape how societies communicate and exchange knowledge, making digital competence a vital part of social participation and lifelong learning. 
Digital Skills Assessed.
Digital skills refer to the confident and critical use of technology to find, evaluate, and communicate information. They include information literacy, online collaboration, digital safety, and ethical awareness (Godfrey, 2018). Cottrell (2023) highlights that digital literacy also involves the ability to question and analyse information rather than simply use technology. Jenkins (2006) describes this shift as part of “convergence culture,” where individuals not only consume but also create and share media, requiring new forms of digital participation and creativity. As technology continues to shape the workplace and education, individuals must be able to manage information effectively, think critically, and engage responsibly with digital tools (Cottrell, 2021). To further consider the JISC Discovery assessment of my abilities and confidence in certain areas it was found lacking severely in the data literacy domain, giving the result a developing process. This is no surprise and will be mastered as I encounter Microsoft Excel soon. Further reflection on the report revealed some interesting results. As I am self-taught, it was a shock to see how many areas I was proficient in. Results showed that my proficient levels in digital wellbeing, digital skills for work, digital innovation and preparing for digital learning were more than satisfactory.
The Digital Era.
Technology enables access to global information and supports instant communication and collaboration. Online platforms such as Microsoft Teams, Google Workspace, and Canva have improved efficiency and flexibility in both academic and professional contexts (Cottrell, 2021). Artificial Intelligence (AI) now provides innovative tools for learning, research, and productivity, allowing users to generate ideas, analise data, and streamline tasks. According to Buckingham (2007), digital platforms also enhance creative learning and allow individuals to develop transferable skills beyond the classroom. Furthermore, digital innovation has generated new employment opportunities in the global economy, including AI development, data analysis, and content creation, contributing to a more connected and dynamic workforce (Bedford and Wilson, 2020.However, the digital age has some negative issues. The digital divide remains a critical concern, as unequal access to technology and reliable internet limits opportunities for some individuals (Burroughs, 2019). Ofcom (2024) reports that although access to digital devices has increased, disparities in digital confidence and awareness persist across social and economic groups, showing that inclusion is more than connectivity. Information overload makes it difficult to identify credible sources, while misinformation can spread rapidly through social media and AI-generated content (Godfrey, 2018). Cottrell (2023) warns that excessive reliance on technology may weaken critical thinking and problem-solving skills. In addition, AI raises ethical questions about privacy, transparency, and intellectual ownership, reminding users that digital progress must be matched by digital responsibility. Critical thinking is therefore central to digital literacy. Learners must question the accuracy and bias of online information, including AI outputs, and use evidence to form balanced judgements (Cottrell, 2023). Reflection and planning enable individuals to evaluate their strengths and weaknesses in using digital tools effectively (Cottrell, 2021). UNESCO (2023) emphasizes that AI in education should be approached ethically, ensuring transparency while encouraging creativity and problem-solving. These reflective and ethical approaches ensure that technology supports learning rather than replaces human thought.
Digital Competence.
To improve digital competence, there is an opportunity to take advantage of university resources, study skills handbooks, and online tutorials. The areas of importance being defined as Capable in the JISC Discovery report were; digital proficiency, digital productivity, information literacy, media literacy, digital communication, digital collaboration, digital participation, digital creation, problem solving, digital learning activities and digital identity management. These issues will be confidently tackled through research, ethics and a responsible engagement with AI technologies that can enhance and assist learning and creativity, whilst remaining aware of their limitations and the predominance of the human intellect. As Cottrell (2019) argues, developing strong study and digital skills is an ongoing process that requires consistent reflection and practice. Success in the digital age depends not only on technical ability but also on critical awareness, adaptability, and wellbeing.
Conclusion.
The digital age offers enormous opportunities to learn, connect, and innovate, but it also requires responsibility and self-management. Artificial intelligence exemplifies this dual nature: it can enhance creativity and efficiency, but it must be used ethically and thoughtfully. By developing digital literacy alongside critical and reflective thinking, individuals can navigate the challenges of technology while appreciating its benefits for academic, professional, and personal success.
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	Your digital capability report (Higher Education Student Question Set)
Steve Pugsley
Completed 22 October 2025 06:46
Welcome to your digital capability report. In your report you'll find out what the different elements are, how you've scored and what you could try next. You'll be guided to a number of resources relating to each element. This report is completely confidential to you - what you do next is up to you.
To navigate to the sections of the report of most interest to you, use the headings in the left hand menu.
Don't forget to give us your feedback (using the form on your dashboard) once you've read your report. To return to the dashboard click 'Exit' in the top left corner of this screen.
This is assessment report chart Item: Digital proficiency, score: 62. Item: Digital productivity, score: 37. Item: Information literacy, score: 61. Item: Media literacy, score: 72. Item: Data literacy, score: 22. Item: Digital communication, score: 54. Item: Digital collaboration, score: 37. Item: Digital participation, score: 69. Item: Digital creation, score: 50. Item: Problem solving, score: 74. Item: Digital innovation, score: 100. Item: Preparing for digital learning, score: 90. Item: Digital learning activities, score: 64. Item: Digital identity management, score: 62. Item: Digital wellbeing, score: 76. Item: Digital skills for work, score: 80.
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Digital proficiency
Digital productivity
Information literacy
Media literacy
Data literacy
Digital communication
Digital collaboration
Digital participation
Digital creation
Problem solving
Digital innovation
Preparing for digital learning
Digital learning activities
Digital identity management
Digital wellbeing
Digital skills for work
Digital proficiency
Digital proficiency is the ability you have to use digital devices, networks, applications, software and services. How quickly do you pick up new tools and skills? Do you cope when technology doesn’t work as expected, do you explore what it can do, and can you work things out for yourself? Proficiency concerns digital ‘mindset’ more than the use of specific tools, which can be achieved by using different applications which helps to develop your confidence and range.
Your confidence level: Capable
You appear to have a strong foundation to build on, but the requirements of digital proficiency are different in different subject areas, so do make sure the skills you have are appropriate for your course and chosen career. If you are concerned about keeping your digital skills relevant and up to date, ask your tutor or learning support team for advice, do some online research, or contact your careers/employability team.
Next steps
· Find out how you learn best about IT – online forums, exploring functions on your own, asking an expert, watching a video
· Explore the settings on your digital devices and make sure they are tuned to meet your preferences. Personalising technology makes it more likely you will use it
· Consider if you need any specialist equipment, software or adjustments to help you with your learning and discuss this with your tutor or support team if you think you do
· Commit to adopting a new application or using your device in a new way (eg recording and editing video). You could agree to ‘swap skills’ with someone else
· Get into the habit of asking why you should adopt a particular technology or approach. Identify the benefits and risks, and commit time to those that are most relevant to your subject area and interests
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UWTSD DigiCentre
Here, you will find a collection of tools and resources to help you develop your digital skills. Follow our recommended collection of resources depending on your role, or keep an eye on our Training & Events page.
6
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J
Free digital skills courses for all levels
FutureLearn courses from Accenture covering a range of digital skills for all levels of capability
71
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J
Google digital garage: online courses
Free learning content designed to help your career
40
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Learners toolkit
Digital information resource for students and staff at the University of Aberdeen including videos, links and content
36
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My computer my way
AbilityNet web page aimed at individuals to help them adjust their devices to support their needs and preferences
25
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J
iDEA - Inspiring Digital Enterprise Award
iDEA (Inspiring Digital Enterprise Award) resources for learners, teachers, trainers and managers in FE and Skills
23
Digital productivity
Digital productivity is how you use your digital skills to get things done. Can you choose the right devices, applications, software and systems for the task? Can you adapt the tools to your own needs? A digitally productive person can manage complex digital tasks, and cope with distraction and overload. A productive learner uses organisational tools such as learning environments alongside personal devices and services to create their own effective digital environment for learning.
Your confidence level: Capable
You appear to have a strong foundation to build on, but the requirements of digital productivity are different in different subject areas, so do make sure the skills you have are appropriate for your course and chosen career. If you are concerned about keeping your digital skills relevant and up to date, ask your tutor or learning support team for advice, do some online research, or contact your careers/employability team.
Next steps
· Look online for time-saving (productivity/efficiency/organiser) apps and tips. Find out what friends and other students would recommend
· Regularly review and organise bookmarks in your browser, or use a bookmark manager eg Raindrop.io (this means you can also share bookmarks with others if you want to)
· Declutter your desktop, home screen and file store regularly. Clean up your devices using utilities that came with it, or specialist apps to delete unwanted and duplicate data
· Use collaborative and cloud services to ensure anywhere access to documents, contacts, calendars etc. Though designed for team working they also make you an efficient solo operator
· Try adapting the menu or taskbar in software you use regularly so your most used functions are always visible
· Experiment with different ways of saving, tagging and managing your files. Synchronise headings of working folders with mailbox headings
· Monitor the time you spend on different applications. Notice which applications or windows you tend to have open simultaneously and try to make your workflow more efficient
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UWTSD DigiCentre
Here, you will find a collection of tools and resources to help you develop your digital skills. Follow our recommended collection of resources depending on your role, or keep an eye on our Training & Events page.
6
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Five ways to distraction-proof your mind
Short BBC Ideas video by with Nir Eyal
42
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J
Google Workspace learning center
Training videos and tutorials on how to use Google apps
43
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J
Managing time and stress
Part of the Succeed@Solent online course for becoming a better learner
28
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J
Modern workplace training: Office 365
A series of Microsoft Office 365 tutorials to show you how you and your team can transform the way you work
39
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J
Productivity tools to help you manage your time and focus
A colletion of links to productivity tools collated in Feb 2025
5
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Raindrop.io
Bookmark manager for all internet browsers
35
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J
The complete guide to time blocking
Introduction to the productivity method of time blocking from Todoist
17
Information literacy
Information literacy is your ability to find, evaluate, organise and share information, whether you are using it for learning or work related purposes. Information specialists recommend we are creative in how we find information, but critical in how we judge its value and credibility. It can be useful to have a broad understanding of information-based practices such as copyright, referencing, and avoiding plagiarism.
Your confidence level: Capable
You appear to have a solid foundation and can build on this by sharing digital tips and tricks with other students and by looking for best practice ideas online. If information literacy is important on your course or in your chosen career, speak to a tutor or learning adviser about how you can make sure your skills are up to date.
Next steps
· Use the 'history' and 'talk' tabs on Wikipedia to see (and show others) how online information is built
· Try out a variety of advanced Google searches eg using filters, image searches, scholarly and e-book searches, subject specialist search engines
· Take an online course in finding and evaluating resources for your subject area
· Make sure you fully understand the rules of copyright and IPR (intellectual property rights) and how they are applied in your subject area
· Check you can properly reference online resources of different kinds eg web pages, online data sets, research instruments, images
· Try out some apps or services for collating information (eg Pinterest, Pearltrees) and consider setting up public collections for other people to use
· Search for papers and articles or other online content using date-range filters and keywords
· Use an online reference management tool to collate your information and share with other students on your course or your wider network. Or try collaborative information curation and management tools
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UWTSD DigiCentre
Here, you will find a collection of tools and resources to help you develop your digital skills. Follow our recommended collection of resources depending on your role, or keep an eye on our Training & Events page.
6
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J
Being digital: skills for study, work and lifelong learning
Online Open University course on developing digital skills for life online
93
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J
How to cite social media in academic writing
Blog post by Sue Beckingham, 2016
16
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J
Learning Online: Researching your Project
Free online 2 week FutureLearn course from University of Leeds, focusing on information searching and researching
26
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J
Referencing your sources
Open University guide on correctly referencing sources
14
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J
UK Copyright literacy
Web site which aims to foster a better understanding of copyright and intellectual property rights issues in the UK
5
Media literacy
Media literacy is the ability to critically engage with digital content across formats like text, video, audio, websites, games, and simulations. Digital information and content spreads rapidly—often without verification—so it is essential to question who created a message, why it was made, and how it might influence us. With misinformation and fake news becoming more common, we must evaluate sources, detect bias, and distinguish fact from opinion. Many of us also create digital media, so we need to consider accessibility, audience, design, and impact, while respecting copyright, referencing sources, and avoiding plagiarism.
Confidence level:Capable
Your confidence level: Capable
You appear to have a solid foundation and can build on this by sharing digital tips and tricks with other students and by looking for best practice ideas online. If media literacy is important on your course or in your chosen career, speak to a tutor or learning adviser about how you can make sure your skills are up to date.
Next steps
· What you like, share, and search shapes what you see online. Algorithms learn from your activity, so it’s easy to get stuck in a bubble. Make a habit of questioning what you’re shown—who made it, why, and what might be missing. Follow a mix of voices and check different sources to see the bigger picture.
· Look online for accessibility guidelines and user-centred design principles. Make sure the media you produce and share can easily be found and easily accessed
· If you usually start a report or presentation with text, try starting with images or a data visualisation instead. Build text around these elements. What difference does it make, if any, to the result?
· Try editing digital images or video. This is a useful skill in many subject areas and professional roles
· Get into the habit of thinking critically about media messages, web content and links. Think - who created it, why it was made and could it be biased? If in doubt, you can try using fact-checking websites like Snopes or FactCheck.org
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UWTSD DigiCentre
Here, you will find a collection of tools and resources to help you develop your digital skills. Follow our recommended collection of resources depending on your role, or keep an eye on our Training & Events page.
6
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Being digital: skills for study, work and lifelong learning
Online Open University course on developing digital skills for life online
93
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DS106 assignment bank
Assignment bank of the open course ds106 (digital storytelling) at the University of Maryland, Washingtion
11
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Digital skills: user experience
FutureLearn course from Accenture on research and design basics, and the tools and testing techniques used in UX
13
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Introduction to virtual, augmented and mixed reality
FutureLearn course that looks at the various uses of virtual, augmented and mixed reality
14
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J
UX Collective
Independent design publication and blog
13
Data literacy
Data literacy is how you handle data as a special form of information. Data is used in diverse ways in education, from monitoring your grades to generating new theories. Personal digital data is used in all areas of our lives. We all need a basic understanding of legal, ethical and security issues when providing our own data or when we handle data about someone else.
Your confidence level: Developing
There are many ways you can build your confidence and practice if you want to develop this area further. If data literacy is important in your subject specialism or chosen career, consider asking for support such as access to training, an online course, or help from learning support staff.
Next steps
· Think about how different organisations are using your personal data and whether you should always agree to their terms and conditions of use. Be ready to pull out of an online transaction if you are not happy about how your data will be used
· Know how to check whether a website is secure
· Know how to turn off cookies in your usual browser
· Find out how data is used in your subject area, for example in research or supporting professional practice
· Sign up for an online tutorial or a course on using data in spreadsheets and databases
· Next time you see statistics being used in a presentation or public debate, think about how you could check that the statistics are accurate and that they really do support the case that is being made
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UWTSD DigiCentre
Here, you will find a collection of tools and resources to help you develop your digital skills. Follow our recommended collection of resources depending on your role, or keep an eye on our Training & Events page.
6
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J
35 incredible data viz tools
Blog post listing and describing tools to help you present data in a visually interesting way, updated February 2019
24
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J
Data visualisation: iDEA bronze worker badge
One of the 'worker' badges that make up the iDEA award worker offering tools and techniques for the workplace
7
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Social media analytics: using data to understand public conversations
FutureLearn course about using data to understand public conversations and any related privacy or ethical issues
12
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UK Data Service data skills modules
Series of self-learning courses on data skills from the UK Data Service
14
Digital communication
Digital communication is any communication using digital media and networks. The ability to communicate well includes using different channels such as video and instant messaging, photo sharing and chat. It also includes an awareness of different audiences, different rules and requirements, and the changing boundaries between public and private communication. We also need to think about how our choices around digital communication can exclude others.
Your confidence level: Capable
You appear to have a solid foundation and can build on this by sharing digital tips and tricks with other students and by looking for best practice ideas online. Digital communication is important for learning and most careers. Speak to a tutor or learning adviser about how you can make sure your skills are up to date.
Next steps
· If you use a social media platform mainly for broadcasting information (eg LinkedIn), learn how other people increase engagement and conversation
· Consider the impact visual communications can have, whether through a beautifully designed web page, or casual photo sharing (eg Instagram)
· Reflect on how you deal with conflict in online communications, especially email and social media. What strategies do you have if people annoy or upset you?
· Consolidate your contact list, or decide which account you are going to use to manage contacts for the different roles in your life. Always back up first!
· Review how often and how well you communicate with people who are different to you, whether because of their subject area, culture or nationality, or ideas. Is this something you could seek out more regularly, and how would you approach it?
· Some people find it difficult to use multiple channels of communication, for example in an online meeting or webinar environment. Learn how to customise the desktop for these applications so you can focus on one channel at a time, or move easily between them
· Try using a social media dashboard to aggregate your activities and monitor your online interactions
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UWTSD DigiCentre
Here, you will find a collection of tools and resources to help you develop your digital skills. Follow our recommended collection of resources depending on your role, or keep an eye on our Training & Events page.
6
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Being digital: skills for study, work and lifelong learning
Online Open University course on developing digital skills for life online
93
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Improve your soft skills
Google-endorsed course on improving skills for the workplace
14
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Learning online: communicating and collaborating
2 week FutureLearn course from University of Leeds, focusing on becoming an effective online learner
22
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Starting to use the internet
Free online resources produced by Learn My Way aiming to promote digital skills for everyone in the UK
9
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J
UX Collective
Independent design publication and blog
13
Digital collaboration
Digital collaboration is the ability to take part in digital teams and working groups to meet specific goals, using shared tools and media. Even when you are working with other students who you see every day, digital collaboration can be an efficient way to produce shared materials, to plan and run a project, or to work effectively across various boundaries and differences. You also need to think about how some things we do during digital collaboration can exclude others.

Your confidence level: Capable
You appear to have a solid foundation and can build on this by sharing digital tips and tricks with other students and by looking for best practice ideas online. If digital collaboration is important on your course or in your chosen career, speak to a tutor or learning adviser about how you can make sure your skills are up to date.
Next steps
· You could set up and maintain at least one email list, blog or public social media account to encourage collaboration
· Follow other people with similar interests, not just on social media but on media sharing sites such as SlideShare or academia.edu. They may turn out to be useful contacts
· Practice sending one-to-one messages in social platforms (eg MS Teams, LinkedIn), and setting up closed groups. This gives you a lot of flexibility in how you work with other people, moving between groups for different tasks
· Widen the range of people you follow on social media
· Think about how you can encourage collaboration - you could try to facilitate this by commenting, starting new threads/posts, amplifying messages, asking questions and collating responses, sharing links, re-tweeting and establishing spaces where people can develop trust
[image: ]
[image: ]
UWTSD DigiCentre
Here, you will find a collection of tools and resources to help you develop your digital skills. Follow our recommended collection of resources depending on your role, or keep an eye on our Training & Events page.
6
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Google Workspace learning center
Training videos and tutorials on how to use Google apps
43
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How to use Discord
Short Tech Insider video on getting started with Discord
26
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Learning online: communicating and collaborating
2 week FutureLearn course from University of Leeds, focusing on becoming an effective online learner
22
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Microsoft Teams student guide
Tutorial from Teachblend on how to use Microsoft Teams at college or university
15
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Miro Academy
Introductory videos on how to use Miro
8
Digital participation
Digital participation means taking part in a more open-ended way than collaboration, over a longer time, and in a range of different settings. This is how you join, facilitate and build digital networks, take part in a shared social and cultural life using digital services, build contacts and share ideas. Digital participation should always be safe and respectful, and not exclude other people.
Your confidence level: Capable
You appear to have a solid foundation and can build on this by sharing digital tips and tricks with other students and by looking for best practice ideas online. If digital participation is important on your course or in your chosen career, speak to a tutor or learning adviser about how you can make sure your skills are up to date.
Next steps
· Consider writing regular posts about your subject area and look for ways to publish these (eg start a blog or contribute as a guest on an established blog). You could do short posts and articles on LinkedIn or other social media. Set aside regular time to contribute
· Think about how you can connect up your networks, (eg find existing contacts on new sites, cross-post content to different networks). Also use sharing sites to identify people who should be in your network based on shared interests
· Bring other users to your content by sharing links, adding new content to your profile page(s), and including links in your email sign-off
· Make a habit of enhancing content when you re-post or react (eg add a comment or a new link or hashtag)
· Segregate your Facebook friends to create different groups who are likely to be interested in different content
· Create one online profile that you can regularly update and link to it from different platforms
· You could set up and maintain at least one email list or public social media account on behalf of a group, department or organisation
· Be an online facilitator: comment, start new threads/posts, ask questions and collate responses, share links and memes from other networks
· Help to establish trust in your online networks by modelling respectful behaviour and being ready to challenge (respectfully) negative posts and unreliable evidence
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UWTSD DigiCentre
Here, you will find a collection of tools and resources to help you develop your digital skills. Follow our recommended collection of resources depending on your role, or keep an eye on our Training & Events page.
6
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Building confidence in using online forums
The Open University Open Learn free course
4
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Digital ethics: iDEA bronze citizen badge
One of the 'citizen' badges that make up the iDEA award
21
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Digital skills: succeeding in a digital world
Free Open University OpenLearn course
5
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Engaging with networks
Module 3 of the Commonwealth of Learning C-DELTA course on digital leadership, 2017
11
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Wikiversity: learning projects
Series of wiki pages on Wikiversity about participating in learning projects
20
Digital creation
Digital creation is about the digital production of content. This can range from technical work such as coding new apps to making digital images, documents and websites. Digital creative professionals have special techniques of digital production, but we all create digital items as a side effect of thinking and participating in a digital world. Mind maps, digital sketches, social media posts, or even selfies can be seen as expressions of digital creativity.
Confidence level:Capable
Your confidence level: Capable
You appear to have a solid foundation and can build on this by sharing digital tips and tricks with other students and by looking for best practice ideas online. If digital creation is important on your course or in your chosen career, speak to a tutor or learning adviser about how you can make sure your skills are up to date.
Next steps
Take every opportunity to design digital materials to present or communicate about your coursework
Take an online course to develop a new digital talent or learn new creative software
Try one of the following you have not done already: sketch with digital drawing tools; create a complex infographic or data visualisation; write an app; use effects in photo editing; use cascading style sheets to format a web page; create a how-to video
If you are more text-minded, you could commit to creating an online blog or share your writing on a creative writing website
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UWTSD DigiCentre
Here, you will find a collection of tools and resources to help you develop your digital skills. Follow our recommended collection of resources depending on your role, or keep an eye on our Training & Events page.
6
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35 incredible data viz tools
Blog post listing and describing tools to help you present data in a visually interesting way, updated February 2019
24
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Animation: iDEA bronze maker badge
One of the 'maker' badges that make up the iDEA award on digital creativity skills to build and make
20
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Creativity techniques
A-Z of creativity and innovation techniques from Mycoted
40
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DS106 assignment bank
Assignment bank of the open course ds106 (digital storytelling) at the University of Maryland, Washingtion
11
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Digital Creativity: a Practical Guide
Libguide from University of York covering aspects of digital creativity
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HTML tutorial (Code Academy)
In depth course on working with HTML and websites
13
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Learners toolkit
Digital information resource for students and staff at the University of Aberdeen including videos, links and content
36
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UX Collective
Independent design publication and blog
13
Problem solving
Digital problem solving is your ability to solve problems, make decisions and answer questions, either using digital evidence, or using digital environments (such as simulations and virtual worlds) to test out solutions. Digital scholars have many specialist digital methods available, depending on their research area, but all of us take part in digital problem solving every day.
Your confidence level: Capable
You appear to have a solid foundation and can build on this by sharing digital tips and tricks with other students and by looking for best practice ideas online. If digital research and problem solving is important on your course or in your chosen career, speak to a tutor or learning adviser about how you can make sure your skills are up to date.
Next steps
· Use a digital method to collect data relevant to a course assignment (eg online survey, audio capture of an interview)
· Find out about the latest digital methods in your subject area by reading around and asking lecturers
· Try different tools for designing, delivering and analysing an online survey
· If you carry out original research as part of your course, see if you can publish it eg in open e-journals, in specialist student journals or on a relevant web site or online newsletter
· Consider how your various digital apps and services can be linked to create a personal research environment
· Keep track of data sources you access and use, just as you would other sources of valued information
· Take some time to record and reflect on your decision making processes and try to find ways to improve these
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UWTSD DigiCentre
Here, you will find a collection of tools and resources to help you develop your digital skills. Follow our recommended collection of resources depending on your role, or keep an eye on our Training & Events page.
6
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Brainstorming and mind mapping (Monash University)
Introduction to the concepts of brainstorming and mind mapping
17
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Creative problem solving
Problem-solving articles and creative tools in the Idea sandbox created for businesses by Paul Williams in the US
24
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Creativity techniques
A-Z of creativity and innovation techniques from Mycoted
40
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Digital research: iDEA bronze worker badge
One of the 'worker' badges that make up the iDEA award worker offering tools and techniques for the workplace
16
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Learning Online: Researching your Project
Free online 2 week FutureLearn course from University of Leeds, focusing on information searching and researching
26
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UK Data Service data skills modules
Series of self-learning courses on data skills from the UK Data Service
14
Digital innovation
Digital innovation describes your willingness to try new practices and look for solutions with digital technology. As a learner it may seem that you don’t have much opportunity to innovate, but in fact you are always trying things that are new to you. You need to be able to assess the benefits and risks of using new digital applications.
Your confidence level: Proficient
Consider how your expertise in this area can support your success in learning and in work. Look for learning opportunities in which your strengths can be showcased and assessed. If digital innovation is important on your course or in your chosen career, you are doing particularly well! Speak to a tutor about how you could take your skills further.
Next steps
· You may be able to take part in a dialogue on your course about digital change. How is the digital world changing and how could you respond?
· Look for digital initiatives at your university and consider how you could get involved
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UWTSD DigiCentre
Here, you will find a collection of tools and resources to help you develop your digital skills. Follow our recommended collection of resources depending on your role, or keep an eye on our Training & Events page.
6
AI in Education
A practical AI resource for student by students from the University of Sydney
35
J
Automation: iDEA bronze maker badge
One of the 'maker' badges that make up the iDEA award on digital creativity skills to build and make
24
Creativity techniques
A-Z of creativity and innovation techniques from Mycoted
40
Innovation: iDEA bronze entrepreneur badge
One of the 'entrepreneur' badges that make up the iDEA award on how to originate ideas and bring them to life
10
Preparing for digital learning
Preparing for digital learning means being ready to use digital opportunities to support your learning. Preparing for digital learning might involve: setting up your digital environment (devices, apps, resources and web services) to suit your learning needs; practising with different media such as online lectures, apps and quizzes; finding and using online resources for yourself; managing your time and tasks; looking for help online when you need it.
Your confidence level: Proficient
Consider how you can use your digital skills to succeed on your course and into your chosen career. You might be able to earn digital badges or more formal accreditation for your expertise. Also consider becoming a formal or informal digital champion or buddy to other students.
Next steps
· Reflect on your own personal learning environment – all the apps, services, resources, networks etc you use for learning. Share your list with lecturers and other students and find out what tools they use
· Consider sharing your own learning with others eg via conference sessions, showcases or webinars (online seminars)
· Look for opportunities to share your top tips for digital learning with other students
· If you don’t have one already, start a digital portfolio or a learning blog where you can collect, review and plan your learning
UWTSD DigiCentre
Here, you will find a collection of tools and resources to help you develop your digital skills. Follow our recommended collection of resources depending on your role, or keep an eye on our Training & Events page.
6
Digital skills awareness for starting Higher Education
Learn about the digital skills you need to successfully transition into higher education in the UK
29
Learning in the network age
2 week FutureLearn course from the University of Southampton on how technology has changed learning
11
Microsoft Teams student guide
Tutorial from Teachblend on how to use Microsoft Teams at college or university
15
My computer my way
AbilityNet web page aimed at individuals to help them adjust their devices to support their needs and preferences
25
Digital learning activities
Digital learning activities are the different ways you learn in digital spaces and with digital media. These might include participating online, using a wide range of digital media, recording and showcasing your learning, and producing digital outcomes for assessment. Effective digital learners are willing to try new approaches, but know what works for them and can be critical of technology when it is used inappropriately. You also need to understand the risks of plagiarism, academic integrity and ethical practices in relation to cheating.
Your confidence level: Capable
You appear to have a solid foundation and can continue to build a positive online presence. If you have any concerns about these issues, speak to a tutor, student representative, learning support adviser or careers adviser.
Next steps
· Next time you want to learn a language, a new practical skill, a new topic or a new digital application, try finding an app to get you started. How far can you get?
· How do the functions of your organisation’s Virtual Learning Environment (VLE) or learning platform support your learning? How would you like it to be used? Talk to your course tutors or student reps if you can
· Look for opportunities to develop your own learning materials for other students, or facilitate an online session such as a webinar or threaded discussion
· Start a digital portfolio or a learning/reflecting blog where you collate your formal and informal achievements and reflect on them. Or look into the features of LinkedIn that allow you to share your interests and successes
· Find out about online courses and learning groups for personal development or just for interest
· Get in the habit of recording your learning. For example, take photos or a short video of yourself trying something new and reflect on how you could use this for revision or assessment
UWTSD DigiCentre
Here, you will find a collection of tools and resources to help you develop your digital skills. Follow our recommended collection of resources depending on your role, or keep an eye on our Training & Events page.
6
How to use Discord
Short Tech Insider video on getting started with Discord
26
Learning online: communicating and collaborating
2 week FutureLearn course from University of Leeds, focusing on becoming an effective online learner
22
Learning online: studying and reflecting
FutureLearn course from University of Leeds, focusing on tools that can help you reflect on your learning
8
Student toolkit to help you tackle remote learning
Guest blog post on Sue Beckingham's site written by students for students, March 2020
9
edX
Wide range of free online courses from universities around the world
3
Digital identity management
Digital identity is how you develop and project a digital identity – or several identities – and how you manage your digital reputation. Most of us have identities distributed across a range of platforms and media. Do you keep these separate, or aim to make them work together? How do you manage assets such as profiles, records of achievement, contacts and networks to achieve your personal goals?
Your confidence level: Capable
You appear to have a solid foundation and can build on this by sharing digital tips and tricks with other students and by looking for best practice ideas online. Digital identity management is important for your course and for most careers. Speak to a tutor or learning adviser about how you can make sure your skills are up to date.
Next steps
· One way to manage your digital identity is to set up and maintain your own blog or web site, linked to your other social media
· Consider keeping a separate email account just for registering with online services. You can check with your social media which other apps and services are linked to them, and break the link if you’re not happy with data being shared
· Some people find it helpful to monitor their impact on social media (eg click-throughs, followers, retweets). You can use a social media dashboard to aggregate your activities and monitor your online interactions
· Do a Google search for the terms 'personal branding' or 'identity management' for professional ideas about making your mark online. It is relatively easy to generate a large number of followers but generating meaningful interactions takes time and requires well articulated posts and content. In most educational spaces, authenticity and thoughtfulness are usually respected more than self-promotion
UWTSD DigiCentre
Here, you will find a collection of tools and resources to help you develop your digital skills. Follow our recommended collection of resources depending on your role, or keep an eye on our Training & Events page.
6
Digital citizenship (lida 102)
Mini open online course from Oeru - part of the Learning in a Digital Age course (lida)
17
Digital footprint
Coursera 3 week open course (MOOC) from University of Edinburgh
12
Learning online: managing your identity
Free online 2 week FutureLearn course from University of Leeds, focusing on becoming an effective online learner
10
My digital footprint
Blog and digital book by Tony Fish considering how individuals interact with the digital world
6
Professional presence
Part of the Succeed@Solent online course to becoming a better learner
8
Digital wellbeing
Digital wellbeing is about the impact of using digital devices, tools, services and systems on you as a person. It relates to how you look after your personal health, safety, relationships and work-life balance in digital settings.
Do you use your digital access to help you achieve what you want in life, nurture your friendships and stay well? Do you know how to manage digital stress, distraction and information overload? A first step is to recognise online bullying, scams, and fake news. But beyond that, we need to be aware of all the ways that digital tools can impact on our lives and on people around us.
Your confidence level: Proficient
Consider how you can continue to use digital tools to live well and achieve your personal goals. You might be able to earn digital badges or more formal accreditation for your expertise. Also consider becoming a formal or informal digital champion or buddy to other students with less developed skills.
Next steps
· Try to make sure your use of digital tools and media does not exclude anyone. Consider whether some people are excluded or discriminated against through the way digital technologies are used
· You may be able to contribute to policies that support the wellbeing of people and the environment through positive use of digital technologies
· What concerns do you have about digital technology in your learning? How can you join with others to address these issues?
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Whilst using AI on many occasions during my studies, I did not at any time use any AI tools to create this paper. My research was conducted in the UWTSD Library, on YouTube, LinkedIn Learning and the slides provided in Moodle.    
     
                              An Encounter with Microsoft Excel.

Microsoft Excel stands as the most advanced tool in the modern professional arena. For the last 40 years or so, from its inception as a simple spreadsheet program, it has now become the leading digital operational tool, providing "the opportunity to organise, calculate, and visualise data efficiently that can easily separate entry-level competency from professional mastery." (Smith, 2022). The transformation from developing novice to proficient expert in this extremely complex tool is a journey that has become highly sought after by individuals who are destined to secure employment in modern data and business analysis sectors of modern high-end companies. Suarta et al. (2024) found that 47.1% of entry-level accounting job advertisements required proficiency in MS Office, including Excel. These studies highlight Excel's importance in the undergraduate business curriculum, where Excel skills often lead to positive employment outcomes for business programme graduates.

There is a necessity within the realms of Excel to have a firm grasp of mathematics from the outset. As a novice in this field who has only discovered the basic commands to date, there is only room for me to comment on those that I can confidently understand, by which I can give the analogy of the tip of the iceberg as there is so much more for me to discover. The ribbon layout is very similar to that of Microsoft Word and Microsoft PowerPoint with the same basic File, Home and Insert Tabs, yet upon examination it is a far more complex arrangement of tools, that can provide actions like chart construction and mathematical formulas that can transform the most complicated arrangements of data, into a far easier to understand visual set up that can assist in the analysation and predictive aspects assist in understanding the patterns in the data that can the act as a decision support system. The demand for business graduates to readily use data analytics knowledge and skills to solve business problems has increased in recent years (Cainas et al., 2021

With so much to examine, the basic formulae are easy to comprehend. within the worksheet itself, which is set out as columns and lines. The lines are in numerical order, and the columns are labelled with letters. If you take, for example, A4 or B3, where those lines and columns intersect, this would then be described as either cell A4 or cell B3. Sample data can then be added to these cells, for example, if you wanted to know who was the most economical driver in your workforce, the 4 of your employees' names could be entered into cell A1 (Mr Evans), cell A2 (Mr Smith), cell A3 ( Mr Singh,) and cell A4 (Mr Harris). This would then be your first column. In column B, the number of days they worked last year, within cell B1, the figure would be 287; in B2, 249; in B3,186; and in B4,287. The third column could tell you what van they were driving, so that column C would hold cell C1 Astra, cell C2 Astra, cell C3 Transit and finally cell C4 Tipo. Column D would then contain the price of the petrol or diesel consumed that year by the drivers. In cell D1, the figure would be 3700, and these would be GBP cell D2, 2750; cell D3, 2925; and cell D4, 4150. To analyse the data, Excel would be able to show how much the fuel cost of each driver was per day and then be able to show exactly which driver was the most economical. The missing data on how many miles driven and how many hours per day the drivers worked would narrow it down even further if this data were a

There is such a wealth of opportunities for Descriptive analysis, that defines the “What Happened” aspect of data, Diagnostic analysis, that addresses the “Why did it Happen” aspects of data, Predictive analysis the “What Next” patterns of data, and the epitome of all data analysis Prescriptive analysis that gives the solid basis for the actual “Decision” Shabir (2025). When decisions have been made, they obviously need to be shared with other employees, customers, or shareholders, etc. This brings us to embedding and sharing charts in Microsoft Word in easy-to-understand graphs and charts, and you can even send the actual worksheets or workbooks as icons or QR codes. I have embedded an icon in this paper to display one of the worksheets that was provided in Moodle for this course. Taking data from the same chart, it was converted into a chart to be attached to this document as an exercise to improve the digital skillset of proficiency being pursued.


[image: ][image: ]
4. Conclusion.


In only 1000 words, this is a very brief synopsis of such a vast subject, just as the input of data can be a very time-consuming and painstaking task, the same can be said about learning all the shortcuts and formulas for Excel. Every journey has its first step; therefore, this is a paper from a very limited background yet progress you can see has been made. The author is in no way brimming with confidence on this subject and realises that there needs to be some time spent to navigate this system and understand it fully. Like in every other aspect of life, there is an appraisal of how much use you will derive from a system, and sometimes that is relative to what you invest. Students who overestimate their proficiency with Excel may possess only a basic skill set, which can lead to a disconnect between their perceived and actual abilities. Because students' motivation levels differ in learning and using Excel, positive learning experiences may be the key to motivating different generations of students, such that they may reach their full potential and achieve their academic and career goals (Schunk, 1989)
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INTRODUCTION


WORD
POWERPOINT


EXCEL


1







Microsoft Word


Learning to create documents, Format text, Change Fonts, their 


sizes, Italics or Bold and underline.


The basics of Cut, Copy, Paste, undo etc.


How to move lines of text or whole paragraphs.


How to add pictures, shapes or text from other sources and remove or reshape 
any of these additions.


2







The 


Application of;


Research.


LinkedIn.


AI.


Human Effort.


The amazing 
wealth of 
research 


material that 
can be found.


The fantastic 
training videos 
that can help 
you achieve 
success at 
LinkedIn.


The outstanding 
contribution 
that AI can 
bring to the 


Human intellect 
to save precious 


time.


There is no 
substitute for 


hands on 
experience, you 
have to put the 


hours in.


3







Understanding Excel;


 Created a questionnaire in Forms,


 Synced the data with Excel, via sending a Url link and a 
QR code,


 Was able to analyse the data,


 I used the LinkedIn course to assess how it could be useful 
in my business or personal experience,


 It’s a vast tool that needs a lot more time than I have 
been able to spend.


4







The Quest
for a firm 
grasp of
AI.


11/30/2025


Starting with the basics of AI has 
been a tremendous adventure.


Chat GPT, Gemini, , Grammarly, 
Google Scholar, Quillbot and 
Canva.


5







WHERE I FELL SHORT;


Sending barcodes can be 
counterproductive.


Getting the name right on a website is 
crucial.


Ethics and Data Protection


Realising the importance of Data 
Security


6







  


In reflection, I have enjoyed every minute of 
this course so far. The research the 
planning and all the revelations of the 
Digital World that I was previously unaware 
of. The future will be another hungry 
adventure for more of the same.


   Conclusion


7
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