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Examples of My Work

In this presentation, | will talk about five examples of my work:

1.Planning and organasing - My To-Do List

2.Using Al tools - summarising information

3.Digital communication - Business emails

4.Using Excel - DS2:Business Digital Task

5.Creating PowerPoint Presentation

These examples show what | learned during this module

| will also explain what | learned from each task and what
digital skills | developed.| will talk about what was difficult for
me, how | improved, and what | can do more confidently.
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Example 1:
My microtasks for assessment
DY
Read the task instructions again
Think which digital tools | use every day Planning and Organasing

Make a list of tools | use

| created a list of small tasks for my
assessment

| used digital tools to organise my work
This help me plan my work step by step

| learned how to manage my tasks better
and faster

Take a screenshot of the tools

Write a note about the digital skills | am
good at

Write a note about the digital skills |
have to improve

Organise screenshots and notes for
assessment

Check everything and ask Gregory if |
have any questions




Example 2:

Using Al

* | learned how to use Al tools such as Copilot
* | used Al to find and summarise information

* | learned how to write clear questions to get

. .
] nfo rl I lat] On . 8 uk price risen food - Mowyk Google & Copilot - Maryna Kleban (2541885) — Outlook

(=) ) :(ofood prices have risen dramatically, on track 5 (Panroramicano~ I o

-] « But they drift down like feathers—slowly, and never all the way back
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Y If you want, | can break this down into a short essay-style answer or help you turn it into a strong exam
paragraph.
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& Summarize this explanation in a short paragraph

& @) copilot

Food prices in the UK have risen sharply—on track to be about 50% higher by 2026 compared to 2021—due

to a combination of extreme weather, volatile energy costs, and global supply disruptions. These factors
increase the cost of producing and transporting food, while climate impacts reduce supply. Even when these
pressures ease, prices tend to remain high because of a “rocket and feathers” effect, where prices rise quickly
but fall only slowly and rarely return to previous levels, meaning higher food costs become a lasting feature

rather than a temporary spike.
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Example 3:

Commuticatiom and Business email

| learned how to write professional

emails

» | learned how to use a clear subject
and organise my message

* | learned difference between formal
and informal emails

« | practised sending email using

Outlook

During this module | learned how
important it is to communicate clearly
and professionally by email. | learned
how to choose the right languaged
depending on who | am writing to.
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Example 4:

DS2:Business Digital

Task.Using Excel

* | learned how to create and
organise tables in Excel

* | used formulas to work with
data

« | used formatting to make the
information clear

* | created a chart to show the
data visually

Excel was one of most difficult

tasks for me at the

beginning.During this

assessment | learned how to

organise data, use formulas and

create charts. | also learned

how formatting can make

information easier to

understand. After completing

this task | feel even more

confident using Excel.

C30 v Ix summary
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1 DS2:Business Digital Task
2 Student:2541885 Kleban Maryna

3 To: John Li, Shop Supervisor

4 From: Junior Assistant

5 Subject:  Stock Level Summary

6 Date: 25-Jul-26

7

8

9 GreenLeaf Grocers- Stock Level Summary

10 This table shows the stock levels of the product

12 Apples 12 Medium No Quantlty

13 Bananas 4 Low Yes 35

14 Carrots 18 Medium No

15 Potatoes 30 High No 30

16 Milk 6 Low Yes

17 Bread 3 Low Yes 25

18 Eggs 10 Medium No

19 Pasta 22 High No 20

20

i 15

22 10

23

- : ] 1l »
27 Apples Bananas Carrots Potatoes Milk Bread Eggs Pasta
28



Example 4;part 2
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30 Summary
31 The table shows the stock levels of products in GreenLeaf Grocers. Potatoes and
32 pasta have high stock levels, so they do not need to be ordered. Bananas, milk
33 and bread have low stock levels and should be reordered. Apple, carrots and
:g’ eggs have medium stock levels and there is enough stock available.

36

37

38 Reflective Log

39 For this task, | used Microsoft Excel. | chose Excel because it is easy to use for tables and charts. It helps to organise information and makes it easy to read.

40
41 First, | read the task and the scenario. The task was to make a stock summary for GreenLeaf Grocers. | entered the product names and quantities into a table. Then | added
42 two more columns called Stock Level and Order Soon. This made the information clear and organised.
43
24 | used Low, Medium, and High to show the stock level. I also showed which products should be ordered soon. This helps the user understand the information quickly.
45 | used conditional formatting to make the table easier to read. | used red for low stock, yellow for medium stock, and green for high stock. These colours help the user see
6 important information faster.
| also made a column chart. The chart shows the quantity of each product. It is easier to compare the products by looking at the chart. | think the chart makes my work look
48 better and more professional.

ig While | was working, | made some changes. At first, my worksheet was very simple. Later, | added headings, colours, and the chart. | also checked my work to make sure it was
. clear and easy to understand.

52| used the task instructions and checklist to help me. | also looked at the Microsoft Excel Help website to learn how to make a chart and use conditional formatting. This helped
53 me finish the task correctly.

>4 ] think my worksheet would help a shop manager. The table shows the products and their quantities. The colours make it easy to see low stock. The chart gives a quick

55 overview of the information. This can help the business decide which products need to be ordered.

56 | learned new Excel skills during this task. | learned how to create a table, use conditional formatting, and make a chart. | also learned that simple and clear design is important.
57 Overall, | am happy with my work. | think my worksheet is clear, neat, and easy to use. If | do a similar task in the future, | will use more Excel tools and improve my design.




Example 5:

Creating a PowerPoin Presentation

Task: What was difficult:

For my final example, | created a At first,it was difficult to decide how much
PowerPoin Presentation to show and information to put on each slide and how to make
explain my work from this module. presentation easy to read.

What | learned: How | improved:

| learned how organise information | improved the layout, shortened the text, and
clearly, choose a suitable layout. organised the information into clear sections.
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Conclusion

During this module, | developed different digital skills and became more
confident using digital tools.

| improved my planning and organisation skills.

| learned how to use Al tools to find and summarise information.

| improved my digital communication and learned how to write
professional emails.

| learned how to organise data, use formulas and create charts in Excel.
| improved my PowerPoint skills and learned how to present information
clearly.

Some tasks were difficult at first, especially Excel, but with practice |
improved and became more confident.

Overall, these skills will help me in my future studies and work, and | will
continue to develop them.




End of presentation
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