

DS 1 assignment
My Screenshots/Photos 

Screenshot/Photo 1 

	

My mobile screen: My way of communication with the world around me.



Screenshot/Photo 2

	

With the news app on my screen, I will be updated every morning.



Screenshot/Photo 3

	
 
Checking the weather app helps me prepare for the whole day



Screenshot/Photo 4 

	

A class exercise that helps us to improve our digital skills





Screenshot/Photo 5

	
 
Stocks app that shows the financial situation of the world around you



Screenshot/Photo 6
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Bolt App, the way that I earn money with my mobile and my digital skills




My Short Reflection 
	*I use digital tools to communicate with my friends and family.
*I fill confident when I use my computer to solve a problem in daily life.
*I want to improve my digital skills by taking part in Microsoft courses offered by the university.
*I sometimes fill nervous about using my bank apps online.
*I hope this module will help me to improve my digital skills.
*Digital skills are important for me because I use them in my daily life.
*I would like to improve my digital skills to be more useful at work and open a way to the next level of Management.
*I use a digital notebook to record my ideas
*I stay organized with digital calendar and reminder  
*I feel more confident when I use online tutorials
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Sunny conditions expected around 11:00.
Wind gusts are up to 21 mph.
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Adding your deadlines to Outlook Calendar or

Microsoft To Do

Why are we doing this?

In business, people use digital tools to plan projects, meetings, and deadlines.
Today you will practise the same skills by adding your DS1, DS2, and DS3 deadlines.

Instructions

Choose either Option A or Option B.

Option A: Add deadlines to Outlook
Calendar

1. Open Outlook Calendar on your laptop
or phone.

2. Select Add Event.

3. Type the assessment name, for example:

* DS1 -File Organisation
e DS2-Business Scenario Task
e DS3- Digital Skills Reflection
4. Choose the deadline date and time.

5. Add reminders (for example: 1 week
before + 1 day before).

6. Take a screenshot of one of the
deadlines in your Outlook Calendar and
save it.

Business tip!
Companies use digital calendars to plan
work and avoid missing deadlines.

Option B: Add deadlines to Microsoft
To Do

1. Open Microsoft To Do.
2. Select New Task.
3. Name the task, for example:
e DS1 -File Organisation
e DS2-Business Scenario Task
e DSB8 - Digital Skills Reflection
4. Choose the due date.

5. Add a short note if you want (for example:
“Start early” or “Check instructions”).

6. Take a screenshot of one of the tasks you
have created and save it.

Business tip!

Breaking work into small tasks is a common
business practice.

It helps teams stay organised and finish work
on time.

® Important!

The screenshot you have taken can be used in DS1 of your Assessment Portfolio for the module!
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