500 Words Reflective Essay
My university experience so far has been challenging and rewarding. Through the lessons I have learned new practical skills and a different mindset towards technology. I have also developed a stronger understanding of digital tools and how they can support my learning. For me, using different types of tools was a bit challenging but now I have an idea on how to use them.
[bookmark: _Int_4XfK7Yuo][bookmark: _Int_ACixuULs]The first week was about Moodle introduction. In the first week I learned how to use the online library and to get to know how Moodle work. At first, I found Moodle a bit confusing because there were so many different sections and features. It is quite difficult to understand how it works but in time everything is much smoother to learn.
The second week focused on Outlook. Using Outlook, you can send and receive emails. You can also schedule meetings, set reminders, and keep track of deadlines. Another helpful feature is the calendar, where you can plan your week or set alerts. At first, I only knew how to send simple emails, but I later discovered that you can do more than that. For example, you can organize your inbox by creating folders for different subjects, making it easier to find important messages.
The third week was about Artificial Intelligence. It can process information, create content such as   text, images, or even summaries your work. Artificial Intelligence has pros and cons. The pro’s of Artificial Intelligence is that it is free to use, gives quick answers and gives you generated form texts. Artificial Intelligence has also con’s which are more likely like: 
· It might give incorrect information.
· It can make people lazy. 
· It can be outdated. 

And finally, the fourth week focused on Microsoft Office 365, Word and Microsoft Teams.
One of the most valuable things I learned was using Microsoft Teams properly. At first, I found it difficult to navigate, especially when creating new meetings and trying to find new assignments or communicating with classmates. Through our lessons I discovered that Teams is very helpful, and you can learn a lot from it. I have learned how to create channels for different topics, schedule meetings, and how to share files. Using Microsoft Teams, you can start conversations and mention people by using ‘@mentions’.
Also learning how to use Microsoft Word was another important part of the class. I have used Word before in school but mostly for typing and printing documents and photos. In class, I learned how to actually make the documents look good using different fonts. I also learned how to insert tables and images to make information clearer. Microsoft Word helps check grammar and spelling correctly. Using these tools, I learned to make my work look professional. You can insert pictures, tables, and hyperlinks into your documents to make it organized and professional. Learning to use Word properly has given me more confidence when preparing my essays.
Overall, in these four weeks I have learned so many new things I had no idea about. Using these tools more often helped me stay more organized and manage my time better. At first, I didn’t know much about them but after a few weeks of learning and practicing, I feel a lot more confident.

