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[bookmark: _Toc223453137]Introduction: Importance of Digital Skills
Digital skills are important in today's world especially for students in higher education and for future jobs. Digital skills mean being able to use technology like computers, the internet and different soft wear to find information, communicate with others and complete tasks. In university students use digital skills for researching, writing assignments and working online. Research shows that digital literacy is now crucial for students because it helps them navigate the modern digital environment, think criticaly, and adapt to new technologies (university business, 2025). These skills are also important in the modern workplace because they help people work more efficiently and communicate better. Developing digital skills can also help with employability, and communication, and allow people to continue learning as technology keeps changing.
[bookmark: _Toc223453138]Overview of the JISC Digital Capability Tool
The JISC digital capability took is an online self-assessment that helps students understand their digital skills. It asks questions about different areas such as communication, information, literacy, and problem solving. After completing it the tool gives you feedback on strengths and areas that may need improvement. This helps students develop their digital skills for university and future careers.
[bookmark: _Toc223453139]Summary of JISC Results
The results from the JISC tool show that i have strengths in digital innovation, digital communication, and digital learning management. This means i am confident in using technology in creative ways and adapting to new digital tools. My results also show that i communicate well using digital platforms such as email and online systems. The results highlight some strong digital skills that will help me in my education and future.
[image: ]
[bookmark: _Toc223453140]Strengths in Digital Skills
Two of my strengths identified in the tool is digital communication and digital innovation they are two of my strengths because i feel confident using different digital platforms to communicate with others. This includes emails, messaging tools to share information. being able to communicate clearly online is important for teamwork and completing university work. I am also comfortable in using technology in new and creative ways this means i can adapt to different digital tools and learn how to use them for my studies.
[bookmark: _Toc223453141]Areas for Improvement 
Arears I need to improve is problem solving and information literacy, they are important to me because they help me understand things better and work more  independently, when i can break a problem down it stops me feeling stuck, being information-literate means i know how to find good trust worthy sources instead of getting confused together these make my uni work stronger and prepare me for future jobs.
[bookmark: _Toc223453142]Action Plan Using SMART Goals
Specific-i want to get better at breaking tasks down and choosing the right steps when i feel stuck, and to get better at finding sources.
Measurable- i will use the step-by-step method were i identify the problem make a list of my options find a solution and review the outcome for at least 2 of my assignments or tasks each week.
Achievable- ill start with small tasks like planning an essay paragraph or organising my study time.
Relevant- this will help me manage university work more confidently and reduce stress when tasks feel overwhelming. Also, it will help me make my assignments stronger and help me avoid misinformation or weak evidence.
time bound- i will review my progress after four weeks to see if i feel more confident and if my work feels easier to manage.
[bookmark: _Toc223453143]Reflection and Conclusion
Improving my digital skills will make a big difference in how confident and independent i feel in my studies. I've learnt how to use Moodle, online library and basic soft wear which helps me stay organised. Research shows that digital skills are now essential for students because they improve learning, communication, and access to resources 
(collegenp, 2024). being able to judge information online is also important for avoiding unreliable sources, these skills don't just help me at university they also prepare me for future jobs, as employers expect people to use technology confidently and adapt to new digital tools.
[bookmark: _Toc223453144]Task 1 References 
University business (2025)
 Empowering higher education: Integrating digital literacy for success. Available at: https://universitybusiness.co.uk (Accessed: 12 March 2026).
Collegenp (2024) 10 importance of digital skills for students. Available at: https://www.collegenp.com (Accessed: 13 March 2026).
[bookmark: _Toc223453146]Outlook Essential Training (Microsoft 365)
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[bookmark: _Toc223453147]Word Essential Training (Microsoft 365)
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[bookmark: _Toc223453148]Excel Essential Training (Microsoft 365)
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[bookmark: _Toc223453149]PowerPoint Essential Training (Microsoft 365)
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[bookmark: _Toc223453151]Introduction
Microsoft Excel is one of the most used digital tools in education, business, and everyday life because it helps people organise information, analyse data, and make informed decisions in higher education, Excel supports students with essential academic tasks such as managing research data, planning assignments, and receiving results, research shows that Excel is a key tool in university's because it helps students develop skills, complete coursework more confidently, and understand data-driven task that appear across many subjects (GeeksforGeeks, 2025).Introduce Microsoft Excel and explain its relevance in education, business, and everyday life. These skills are especially important as higher education becomes more digital, needing students to work more confidently with information and technology.
[bookmark: _Toc223453152]Uses of Microsoft Excel
Excel is widely used across colleges and universities because it helps students and teachers manage information and help stay organised. Students can use Excel for tasks as in planning assignments and completing course work. Excel is also essential in business it is used for budgeting, and financial planning, Excel is also useful in daily life for managing personal budgets, planning events, and keeping records. 
[bookmark: _Toc223453153]Data Analysis
Excel is a useful tool for looking at data because it gives you different ways to work with information, even if you are not an expert one of the main things excel used is formulars and functions, formulars let you do you own calculations, like adding or submitting numbers. Functions are built-in shortcuts, such as sum to add up a whole column, Average to find the middle value, or if to compare things. These help you understand your data more clearly without doing everything by hand. Excel also lets you organise information using sorting, sorting means you can arrange your data from A to Z, Z to A, or from the smallest number to the biggest. This makes it easier to spot patterns, like the highest score or the lowest price. Filtering is another tool that helps you focus only on the information you need. For example, you can filter a list to show dates from this month or only items that cost more than £10. This is helpful when you have a lot of data and want to see just one part of it. One of the most powerful tools in excel is the pivot table. A pivot table lets you summarise large amounts of data quickly. You can drag fields into different areas to see totals, averages or comparisons, for example you can use pivot table to see how many products were sold in each month or which category performed best. It helps you turn messy data into clear results overall.
[bookmark: _Toc223453154]Budgeting and Financial Management
Excell is helpful for budgeting because it lets you clearly track your income and spending in one place. You can set up a simple table with columns for dates, amounts, and categories, which makes it easier to see where your money is going. Excell also has a built in-in budget templates that already include formulars to add up totals and show how much money you have left each month (Microsoft Support,2024). This helps you stay organised without needing to do the maths yourself. Excel is also useful for tracking income and expenses over time. For example, you can record your wages, benefits, or student loan payments, and then list your weekly or monthly spending. Many people use income and expense tracking templates because they automatically calculate totals and show patterns in your spending. This makes it easier to manage your money and plan ahead.
[bookmark: _Toc223453155]Reporting and Decision-Making
Excel supports reporting and decision making by turning data into clear work and summers that are easier to understand. Charts help show patterns, trends, and comparisons at a glance. For example, a line chart can show sales change over time, while a bar chart can compare performance between different products. Visuals like this make it easier for managers pr students to spot increases, data creases, or unusual changes in the data, which supports better decisions. According to spreadsheet, charts are a key part of dashboard because they highlight the most important information without needing to read through long tables. Tables in Excel organise information clearly when data is formatted at a table, it becomes easier to sort, filter and update. Tables also automatically expand when new data is added, which keeps reports correct. They are often used as the foundation for charts and dashboards because they keep data structured and easy to manage. Microsoft support explains that tables are essential for building dashboards, as they allow pivot tables and charts to update automatically when the data changes. Dashboards bring charts, tables, and summaries together on one screen. They give a quick look at key information such as sales performance, attendance, or monthly spending. Dashboards often include interactive tools like slicers, which let users filter the data instantly. This makes it easier to explore different situations and answer questions quickly. A well-designed dashboard helps people make informed decisions because it shows the most important information clearly and in real time. Spreadsheets describes dashboards as a high-level summary that helps users understand performance without digging through data. 
[bookmark: _Toc223453156]Practical Spreadsheet Task
· [image: ]
[bookmark: _Toc223453157]Reflection and Conclusion
Reflect on how Excel skills are valuable for your studies and future career. Learning excel has become really valuble for my studies because it helps me stay organsied and understand information more clearly. When i work on assignments that involve numbers, planning, or tracking excel makes everything easier. I can use tables to lay out information neatly, and formulars help me check out my calculations without worrying about mistakes. This saves time and reduces stress, especially when I'm working on deadlines. Excel also helps me present information in a clearer way, using charts or simple summers that make my work look more professional and easier to understand. Excel is also useful for managing my personal study routine. Seeing everything laid out visually helps me stay on top of my workload and avoid feeling overwhelmed. These skills make me feel more confident because i know i can organise information a little bit better than before when i first started university i like to keep myself on track. For my future career, excel is important because almost every job uses it in some way, many workplaces expect people to understand basic spreadsheets, Wheater it is for budgeting, planning schedules or creating reports. Having these skills already means i will feel more prepared and confident when i start working, employers often look for people who can handle information clearly and correctly and excel is one of the main tools used for that, being comfortable with formulars, charts and tables shows that i can work with data and hopefully present it in a way that makes sense overall learning excel gives me practical skills that help me now in my studies in my studies and will continue to help me in my future it makes me more organised and confident and ready for the workplace.
 
GeeksforGeeks. (2025). Introduction to Microsoft excel and its key features. GeeksforGeeks.
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[bookmark: _Toc223453159]Task 4: Reflective Presentation 
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Income January |February [March |Aprit  |May  [une  [mly  |August [September|October [November |December
Wage 1 2500 2500 2500 2200 2200[ 2,500 2,000] 2,500) 2,100) 2,200) 2,600) 2,600)
Wage 2 3000 3,100 3000 3000 3000[ 3100 3100] 3000) 3000) 3200 3200 3200
Total 5500 5600 5500 5200 5200 5600 5,100 5,500) 5,100) 5,400) 5,800) 5,800)
Expenditure January [February [March _[April__ [May  [une  [iuly  [August _|September|October _|November |December
Rent 700 700 700 700 700 700 700 700 700 700 700 700
Council Tax 120) 120) 120) 120) 120) 120) 120) 120) 120) 120) 120) 120)
Utilities 300 300 300 360 300 350 300 325 300 300 300 300
Broadband 31 31 31 32 35 31 31 31 35 35 35 35
Phone 0 0 0 % % % % % % a7 a7 a7
Gym 20 20 20 20 20 20 20 20 20 20 20 20
Food 100) 100) 100) 100) 150) 130) 150) 200 170) 200 100) 150)
Petrol 70 70 70 90 100) 100) 100) 70 70 70 70 100)
Insurance 100) 100) 100) 100) 100) 100) 100) 100) 100) 100) 100) 100)
TV License 13 13 15 15 15 15 15 17] 17] 17] 17] 17]
Total 1494] 149a] 1096] 15e2] 1585] 1611] 1581 1,628 1577 1,609 1,509 1,589

January [February [March _[April__ [May  [une  [iuly  [August _|September|October _|November |December
Disposable Income 2,006]  4106] 4004 3618] 3615 3989 3519 3,872 3,523 3,791 2,291 2,211
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