500 word reflection 
Outlook email and task management
In the course we have looked at outlook and task management, I have learnt how to properly write and use the correct format when sending emails. Am able to recognise what a properly structured organised email looks like and what not to include in an email to make it standout. I have learnt the difference between a professional email and a non professional. I now understand which phrases and words will make my email standout, using precise words keeping it clear and on the subject
Artificial Intelligence
I have learnt the definition of AI and what it can be used for. I have learnt that even though its easily accessible,quick,easy to use and free it has its pros and cons.AI Tools such as Chat GPT also known as Large language model(LLM) can be beneficial in some forms but in some cases it can be inconsistent, it can come sometimes generate incorrect information which means it cant always be a reliable source. I also learnt that it has limited knowledge about world events as of after 2021,It can be harmful too as some of its content or information can be biased.
I have learnt what GDPR stands for and why its important to know it,I learnt that it was formulated to protect individuals information and their rights to privacy.It ensures that we have greater control of our own personal information. I have learnt what data is that it’s a collection of personal information used to be examined to help with decision making. I have learnt that their is certain information which is accessible such as home address e.t.c
Microsoft Office 365 and word
I have learnt the important tools in Microsoft office 365 which can be used for essays, assignments, spreadsheets and Power point presentations. Microsoft office is essential to produce quality work and documents, it structures your work to look more presentable precise and university level Its an easy accessible tool that can be used and is not complicated to master. In my classes I learnt how to open a new word document to site the information I found while using a word document, to save that document using the right template, like the layout, font size, headline the document and emailing it.Iam able to use and exercise most the key features on Microsoft office and use it to my benefit
I have also learnt how to set up use a teams meeting, in class i worked with other students to set up a teams meeting in a group of 4.From this lesson i can now navigate where to find the teams meeting on the university account, I have seen the benefits of teams meeting as it can be used as a tool to organise study groups, it is also accessible anywhere so it can be used at home, work office or university. When its set up it alerts you on your calendar when that particular meeting is happening, their is reminder set automatically as you set it.


