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Microsoft PowerPoint

This is a presentation about 
the importance of customer 
service and this slide is an 
introduction of the topic and 
source. The skills I used was 
adding text, bullet point and 
neatly organise texts and 
format slides. I learnt how to 
create presentations and 
present information clearly.



Microsoft Excel

This spreadsheet shows sales 
figures for different drinks. The 
skills I used was entering data, 
creating tables and charts, 
formatting graphs and analysing 
data. I learnt how to create a 
chart and present the data onto 
it. 



Microsoft Word

This document is about my digital life 
and I presented it on word. The skills I 
used were typing and formatting text, 
inserting images and organising 
information. I learnt to become 
confident using Microsoft Word.



Reflection

This module helped me improve my digital skills and these skills will 
help me in my future studies because I learnt how to create 
documents, presentations and spreadsheets. These skills will help me 
in the workplace as digital skills are essential in many jobs. Overall I 
have became more confident with using technology. 
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