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      Over the course of this 4 weeks of the academic term has thought me the importance of flexibility in academic settings. I’ve found that lectures are more than just a means of transferring knowledge, they are opportunities to engage with ideas in real time.
   In the first week coming to class I’ve learn how to use Moodle and how to find our assignments and task by opening the Handbook Module , how to submit home work and assignments via Turnitin and completing the JISC Discovery Tool by answering all the questions of the survey and obtain the Digital Badge with my initial knowledge.
In the second week I’ve learn how to use Outlook by writing a professional email, schedule meeting by using the Calendar and Microsoft Planner and how to use Microsoft 365 who has all the necessary apps Word, Power Point, Excel, One Drive.
In the third week I’ve learn what is the Artificial Intelligence, what it can be used for and that everyone is using AI in this days from the small businesses to the big corporation , hospitals, schools, university  it is used by everyone in the United Kingdom except the Police.
I’ve learned the Ethical use of AI in study and work, the GDPR awareness and Cybersecurity basics all this thing helps us to protect our data and our personal details. I began to understand the tension between innovation and individual rights. Questions like:
-Who owns the data?
-How can consent be meaningfully obtain?
These issues are especially relevant in areas like healthcare, education, and social media where sensitive information is frequently processed by AI.
In the forth week study I’ve learn about Microsoft 365 and all the Office apps for example One Drive is  one of the most impactful features of Microsoft 365 is its cloud-based integration through OneDrive by being able to access my documents from any device, share files instantly and collaborate in real time. I no longer worry about losing files or emails.
Microsoft Team has taught me that you can schedule virtual meetings and share files, I can stay connected with my classmates to share ideas.
In conclusion, Microsoft 365 has become an essential part of my academic toolkit. It has improved my productivity, collaboration skills and help me to develop a more organized and professional approach to my studies. As I continue my studies I aim to carry forward the lessons learned in class and apply them both within and beyond the academic sphere.

 
       
