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Microsoft Word 
Microsoft Word is a useful tool for writing documents and assignments.
I can type text change the font add headings insert picture and save my university  work.

Microsoft Excel 
Microsoft Excel helps me organize information in tables. I can enter data use simple formulas and create charts.

Microsoft Power Point 
Microsoft Power Point helps me create presentations. I can add text pictures icons and animations to make my presentation clear and interesting.




[bookmark: _Toc236302235]Introduction
This portfolio presents three examples of my work completed during the Digital Skills module. It demonstrates how my confidence and ability improved in Microsoft Word and Excel and PowerPoint.


[bookmark: _Toc236302236]Example 1 – My Digital Life (Word Document)



[bookmark: _Toc236302237]Example 2 – Microsoft Excel PivotTable and PivotChart
[image: ]
· I created a PivotTable to summarise stock data.
· I created a PivotChart to present business information visually.
· I learned how Excel supports business decision-making.
· I became much more confident using PivotTables and Pivot Charts.
[bookmark: _Toc236302238]Example 3 – Business Spreadsheet
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· I entered stock information accurately into Excel.
· I organised data using tables and filters.
· I checked my work carefully to ensure accuracy.
DS3-PowerPoint My presentation
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This screenshot picture is I created a PowerPoint about Digital Skills

[bookmark: _Toc236302239]Reflection
At the beginning of the module I found Excel challenging because I had little experience with spreadsheets. This module helped me to learn how to organise data, create PivotTables, build Pivot Charts and present information professionally. I can now complete these tasks independently and feel much more confident. I also learned how to use PowerPoint to make simple presentations. I can now complete these tasks independently and feel much more confident.
Conclusion
This module has improved my knowledge and skills for the digital technology. I can now use Microsoft Word and Excel and PowerPoint more effectively, analyse business information and create professional documents. These skills will help me complete future university assignments and prepare for a career in business.
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My Digital Life



		

                          My Digital Life 

I use digital tools every day to do my university work talk to friends and family and keep myself organized. 

I feel confident when I search for information online or use basic apps and programs.

I want to improve my skills with presentations and learn how to use digital tools better for studying.

I often use these tools: my laptop and mobile phone and Moodle and Goggle Search and messaging app.

I sometimes feel nervous about online safety or when something technical goes wrong and I don’t know fix it.

I hope this module will help me become more skilled safe and confident with all kinds of digital technology.

Digital skills are important for me because they make studying easier help me prepare for future 

Jobs and let me stay connected and responsible online.
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