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[bookmark: _Toc201964562]Task 03: How to use “MS Word” to Enhance Your Academic Performance 
Microsoft Word is one of the most widely used digital tools in higher education, offering features that can significantly enhance students’ academic performance. MS Word has specific features, including the Reference tab for automatic citations, the Navigation Pane for document organisation, and the ‘Track Changes’ function for effective proofreading and peer collaboration. These tools not only improve productivity but also contribute to better academic writing and document management.
The tutorial showcases real-life academic applications such as inserting Harvard-style references using the built-in citation manager, creating a table of contents for long assignments, and collaborating on group work using the Review tools. According to Bennett et al. (2012), digital literacy is a key determinant of academic success, and mastering tools like MS Word equips students to handle complex assignments more efficiently. Furthermore, as Ng (2012) highlights, higher education students must develop competence in digital tools to adapt to evolving academic and professional demands.
Video Link: 
https://uowtsd-my.sharepoint.com/:v:/g/personal/2412468_student_uwtsd_ac_uk/Eb9tAY_rkjlMqC1lUUPcndwBOwUkm3pD75_Gv5gyfj_5Zg?e=IXkVhj&nav=eyJyZWZlcnJhbEluZm8iOnsicmVmZXJyYWxBcHAiOiJTdHJlYW1XZWJBcHAiLCJyZWZlcnJhbFZpZXciOiJTaGFyZURpYWxvZy1MaW5rIiwicmVmZXJyYWxBcHBQbGF0Zm9ybSI6IldlYiIsInJlZmVycmFsTW9kZSI6InZpZXcifX0%3D
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