Reading Task Assignment

a. What is the main idea of the text?

The main idea is that students can use digital tools to manage their work and keep track of
deadlines.

b. What are two key points?

One key point is that Outlook Calendar can be used to add events, deadlines, and reminders.
Another key point is that Microsoft To Do can help students organise tasks and complete work on
time.

c. What part of the text did you find most important? Why?

The most important part is the step-by-step instructions because they make the task easy to
understand.

d. Was anything unclear or difficult to understand?

| was not sure about how to set reminders and choose due dates.

e. How did your group help you understand the text better?

My group helped me by sharing ideas and explaining the instructions.

One sentence reflection:

The hardest part was understanding how to use the digital tools correctly.



