Home work

About Digital Skills for Personal Development and Business
 Microsoft Office 365 & Word, it is a tool/program of great important in our daily life, it also has a versatility to make our lives easier in different areas. For example, in my personal life I use Microsoft to take notes about my hospital appointments, I use it to make a food shopping list for home and in my academic life Microsoft helps me work more efficiently, so this is one of the reasons why I’m very interested in studying everything related to Microsoft Word. 
During these 4 weeks I learned a lot of things about Microsoft Office 365, but to be honest at the first I was a little scared and anxious, because starting something new is always a little scary. 
Learning Microsoft Word has been a challenge for me, but also on the other hand I can say that it is being a very interesting journey.
I had a little knowledge about Microsoft, but in these 4 weeks I gained more knowledge, and I can say that I gained a solid foundation. Now I feel more confident, because I learned how to format text, how to insert images and how to create a document, however I learned how to access Turnitin to send tasks, configure and how to have access to Office 356 products. Now I know the importance and usefulness of digital literacy in our daily lives and in our academic success. On the other hand, I learned how to manage emails, these projects, I also learned about data collection and analysis.
The way I manage my emails has changed a lot because of everything I learned during these 4 weeks of classes. I feel more comfortable and confident in organising my emails, also I know how to send an email in professional way and how to add my signature, ex: I need to add my full name, job tittle, phone number, etc. However, I learned how to handle the information of my contacts.
Through all learning, I know how to manage my appointments on the calendar, I know more about TEAMS. I was very happy to learn the things I learned about Teams. Now I can say I’m very confident in managing Teams. Through all this I learned how to add people, how to create a group for video calls or just to talk in writing.
About me being more confident about working with Microsoft Office 365 & Word is because I have an excellent teacher who explains well during her classes, this helped a lot to have more confidence and explore more resources about everything I’ve been learning about the digital world.
 With the advancement of the new technology today, there are many Apps that are of great help that gives us ease in terms of research and problem solving, but there are negative parts in relation to these Apps, one of them is ChatGPT.
In summary of all this, I feel prepared and confident to learn more.
