What I learnt in class up till the end of week 4
In these past four weeks I have learnt many different things, and I will go through most things I have learnt. So, in week one my first week my lecturer gave us a module induction, she went through what we are going to cover in this module. In this module we are going to cover email and task management, professional networking, artificial intelligence tools, Microsoft office 365 and data collection and analysis from going over these modules we should develop professional communication skills, project management skills, digital content creation, data visualization and online safety and ethics from this module we shoud develop these skills. 
However, in week two we were getting into more detail in this module and we done a few tasks. In week two we went over outlook and team management and professional and email organization. first, we went over outlook we learnt the basics of using outlook for example navigating outlook effectively, managing your inbox using folders and organisation stratergies, creating and managing your calender events with with reminders and invitations, using outlooks task mangemt features and adding deadlines to your outlook. We learnt that learning all these skills is important because it can improve time management and better communication skills and these skills can help you in the future. We also learnt how to write a professional email. So first we need to write a clear subject to tell the recipient what the message is about, your subject line should be specific and short for example meeting at 5 pm. then after your subject line you should start with a professional greeting for example dear mr or mrs after your greeting you should open with your purpose why youre writing, after you should write the main message keep it clar and brief, finally you use a professional sign off for example best regards.thats how we send professional emails. We also learnt how to reply to emails and forwarding emails for example we learnt reply is for the sender only reply all is for everyone and share is sending to others. That’s what we learnt in week two.
Moving on to week three we learnt about AI and ethics we covered issues that are concerning digital ethics and pros and cons of language models.first we were going over chat gpt we were asked what is chat gpt. Chat gpt is a ai that engages like humans it can answer any question and give any advice you can basically ask anything, and it will give you answer. We also wnet over the cons of chat gpt one of the cons is it can give incorecct information. Moving over to digital ethics it means using technology that’s goes with human rights and responsibility for example keeping your privacy data safe and protecting your information that’s what we learnt in week three
Finally in week four we were going over Microsoft teams, we were learning the basics on how to use teams for example how to make group meetings and how to join meetings that’s what we done in week four
