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2. INTRODUCTION
2.1 Introduction
In this portfolio, I will talk about the digital skills I learned during this module. I will also include my JISC digital skills results, my LinkedIn Learning certificates, and my Microsoft Excel work.
During this module, I learned more about using digital tools for university work and everyday life.

3.TASK 1- Assessment of digital skills 
            3.1 Introduction
Digital skills are important for students and everyday life because now everything is online and people use technology every day (Jisc,2023). People use phones, laptops and websites for studying, communication and finding information.
For this task, I completed the JISC Digital Capabilities test to understand my strengths and weaknesses with digital skills. The results helped me understand the areas where I feel more confident and the areas where I still need more practice. I also think this task helped me understand my digital skills better and how I can improve more in the future.
3.2 My JISC Results
The JISC Digital Capabilities test helped me understand my digital skills better. Before doing the test, I didn’t really think too much about my digital skills or the areas I needed to improve more. The results showed me that some areas are better than others and that I still need more practice with some digital skills.
Some parts of the report say “Capable” and some say “Developing”. I think the report was useful because it helped me understand the areas where I feel more comfortable and the areas where I still need to improve more in the future.
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JISC Digital Capabilities results
3.3 Strength 1
One of my strengths is digital communication because I use social media and communication apps every day. I use apps like WhatsApp, Instagram and Facebook all the time, so for me it is easier to communicate online and talk to other people using digital apps.
This helps me a lot in university and also in my daily life because I can send information fast and communicate with people more easily. As a single mum, this is really helpful for me because sometimes I need to organize things fast and I don’t always have enough time. I think this is one of the areas where I feel more comfortable using digital skills.
3.4 Strength 2
Another strength I have is managing my digital learning. I use Moodle and online websites a lot for my university work. I also use my phone and laptop every day for studying, checking information and watching videos when I don’t understand something.
This helps me because sometimes it is difficult to organize university work and my daily life at the same time. Using digital tools helps me stay more organized and helps me manage my time a little bit better. I think this is one of the areas where I improved more compared to before.
3.5 Weakness 1
One of my weaknesses is using digital tools properly, especially things like Excel because sometimes I get confused and I don’t really understand how everything works. Sometimes I need to watch videos many times or ask for help because I still find some digital tools difficult.
This can make university work more stressful for me because sometimes it takes me longer to finish things and understand what I need to do. I think I still need more practice and more confidence using digital tools properly (Microsoft, 2023).
3.6 Weakness 2
Another weakness I have is managing my time sometimes because I have many things to do together and sometimes, I feel stressed with university work and deadlines. Sometimes I leave things for later and then I feel more pressure when I need to finish everything fast.
I think this also affects my university work because sometimes I don’t spend enough time practicing or learning new things properly. I still need to improve my organization and time management more (UWTSD, 2024).

3.7 Smart Action Plan 
	GOAL
	WHAT I WILL DO
	TIME

	Improve Excel Skills
	Do 2 Excel activities and watch 1 video tutorial
	Twice a week for 3 months

	Improve time management
	Use a study planner and phone reminders for assignments 
	Once a week during semester

	Improve digital confidence
	Practice using Word, Excel and PowerPoint for university work 
	Three times a week during university



This plan will help me improve my digital skills step by step (SkillsYouNeed, 2023).
3.8 Conclusion
In conclusion, this task helped me understand my digital strengths and weaknesses better and helped me think more about the digital skills I still need to improve. Before this task, I didn’t really think too much about my digital skills or the areas where I needed more practice. I learned that I still need to improve things like time management and using some digital tools properly because sometimes I still get confused or stressed with university work.
I also learned that there are some digital skills I feel more confident using, especially communication and basic technology skills. This task helped me understand myself better and showed me the areas where I still need more practice. I think these skills will help me in university, everyday life and in my future career as well (FutureLearn, 2022).
3. TASK 2 – LINKEDIN LEARNING CERTIFICATES
3.1 Microsoft Word Certification
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3.2 Microsoft Excel Certification
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3.3 Microsoft PowerPoint Certification
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4. TASK 3-MICROSOFT EXCEL ESSAY
Microsoft Excel is a useful digital tool for students, work and everyday life. People use Excel for many things like making tables, organizing information, creating charts and managing budgets. Excel also helps people save time and keep information more organized when they have a lot work to manage (Microsoft 365 Training, 2023).
Before university, I didn’t really know how to use Excel properly, I thought it was difficult and confusing. During this module, I started learning more about spreadsheets, formulas and charts, and little by little I started understanding why Excel is important for university work and daily life too. I also learned that Excel can help people organize information better and manage money and budgets easier.
Excel is important because it helps people organize information in a faster and easier way. Many students and workers use Excel every day because it can save time and make work simpler. People can use Excel to make tables, organize data and keep important information in one place. This is useful because sometimes there is too much information and it can become confusing if everything isn’t organized properly (Indeed Career Guide, 2023).
Excel is also important in many jobs and workplaces. Many companies use Excel for reports, budgets and managing information. I think Excel is useful because it helps people work faster and makes less mistakes. Even in everyday life, people can use Excel to organize money, bills or important things they need to remember.
One of the useful things about Excel is data analysis and reporting. Data analysis means organizing information and numbers to understand them better. Excel helps people do this because it has tables, formulas, charts and different tools that make information easier to read and understand (GCFGlobal, 2023).
For example, formulas are used to calculate numbers automatically. A formula like SUM can add numbers together without calculating everything manually. This is useful because it saves time and helps people make less mistakes. Excel also has charts, and charts help people understand information faster because sometimes too many numbers can look confusing.
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This example shows how I used SUM and AVERAGE formulas in Excel. I learned how to calculate study hours and grades automatically. This helped me understand formulas better and improve my confidence using spreadsheets.
Another useful thing in Excel is sort and filter. Sort helps organize information from A to Z or from the biggest number to the smallest number. Filter helps people see only the information they need and hide the rest. I think this is useful because sometimes spreadsheets have too much information and it can become difficult to find things quickly (Excel Easy, 2023).
Before learning Excel more, I thought formulas and spreadsheets were really confusing, but after practicing more I started understanding them better little by little. I also learned that these tools are useful for university work, jobs and everyday life too.
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Another important thing about Excel is budgeting and decision-making. Budgeting means organizing money, income and expenses to understand how much money people have and how much money they spend. Excel helps people organize everything better because all the information stays together in one spreadsheet and it is easier to see and understand (Investopedia, 2023).
People can use Excel to organize rent, food, transport, bills and other important things they need to pay every month. Excel also has formulas that help calculate numbers automatically, so people don’t need to calculate everything themselves all the time. This helps save time and helps make less mistakes too.
Charts are useful as well because they help people understand information faster and see where most of the money is going. I think this is helpful because sometimes when there are too many numbers everything starts looking confusing and stressful. Using spreadsheets can help people feel more organized and more in control of their money and planning.
Before learning more about Excel, I didn’t really understand why people used spreadsheets so much, but now I understand that Excel is useful in work, university and everyday life too. During this module, I learned more about budgets, spreadsheets, formulas and charts and how they help people organize information better. As a student and a single mum, I think organization is important because sometimes I have many things to manage at the same time, so using Excel can help make things easier and less stressful too (Coursera, 2023).
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Before university, I didn’t really know how to use Excel and honestly, I thought it was confusing. When I saw formulas, spreadsheets and charts for the first time, everything looked stressful and difficult, and I didn’t understand how people used it so easily.
During this module, I started understanding Excel more little by little. I learned more about formulas, tables, charts and spreadsheets and after practicing more I started feeling a bit more comfortable using the app. I still think I need more practice because sometimes I still get confused with some things, but now I understand more why Excel is important and why many people use it for work, university and everyday life.
I think learning Excel helped me not only with university work but also in my everyday life too. As a student and a single mum, organization is important for me because sometimes I have too many things to manage together, so using Excel can help make things feel more organized and less stressful.
In conclusion, Excel is a really useful digital tool for university, work and everyday life. During this module, I learned more about formulas, charts, spreadsheets and budgets and I started understanding why many people use Excel in different situations. Before this module, I thought Excel was really confusing and stressful, but now I understand it better and I feel a little bit more confident using it.
I still think I need more practice with some things, but I learned many useful skills that can help me in university and in the future too. I also think Excel can help people stay more organised, save time and manage information better in everyday life (Microsoft Excel Help Center, 2023).





5. TASK 4 – REFLECTIVE PRESENTATION
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