· In the first week of this module, I was informed about this module what this module consists of, and we met our teacher, we got to know each other which is very important for us before starting this step. And we were also informed that at the end of this semester we will be able to know how to use this module. Digitals skills module we will be about emails, professional networking, artificial intelligence etc. Also, JISC Digital Discovery Tool is about helping us discover our current digital capabilities and plan your development journey.
· In the second week I added knowledge about Outlook & Task Management how to navigate Outlook efficiently and professionally, to make a professional email in, formal standard and a group. I accumulated information about using the calendar to make a reminder of an event when needed, to work as easily in the future. It helps me in the future to make a professional email, to have a better communication and help me to be productive, as well as the correct use of adding a professional signature to have a successful future. Outlook is about communication, especially the professional use of calendar, contacts, notes and tasks, all of which are connected to Microsoft 365, Team, OneDrive etc. Planner board is about managing our schedule, what needs to be done and what can wait. At the end of this session, we will be able to configure Microsoft outlook efficiently and professionally, to configure the inbox, folder and its organization. Using and creating a calendar with events with reminders and invitations.
· In the third week I learned about AI & Ethics. I have accumulated information about artificial intelligence when it appeared in our daily lives. ChatGPT is used by everyone it is free for everyone, behind this application, ChatGPT can give incorrect information. GDPR is general data protection, which protects personal information and the right to a private life. Also, I learned about Data what it means and that nowhere will we find personal information about a person. It is very important to be careful of any fraud.
· In the fourth week we learned about Microsoft office 365 & Word how it is used how I can use it. How to use Microsoft Team, how to make a group, in a meeting, and what are the features of this application. I learned how to use Word how to save how to add components in this Word. Creating a document, editing, presenting and using communication easier. The benefits of this program are found in many stages, such as the efficiency of working from anywhere, real-time collaboration, automatic updates and integrated security. I can also use academia and the workplace, academic majority use PowerPoint, excel and team for writing, data presentation and virtual collaboration. Workplace application is about support together with Office 365 which supports drafting, presentation email management and team operation in provisional environments. Collaboration tools in Office are useful in using projects in management.
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