Preparation for DS 3
First steps
	One thing already in my portfolio that shows progress:
	My progress is the development of my skills in PowerPoint and spreadsheets.
 

	One thing I want to improve or finish today:  
	My use of Microsoft Word.


Being a professional digital learner
	One piece of work from this term that shows I am organised:
	The report I created in class using Microsoft Word shows that I am organised.

	One piece of work that shows clear naming or clear presentation:
	A PowerPoint presentation I have created in class shows clear presentation.

	One example that shows responsible use of AI or not using AI:
	The Word document in my portfolio shows my responsible use of AI. I used AI only for structuring my ideas and checking my grammar.




Building the portfolio
Three to five pieces of digital work I plan to include in My portfolio. 
	Piece 1:
	This demonstrates my spreadsheet skills, particularly my ability to organise information, use formulas, perform calculations and present data clearly. It shows that I can work with numerical information in a structured way and use spreadsheet functions, including tables and graphs, to improve the accuracy and presentation of data. I would include the completed spreadsheet from my coursework to demonstrate these skills.


	What skill this work shows:
	It shows my ability to organise data within tables. It also demonstrates my ability to develop graphs and charts from data and carry out numerical analysis using formulas. It shows accuracy and clear presentation of information within a spreadsheet.


	What tool I used:
	I used Microsoft Excel.

	What I would explain in my audio or video reflection:
	I created and organised the spreadsheet by entering and checking the data. I also used formulas for calculations, including SUM and multiplication, and presented the results clearly. Throughout the module, I learned how to use PivotTables, bar charts, pie charts, and other spreadsheet functions with numerical information. Initially, I lacked confidence in using spreadsheets. However, the coursework has been essential in helping me develop my spreadsheet skills, which can support me in my academic work and future workplace tasks.




	Piece 2:
	Professional Word Document
This piece shows my ability to create a clear, organised, and professional Word document. It could be an academic assignment or report that demonstrates effective formatting and presentation. The work demonstrates that I can structure information logically by using headings, a table of contents, and page numbers, making the document easier to understand using spreadsheets. 

	What skill this work shows:
	It shows my skills in document creation, formatting, organisation, and clear presentation. It also demonstrates my improved ability to create automatic headings and use different heading styles to structure a report. The document also shows my ability to insert page numbers automatically and create a table of contents.


	What tool I used:
	Microsoft word

	What I would explain in my audio or video reflection:
	I used headings, spacing, fonts, page layouts, tables, and other formatting features to create a professional document. I improved the organisation and readability of my work compared with the beginning of the module. Throughout the module, I learned how to use proper formatting and different fonts and line spacing to enhance the quality and professionalism of my reports.




	Piece 3:
	PowerPoint Presentation
This piece shows my ability to create PowerPoint slides and present information clearly. It also demonstrates that I can organise information logically and use appropriate layouts to communicate key points.


	What skill this work shows:
	It shows my skills in presentation design, information organisation, and visual communication. It demonstrates that I can use PowerPoint slides to present information using bullet points, images, and charts appropriately. It also shows my ability to use speaker notes to provide additional information about the content presented on the slides.


	What tool I used:
	Microsoft PowerPoint

	What I would explain in my audio or video reflection:
	I planned the presentation and selected the key information while organising the slides. I used different slide layouts and visual elements to communicate the information effectively. Previously, I lacked knowledge about using the different features of PowerPoint, including changing slide layouts and adding charts and graphs. However, throughout the module, I learned how to use PowerPoint more effectively. These skills can support my university presentations, group work, workplace communication, and professional meetings in the future.




[bookmark: _GoBack]Using the Module reflections
	Notes:

	My portfolio shows the three digital skills I developed during the term: spreadsheet skills, professional document creation, and presentation design. These skills demonstrate my ability to organise information, communicate ideas, and complete academic tasks effectively.



Planning my DS 3 reflection
What does my portfolio show?
	What digital skills does my work show? 

	1. Spreadsheet skills: Organising data, using formulas, performing calculations, and presenting information clearly.

	2. Word skills: formatting, headings, tables, spacing, page layouts, and creating a professional document structure.

	3. PowerPoint skills: Organising information, designing slides, selecting suitable layouts, and using visual communication.



	What am I proud of? 

	1. I can organise spreadsheet information confidently and use formulas for accurate calculations.

	2. I can produce clearer and more professional Word documents with improved formatting.

	3. My PowerPoint slides are organised, readable, and suitable for academic presentations.


What skills and tools did I use?
	What skills did I practise? 

	1. I practised data organisation, calculations, formulas, and accuracy when using spreadsheets.

	2. I practised document formatting, structure, readability, creating a table of contents, using page numbers, applying automatic headings, and presenting information professionally in Word.

	3. I practised slide design, information organisation, visual communication, and presentation planning.



	What digital tools can I use well now? 

	1. I can use Microsoft Excel to organise and analyse information.

	2. I can use Microsoft Word to create and format professional documents.

	3. I can use Microsoft PowerPoint to design and organise presentations.


Looking back
	What was hard at the start of the module?

	1. I found it difficult to organise spreadsheet data and use formulas correctly.

	2. I found it difficult to create consistently formatted and well-structured Word documents.

	3. I found it difficult to decide how much information to include and how to arrange it on PowerPoint slides.



	What can I now do on my own? 

	1. I can create spreadsheets and use basic formulas for calculations.

	2. I can format Word documents and create a clear and professional structure.

	3. I can create PowerPoint presentations with organised content and suitable layouts.


Why this matters
	How do these skills help me in my study? 

	1. Spreadsheet skills can help me organise numerical and financial data.

	2. Microsoft Word can help me prepare academic assignments and create professional reports.

	3. PowerPoint helps me communicate research and ideas clearly.



	How do these skills help me in work or daily life? 

	1. Spreadsheets skills can support budgeting, record keeping, and the presentation of financial data.

	2. Word skills can help me create reports and other professional documents.

	3. PowerPoint skills can support meetings, presentations, and professional communication.


Digital professionalism statement
	This term I improved…
	This term, I improved my confidence, independence, organisation, and ability to use digital tools effectively.

	I used AI responsibly by…
	I used AI responsibly by using it only for structuring my ideas and checking my grammar. I remained responsible for creating and developing my own work.

	Next term I want to develop…
	Next term, I want to develop my knowledge of advanced spreadsheet functions, improve my presentation design skills, and become more confident in creating professional documents.


Making links
Think about the start of the term and now
	What was difficult for me at the start?
	At the start of the term, I faced difficulties using digital tools, including PowerPoint and Excel, and creating professional Word documents.

	What feels easier now?
	The module has been effective in helping me learn how to use formulas and PivotTables in Excel, page numbers and a table of contents in Word, and professional PowerPoint presentation features.

	What can I do on my own now?
	I can create spreadsheets, Word documents, and PowerPoint presentations with greater confidence.


From work to skills Look at my portfolio as a whole.
	What skills does this work show? 
	My work shows my skills in using spreadsheets to manage numerical data, PowerPoint for professional communication, and Word for developing reports.

	What did you learn by doing it?
	I learned how digital tools can improve my academic work. I used Excel, Word, and PowerPoint, connecting each tool to a specific skill. I used spreadsheets for financial results and numerical data management, Word for professional documentation, and PowerPoint for visual communication.

	What digital tools did you use?
	I used Microsoft Word, Microsoft PowerPoint, and Microsoft Excel.

	Can you connect the work to the skill?
	Yes. These digital skills can be used for communication, numerical and financial data presentation, professional conferences, meetings, academic presentations, and workplace tasks.


Portfolio readiness check
How will I include your artefacts?
​​​ 


· ☒ Word
· ☒ PowerPoint
· ☒ Excel

	Why? 

	These pieces of work show my developing knowledge and ability to use Microsoft Word, PowerPoint, and Excel effectively.


How will I record your reflection?
☒ Audio only
☐ Short video
☐ PowerPoint with voiceover
What do I still need to do?
	Which artefacts do I still need to add? 
	I still need to add the completed PowerPoint presentation and ensure that all three artefacts are included in my portfolio.

	Do I need to tidy or explain anything?
	I do not need to make any major changes, but I will check that all my artefacts are clearly presented and that my reflections are complete.

	When will I record my reflection?
	I will record my reflection after finishing the portfolio.
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