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Digital Skills Portfolio
Introduction
This portfolio shows the digital skills developed during this module. I have chosen three pieces of work that show my progress using Microsoft Word, Microsoft Excel and university digital tools such as Moodle and Outlook. These examples show how my digital skills developed throughout the module and how I became more confident using different digital tools for my studies. At the beginning of the module, some tasks were new to me, but by the end I could complete many of them independently.

Assessment 1: Digital Tools for University
[image: ]
What this work is
This assessment explored the digital tools I use for university and everyday life. As part of the task, I included screenshots of different applications, such as Moodle, Microsoft Word, Outlook, Google maps and other apps I use regularly. I then wrote a short reflection explaining how these tools help me with my studies and daily life.
Skills it shows
· Using Microsoft Word to create and format a document.
· Using Moodle to access learning materials and submit assessments.
· Using Outlook for university communication.
· Choosing the right digital tool for different university tasks.

What I learned
This task helped me realise that I use many digital tools everyday for different purposes. It also helped me become more confident using university platforms such as Moodle and Outlook. I learned how important it is to stay organised, check my university resources regularly and choose the right digital tool for different tasks.






Assessment 2: Using Microsoft Excel for Business Data
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What this work is
This assessment involved choosing the best digital tool to organise and present sales data for a business. I chose Microsoft Excel because it is designed for working with numbers and makes calculations and charts much easier. After completing the spreadsheet, I also wrote a reflection explaining why I chose Excel and how it helped me complete the task.

Skills it shows
· Creating and formatting a spreadsheet in Microsoft Excel.
· Entering and organising business data.
· Using formulas to calculate totals.
· Creating a chart to present information clearly.
· Reflecting on my work and explaining why I chose Excel.

What I learned
Before this assessment, I had never used Microsoft Excel, so I found it challenging at first. I had to learn how to organise data, use formulas and create a chart. After practising and completing the task, I became much more confident. I can now create a simple spreadsheet, calculate totals and present information clearly. This assessment shows one of the biggest improvements I made during the module because I learned a completely new program and can now use it confidently for simple tasks.








Weekly Moodle Reflection
[image: ]


What this work is
During the module, I completed weekly reflections on Moodle about what I learned in class. These reflections helped me think about the digital skills I was developing and how I could use them in the future assignments. I chose this example because it shows my learning throughout the mosule, not just in one assessment.


Skills it shows
· Using Moodle to complete weekly activities.
· Reflecting on my learning and progress.
· Finding reliable business information.
· Organising research and digital files


What I learned
Writing these reflections helped me think about what I had learned each week instead of only focusing on completing tasks. I became more confident finding reliable information, organising my work and using Moodle regularly. Looking back at my reflections also helped me see how much I improved during the module and how my digital skills developed over time.







Portfolio Summary
These examples show how my digital skills developed throughout the module. At the beginning of the module, I was not confident using some digital tools, especially Microsoft Excel. Through class activities, weekly reflections and assessments, I became more confident using Microsoft Word, Excel and Moodle independently. I believe these skills will help me complete future assignments more effectively and will also be useful in the workplace and in everyday life.




Sources That Supported My Learning
During this module, I used different learning resources to improve my digital skills.

· Microsoft Word Help and Learning helped me improve my document formatting and understand how to use Word more effectively. I applied these skills when completing my written assessments, which made me more confident using Word.
· Microsoft Excel Help and Learning helped me understand basic Excel skills, including formulas, formatting and charts. I used these skills in my spreadsheet assessment and became much more confident using Excel.
· UWTSD Moodle gave me access to learning materials, assessment guidance and weekly reflection activities. Using Moodle regularly helped me stay organised, complete my work on time and monitor my progress throughout the module.
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Log
Why | Chose the Tool|
| chose Microsoft Excel because the task involved sales numbers from different days of the week.

Excel is a good tool for working with numbers because it allows data to be organised into tables
and makes it easy to create charts. Mr Habib wanted to see which product sold the most and which
sold the least, so Excel was suitable because it helped me calculate totals and present the
information clearly.

What Information | Used

| used the sales data provided by Mr Habib for the week. The data included sales figures for Latte,
Cappuccino, Americano, Tea and Hot Chocolate from Monday to Sunday. | entered the
information into Excel and then worked out the total sales for each product.

After adding the totals together, | found that Latte was the highest selling product with 42 sales. |
also found that Hot Chocolate was the lowest selling product with 19 sales. These results were
included in my final artefact so that the business owner could quickly see the key information.
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Week 3 Reflection [edit]

In week 3 we learned how to find business information using search engines and library tools. We practiced using simple search techniques to improve our research
and learned about the CRAAP method to check if information is reliable and trustworthy. We also discussed organising sources into folders and using Al safely to
summarise information. This session helped me improve my research and academic skills for future assignments.




