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Screenshot/Photo 1 
[image: ]I use the university hub page to access Microsoft 365 where i mainly use word now but going forward I might need to use other digital apps through it.
Screenshot/Photo 2
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Once I click on Microsoft 365 this opens in another windows which shows a lot of different apps.
Screenshot/Photo 3
[image: ]Once i click on word i click on create blank document which i will use to make notes in class or write a assignment,
Screenshot/Photo 4 
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Once i have completed writing my notes i click file and create copy – create a copy online, which saves it onto my university cloud file.

Screenshot/Photo 5
[image: ]
Once I have completed my notes i create a folder for the day by accessing my one drive on Microsoft 365 and click on create or upload and click folder.



My Short Reflection 
	I use digitals to research and plan stuff in my life. I feel confident using search engines when finding places to go or how to fix stuff around my house. I want to improve in using AI as i know it will be a big thing in the future. I mainly use google search as my main digital tool to find stuff out and plan days out finding where is good to go. I hope this module will help me explore other digital tools that will expand my knowledge. Digital skills are important for me because all i ever see on the news is talks about digital tools and AI.
I use digital tools in many ways throughout my day, i check the weather on my phone so i know what to wear, i use my calendar app to keep up to date with any appointments. I use WhatsApp and Facebook to keep in touch with friends and family. I use snapchat to take photos and videos that create memories. I use google to find where to eat that day or where to go i use google maps.





Submission Checklist 
Before you submit, please check: 
​​​ ☐ I added 4–6 screenshots
☐ I wrote short sentences for each screenshot
☐ I wrote my short reflection
☐ My work is my own
☐ My file opens correctly
​​☐ My file opens correctly 
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