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The issues started when I was completing my assignment and trying to find the right keys on Microsoft 365. Unfortunately, it has new updated applications which needs extra training. For example, trying to retrieve saved files that is due to be submitted before the deadline has been a total mind field. Where has my paper gone? There is so many different locations other than documents or downloads, your work can end up in cloud one drive, or if I have saved something to add to a PowerPoint document for instance it can land in a zip file. Not where I wanted it at all. Saving files to a location use to be such an easy task. When I had windows ten on my previous laptop, however, it has become more challenging with my new laptop and the updated features. Ultimately, this created difficulties having to stop midway on my work to update my learning with Microsoft 365. It is not that I am unable to work out or find the information to make improvements, but it was about the time it has taken to work out the location of my file. Furthermore, Microsoft has automatically linked my old account with my student account, so this also created more issues as it does not save my work and then requires signing in when I am already signed in and jumps from one account to the next. Ultimately, it became extremely confusing. 

It made me so stressed out, whilst trying to frantically work out Microsoft. I remember complaining out loud. ‘Why did they have to change things?  The old system worked quite well.” There were no issues then as I knew what buttons to press to locate my documents, this also meant there was no time wasted. This even caused me to panic. What if I couldn’t get my paper submitted on time? I would have been Livid! Plus It made me feel defeated it was impossible for me to see my way out of this mess, and I couldn’t really ask anyone on the group for help as it was too much to sort out, plus near enough everyone in the group thinks I can do everything ,hence me asking would of been possibly a shock, even though I told a few that I struggle with digital skills that is partly why I am taking this course. It is too devastating to imagine, all my hard work gone down the drain!  At this point I knew I had to pull myself together no matter how I felt, besides, there was still time spare to figure it out and get my paper in well before the deadline. but I decided to put my emotions aside and start to think about how I can find a solution. The authors believe If a student cannot control their time with what’s necessary for study, then it can be impossible to achieve success. (Wolters, C, Brady, A, 2020).
Whilst contemplating my thoughts, it became clear that searching for files was not the problem as such, although it would help if I could remember to place everything in one document for example, but it was about learning to structure my time management more effectively. Also, I was not prepared for the changes on a new laptop with new features, this ultimately put a halt to my studies, also it wasn’t helpful when Microsoft had linked the accounts together as there was a lot of old content that I no longer needed that was visible and I couldn’t shift. Ultimately there was a lot to work through so I could continue with my paper, I was glad that I noticed the issues before the time ran out and, in the end, it took me and two professionals to help to navigate through and solve the problems, such as sorting out my margins to make my paragraphs neat once again, and it was good for me to get help. Cameron says, “Time is a scarce resource, and you need to plan your use of it carefully.” (Cameron, S, 2021). A lot of the time my focus was on completing my papers and it didn’t even occur to me what if I needed to solve a problem with Microsoft if it suddenly went wrong? It is clear to me that I am not equipped with enough knowledge and would be unable to find quick tips to trouble shoot.
 It is most important at this stage in my studies. to map out my time. What do I need from my laptop with its key functions? Or do I need to keep a notebook of Microsoft instructions if I forget how to do certain tasks? To have good time management it is good to write down everything, this can be recorded in the form of a manual calendars, or on your phone, write sticky notes to set reminders and keep a close eye on due dates. It is also essential to make sure all your work is in one place, or where you can find them. (Wolters, C, Brady, A, 2020). I managed to find a book on Microsoft 365 which gives a step-by-step guide on everything I need to know about all the new software (Mahajan, G, Ghatak, S, Chamberlain, N, 2024). It would be useful to use google and utube as quick sources to help me. And calling the IT team to fix the problems on my Microsoft account. I am so glad I called them as they were very helpful; and they knew how to solve the problem. it was such a relief to see all the annoying signing in messages disappear and I was able to press the autosave and it stayed on. Authors suggests that it is good to be consistently constant in creating a plan of action to complete a task efficiently, making sure you have spare time to work out any issues as this can eliminate panic and frustration. (Cox, W, Alexander, A, West, H, 2023).
 
 I totally agree with this point of view that suggests, it comes down to recording and being proactive, keeping the less unimportant tasks to a minimum. Learners who are good at time keeping do not focus on activities that waste valuable time. You must be disciplined and do not allow delays. (Wolters, C, Brady, A, 2020). This is the reason why I was concerned about how long it was going to take to work out key functions, not having the knowledge to operate your devise can become time consuming. Writers also states, it takes a lot of planning and preparation to submit your assignments on time.  It is advised that you must plan for the good and the unforeseen situations. Being able to manage your time has a lot to do with being organised. You need to concentrate on the most important tasks. (Cox, W, Alexander, A, West, H, 2023). Cameron believes that good time keeping can build new skills for the future, for example it can help you focus and motivate you to achieve your goals. (Cameron, S, 2021). It is my intention to make sure to keep an eye on when my modules are posted on the hub and immediately check due dates. From there, work out what keys and applications I need before starting any task. Also, making sure that I don’t experience the same problems again by putting the necessary support in place. If I am unsure, then ask for help. Cottrell explains in detail how to manage your time effectively, by writing a plan of action and making a habit of checking and crossing out every completed task till you get everything done. The reason I looked at this is because I realised it is so important to plan how long it can take to do my paper but also needing to add extra time for every paper I’m required to do, even to the extent of including time to learn Microsoft and my keyboard task bars and ribbons whether I have issues with the computer or not (Cotterell, S, 2024). 

My next steps would be is to check the laptop is working correctly and making sure I am signed on the right account. Keep updating my skills for Microsoft is the priority, then making sure I build my note pad with new skills to work the functions is key. It is time for me to become familiar and confident using my laptop functions and learn more short cuts, so it doesn’t make an impact when I need to be spending it on other important tasks. Becoming familiar with my tasks bars and making a note of where everything is so I can put documents in one place so I’m not scrambling around at the last minute trying to find everything. Watching plenty of utube and LinkedIn videos and spending time to practice them. Delete files I no longer need from my download and anywhere so I can free up space and prevent my computer stalling. Plus remember to completely shut my computer down when not in use. This will be the start of making changes so I can improve my performance and experience positive outcomes.

· Specific: I intend to read books, watch utube videos, get quick tips on google and take training courses on Microsoft 365 for example, the training courses on LinkedIn. Then I would like to take notes and keep a journal on my progress. It will also be useful to take the necessary tests, to gain certificates. 
· Measurable: I will spend about forty minutes reading a book once a week and write down relevant information, then spend thirty minutes watching utube videos, keeping records and saving them on my mobile if I need to refer to them. Afterwards it would be a benefit to practice what I have learnt for a further ten to twenty minutes. 
· Achievable: The training will save me time and will be helpful for gaining the knowledge using Microsoft 365, when I specifically need to use word, it will give me the guidance on how to save files correctly. And, practicing and creating slides for PowerPoint on a regular basis will boost my confidence with using the keys and functions.
· Time-bound: I am willing to put in extra time if necessary to go over everything and check my understanding of it, and or find relevant courses for instance that is useful that I will look at, maybe fitting it in every two weeks for an hour. I am looking to complete all the training within four months.
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