Digital Portfolio







Student Name:
Student ID: 

Task 1: Digital Skills Assessment
JISC Digital Capability Test highlight my capability as a digital thinker and working with the team, and being there for the digital application, and oriented for promoting the digital thinking approaches (Foster, et al., 2024). In that idea, there are some approaches which are supposed to be followed for keeping the strong digital thinking and audit procedure. Developing the digital capability is essential for the area and development, and being sure that the self-assessment, which was completed me highlights that the strong digital tools are being used for assessing and planning problem-solving. In that the reflective essay requires the need for summarising the results, which allowed me to identify the strengths and weaknesses, also present the SMART-based actions for improving the strengths and overcoming the weaknesses. 
One of the main strengths is highlighted through assessing the JISC results for the information, data and media, which are there for scoring high in the area. Through the test, it was found that I possess some of the relevant skills which are there for highlight that I can analyse the online database and interpret the credible sources as a form of evidence (Horton, 2023). That accordance, I identified that the skills are widely recognised as the key and essential for the learning and development of the student. Apart from that, communication and collaboration are another form of advantage, for delivering and enabling the process for making informed decisions and being sure that I am able to work appropriately so that the information can contribute to the strong clearance and being sure that more study habits are being identified. 
The second strength, identified as digital communication and collaboration, the assessment showed that they are comfortable using email. This shows that the information is being identified for making sure that the work can be improved in the group project through interpreting the final results, and being sure that I can communicate effectively in the digital landscape, and enabling the process for collaborating with other individuals in the hybrid learning environment. 
Despite the advantages and strengths, there are different weaknesses which are identified, the first one being the Digital Problem Solving and Innovation (Nottingham and Nottingham, 2025). Upon evaluating my score, it was identified that I am struggling with the digital tools, and this could impact my workflow and ensure that the unexpected bias could be mitigated. In accordance, there are different digital problem-solving approaches present, which are resulting in increasing technological change, and individuals can quickly with the new tools and platforms. 
The second weakness is that with cybersecurity and well-being, which are there in the practical approaches and highlighted with the adoption of a continuous adoption rate and strong password protection being embedded in the file (Carl and Worsfold, 2021). In that regard, the weakness in the same can result in causing technical errors and increasing the problems with managing the data and ensuring that the institutional systems are being taken into account for promoting digital safety. 
To address these weaknesses, I have created a SMART action plan:
1. Improve Digital Problem-Solving Skills
Specific: Learn new software tools and troubleshooting strategies using online tutorials.
Measurable: Complete at least two LinkedIn Learning courses on digital problem-solving within eight weeks (Matthews, 2024).
Achievable: Courses are freely available through my institutional account.
Relevant: Enhances adaptability and technological confidence.
Time-bound: To be completed by the end of the current academic term.
2. Strengthen Cyber Security Awareness
Specific: Develop a stronger understanding of online security, safe data handling, and phishing prevention (Matthews, 2024).
Measurable: Complete the Cyber Security Essentials course and implement three new security practices (multi-factor authentication, secure password manager, regular data backups).
Achievable: Training is accessible and suitable for beginners.
Relevant: Supports safe study practices and protects personal data.
Time-bound: To be completed within six weeks.
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Task 2: LinkedIn Certification for Office 365

Task 3: Importance of Excel
Excel is an effective and multidimensional software applied by professionals in most industries. It has major functionalities: advanced formulas, pivot tables, data-visualisation tools and automation (Geeksforgeeks.org, 2025). These render Excel to be indispensable in the field of data analysis, financial modelling and project management. Excel also helps professionals with intricate processes like budgeting, monitoring performance and reporting. It improves productivity and assists in decision-making. Through data organisation, data analysis, and presentation, Excel becomes a necessity to every individual willing to operate in his or her area of expertise more efficiently and effectively.
This essay examines the relevance of Excel in current-day data management and demonstrates its usefulness through sample spreadsheets: a household income and expenditure. It is intended to demonstrate how Excel can help with budgets, financial analysis, performance monitoring, and make informed decisions due to the ability to arrange and organise the data systematically and use automated analysis tools.


Importance of Excel 
Excel finds its application in the business world, such as business analysis, human resources, operations management, and performance reporting.  There are lots of formatted cells, which assist the user in organising, manipulating data and carrying out mathematical computations (Gillis, 2021). In order to analyse data, users can make charts, pivot tables and write down formulas.  There is also a macro programming language, Visual Basic for Applications, which is incorporated into the application.
Importance of Excel for Data Analysis and Decision-Making
Excel assists businesses in predicting market trends, performing data risk analysis, and making decisions accordingly. Companies can project the growth in the future and remain financially stable by evaluating the previous data and forecasting the models. Strategic planning and the concept of running a scenario are done with the help of Excel by the executives.
Importance of Excel in budgeting 
Budgeting is extensively done in Excel. It allows one to effortlessly monitor revenues and expenses (Shim, 2011).  Excel is powerful due to its formulas that include SUM, AVERAGE, IF, and other more advanced formulas. They assist in computing totals, comparing information, as well as projecting future financial performance.  People would use Excel to budget their own interests, whereas companies would use it to analyse profits, cost projections, and to do extensive financial planning.
Importance of Excel in Data Visualisation 
Excel is also a powerful data display application in business presentations. It allows experts to develop influential visualisations of data analysis. Having a diverse variety of types of charts, pivot tables, and conditional formats, Excel transforms incomprehensible data into easily readable graphics (Geeksforgeeks.org, 2025). These images are easy to insert into the presentations to demonstrate tendencies, contrast, and underline important results. Excel's strong data-visualisation tools can transform complex datasets into understandable, interactive visuals that are not difficult to interpret and analyse. Decision-makers can use Excel and enhance the quality of business presentations.
Importance of Excel in decision-making
Excel is also valuable in the decision-making process, given that users can experiment with a variety of decisions using the program, using such functions as the what-if analysis, Goal Seek, Scenario Manager and data tables (Al Maruf, 2022). Users are able to forecast results and make better decisions through modelling, which involves the use of hypothetical situations. An example is that a business can determine the impact of an alteration in price or volume of sales on profit, or an individual can determine the impact of future expenditures on savings.
Household Income and Expenditure Spreadsheet.
To illustrate the effects of using Excel, a household income and spending spreadsheet was constructed as part of this assessment. The spreadsheet is a mathematical model of a standard family budget for one month, where the various monthly income and expenditures are listed, the sums tallied automatically, and the data presented visually in the form of a chart.

1.  Input and categorisation of data.
The spreadsheet will have 3 columns, which include the Category (Salary, Rent, Groceries), Type (Income or Expense), and Amount (Numbers). Entering data into these columns enables Excel to sort and categorise financial data most appropriately. It is significant to categorise data since it allows the user to tell the difference between income and expenses, which are needed to calculate net income. For the explanation, the graphs and tables are used, in which the sum formula is used to calculate the total income and total expenses in the household income. 
	Income and expenses 
	

	Category
	Type
	Amount

	Salary
	Income
	3000

	Benefits
	Income
	500

	Rent
	Expense
	1200

	Groceries
	Expense
	400

	Utilities
	Expense
	250

	Transport
	Expense
	150

	Total Income
	
	3500

	Total Expenses
	
	2000

	Net Income
	
	1500



1. Illustrations and graphical representation.
To make a comparison in terms of income and expenses, a bar chart was provided. Charts allow users to have a quick comprehension of the differences existing in the categories and where alterations might be required. The chart in this case indicates that the total household expenditure is much less than the income, hence a positive net value. In providing financial reporting, such visual tools are necessary and help users convey information better (Ahsun et al., 2024).

The Reason why Excel is still Considerable.
With the emergence of better data tools and accounting software, Excel is still needed in business due to several reasons:
Statistical availability and compatibility.
Excel is common and compatible with a majority of devices and operating systems. Excel’s robust collaboration features make it an indispensable tool for teams (Medium.com, 2025). This simplifies the collaboration of teams to share files and sustain uniformity in various workplaces.
Adaptability and individualisation.
Unlike most specialised software packages, Excel can be programmed in connection with most tasks. In analysing sales data, planning or modelling some statistics, it is possible to adjust the Excel to fit using custom formulas, formatting, macros, and charts.
Conclusion
Microsoft Excel is an invaluable product in manipulating data, interpreting data, and drawing reports, as well as aiding in intelligent decision-making. It can be used in both personal and professional life due to its flexibility, and its strong capabilities, such as formula, chart, table and sorting and filtering, make it a powerful tool for organising data, which can help enforce information. The household income and expenditure spreadsheet that was designed as part of this assignment reflects useful Excel skills such as entering data, calculations and visualisation. With the effective use of Excel, time and again, people and organisations may enhance precision, efficiency, and self-assurance in their decision-making. Thus, Excel can be regarded as extremely topical and still an important factor in the current digital and information-driven landscape.
Task 4: Reflective Presentation
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