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                                   1. GOOD SLIDE                      
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Week 8 

o What the work is  

The image shows a presentation slide focused on visual layout, structure, and side order. 
It presents key information using clear titles, bullet points, simple language, and proper 
spacing. 

o What skill it shows  

Document layout skill in presentation (power point). Effective use of whitespace, short 
bullet points, keep things simple, and text hierarchy. 

o What you learned  

Now, I can create clean, professional slides with simple titles and bullet points.  
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2. FINDING SOURCE DETAILS

 

  Week 5 

o What the work is  

An in-class exercise where I evaluated and recorded details for three different types of 
information sources: a website, a library journal article and a saved PDF report. 

o What skill it shows  

Ability to locate and extract key metadata: author, publication date, title, and origin 
format (website,PDF, library article). Crititcal evaluation of online sources. 

o What you learned 

It is very important use reference in the business world but we always need that the 
sources are reliable. Now, I can analyze sources to confirm who published them, when 
they were created, and whether they are reliable for academic or professional use.  
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3. WORD TOOLS 

Week 6 

o  What the work is  

In this piece of work, you can see a document revision exercise where I practiced editing 
text to improve clarity for the reader, adding comments to clarify ideas, and utilizing 
Word´s writing review tools. 

o What skill it shows  

Advanced Word editing and document review skills, including inserting comments, 
tracking changes, using spell and grammar check function, and structuring text for better 
readability. 

o What you learned 

Really, for me it is very easy the use of Word because we used it before in my previous 
studies and my work. But I think that I will improve more because i know new tools and 
how i can use it. Now I can use these tools to polish my documents and ensire my ideas 
are clearly communicated to the reader. 
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4. WRITING CLEAR 

 

Week 4 

o What the work is  

A practical worksheet titled “Messy document checklist” where I analyzed an 
unformatted, hard-to-read document, identified it is formatting errors, and applied 
structural fixes to improve layout and readability. 

o What skill it shows  

Document restructuring and visual formating skills: applying clear headings, adjusting 
line spacing, fixing fonts styles, inserting bullet points, and organizing text into shorter 
paragraphs for better layout. 

o What you learned 

I can review a cluttered document and apply formatting rules to make it clear, clean, and 
professional. This work is for me the easiest. 



   
 

 6  
 

 

5. BUSINESS EMAIL: TONE 

 

Week 7 

o What the work is  

An interactive sorting activity on a business email tone, where I classified different writing 
styles, greetings, and phrase structures based on who the recipient is (profesional, 
internal collagues...)  

o What skill it shows  

About written communication and audience awareness: selecting the appropriate tone 
of voice, level of formalitu, greeting, and structure for business emails depending on the 
reader. 

o What you learned 

I learned how you write an email, and the tone you use determines how your message is 
received. 
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6. CRAAP METHOD 

 
Week 3 

o What the work is  

The image shows an interactive activity focused on the CRAAP test, where in groups we 
classified different criterua and real.world scenarios under its five key pillars: currency, 
relevance, Authority, accuracy and purpose. 

o What skill it shows  

We work on an evaluation of information sources and digital research skills. Ability to test 
whether a source is reliable, accurate, and suitable for academic or professional work. 

o What you learned 

I was completely unfamiliar with the CRAAP method before this module but now find it 
useful. I can analyze and verify any source to ensure it is trustworthy before using it in my 
studies or work. 
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REFLECTION 

My portfolio includes a series of activities completed over the ten weeks of this module, 
clearly demonstrating the progress of my digital skills growth. Throughout this work, I 
have used key tools such as source evaluation, visual text layout, document editing and 
commenting, and adapting tone of voice depending on the audience. 

In my opinion, the hardest part at the beginning was searching for reliable information 
online and applying the CRAAP method, as I had never used it before. However, 
everything I learned helped me make significant progress. I can now use Microsoft Word 
much more effectively, transforming unformatted text into clean and professional 
documents, navigating search databases while verifying source reliability using the 
CRAAP method, and writing emails with the appropriate tone for each context. 

Finally, all these activities have allowed me to build essential skills for both my academic 
studies and my professional life. I can now independently write professional emails, 
manage digital files efficiently, and produce well-structured academic work. 


