DS 1 Template 
My Screenshots/Photos 
· Please add 4–6 screenshots or photos of your digital life. 
· You can use your phone or laptop. 
· For each screenshot, write one or two sentences explaining what it shows. 
Screenshot/Photo 1 
	[Insert Photo/Screenshot below] 
[image: ][image: ]
This image shows a clarity checklist to help give your sentences more clarity useful as a guide



Screenshot/Photo 2
	



This image shows a step by step guide using  method called CRAAP checklist witch requires asking yourself 5 strategic questions[image: ][image: ]



Screenshot/Photo 3
	[Insert Photo/Screenshot below]
[image: ][image: ] 
In this image is a suggestion check list to help improve your presentation on a layout witch can be used in things like your assignments


Screenshot/Photo 4 
	[Insert Photo/Screenshot below] 
[image: ]this image is breakdown on a task[image: ]  with steps how it can improve your written documents using simple ways 


Screenshot/Photo 5
	[Insert Photo/Screenshot below]
[image: ] [image: ]this is a navigation system witch is almost a most in today's world witch can help you navigate a way to your destination with correct accuracy 


Screenshot/Photo 6
	[Insert Photo/Screenshot below]
[image: ] [image: ]this calendar image helps me write down my daily plans witch would then remind me what I need to do on hat date
[Write what this shows of your digital life] 




My Short Reflection 
· Write 5–8 simple sentences about your digital life. 
· You can use the sentence starters below if helpful. 
	

I feel confident when I'm using the digital tools that's available to us in today's society.

I often use this tools like satnav to help navigate me on here motorway to get destinations.
Digital skills are important to me because is helps me improve my everyday learning on widespread topics 


I hope his module will help me improve my digital skills to expand my digital experience 
I sometimes get nervous about using new digital platforms due to confusion but once I use it often I get used to the layouts 



Sentence starters
· I use digital tools to … 
· I feel confident when I …
· I want to improve …
· I often use these tools: …
· I sometimes feel nervous about …
· I hope this module will help me …
· Digital skills are important for me because …
You can write more if you want.


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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Editing for Clarity

Use Track Changes Open Worksheet 2,

» Cut long sentences complete Task 3

« Use clear order Use track changes to
* Make it easy to read improve the paragraph

« Keep your edits visible about business
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* Work in pairs * Use the simple CRAAP
« Check the 2 sources you questions:
found earlier: * C:lIsitrecent?
« 1 website (from Google) * R: Does it fit my topic?

« 1 library source (article or * A:Who wrote it?
e-book) * A:lsitcorrect?

* P: Why was it made?

|nute Timer
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Suggested Checklist

In pairs: apply all 5

tools T
. Add a heading !’iref‘}g]iu;hg‘]f " Formatting Tips
* Fix spacing  Fix spacing
e Use bU”etS Sr:»av;i‘w e Use bullets. )
* Make key words )

* Make key words bold bold.
* Add a page break :

> o Add a page break
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Task 3: Track Changes Practice
Task: Use Track Changes to improve this paragraph:

Many business teams write documents fast but sometimes it is difficult to read

because there is too much information in one long paragraph and the ideas are notin a
clear order.

Steps:

Make shorter sentences
Move ideas to create clear order
Change long words to simple words

Keep your edits visible

Track changes - Task 3

* Write your new version on
the word document
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