I’m writing this essay to outline all the new knowledge that I have gained in the first     few weeks of my course. This new step in my life is very challenging, but exciting at      the same time. I have gained basic understanding of some features that Microsoft 365 has. I’m aware that there is a wide range of features for me to explore and learn       moving forward.
Fully motivated to discover the digital world starting with Jisc to assess my digital technology understanding. I learned how to write professional email correctly including all key factors. Finally know how to attach a file right way. Learning about Microsoft Outlook I was overwhelmed at a beginning with all the possible feature I can use I’m developing my digital skills; it’s starting to have a positive effect on me. I can manage my inbox using colours and different categories to prioritise important emails that I want to work on. It also has feature that allows me to snooze email and receive a notification when its due. I can set date, time when the email will appear at the top of my inbox so that I can start working on it. Different feature is to pin an important email to help me remember my next task/work and then unpin it when I completed. Outlook calendar helps me to stay organised and update with all responsibilities. It is very simple to schedule, arrange and rearrange events. Individuals can book appointments, meetings etc. when needed and then would be waiting for my acceptance. Creating categories in my calendar by adding different colours, notes help me to stay more organised. Microsoft teams it a great platform that combines communication through chat, private groups chat and video calls also access to Word, Excel and PowerPoint.  Allows me to upload, edit and share my work on teams. Teams are widely known for creating a channel when working on a specific task. Makes it easier for me to communicate with people that I am currently working with. Each member of the chat can create and share work on the same specific task e.g. add, amend or erase when needed. On Teams we can have videocalls and work wherever we are together virtually. LinkedIn site plays the most important part on my academic journey, helping me to learn all about digital technology. Creating profile, making professional connections and exploring all the materials are provide by tutorials videos. Using PowerPoint for presentation, opens a creating side of me various image, videos, add my own audio. Recently discovered Canva where I can create any poster, social media contents, business card. I can also create presentations and so much more. Microsoft Word is used for typing up documents, amending documents. 
In conclusion I have gained some confidence in Microsoft 365. I have explored more features of Microsoft 365 and started making use of it. There is still so much to learn, I’m actively using LinkedIn and learning from it. Expanding my digital technology knowledge even further. 


