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Portfolio focus: data organisation, formula use, visual communication, feedback, critical evaluation and connection to real business tasks.


Portfolio Overview
This portfolio comprises of three inter-related elements that were created as part of a Digital Skills module assignment working on the BrightTech Repairs scenario 2. The pieces demonstrate a variety of skills, development of the module and work which can easily be explained.
	Portfolio piece
	Tool
	Main evidence

	1. Repair Summary
	PowerPoint
	Comparison chart, key messages and visual hierarchy

	2. Repair Analysis
	Excel
	Structured data, formulas, percentages and native chart

	3. Decision and Iteration Log
	Word
	Feedback, improvement, evaluation and referencing





Piece 1 — PowerPoint Repair Summary
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Figure 1. BrightTech Repairs PowerPoint summary created from the original four-week data.
	What the piece shows
Screen replacements are highest at 45, the monthly total is 89 and Week 3 is the busiest week at 25 repairs.
	Skills and tool
PowerPoint chart selection, layout, labels, colour, contrast, spacing, visual hierarchy and concise business communication.


Progress and evaluation
That the original work suggested that chart labels and formatting were not as good as they could be. The slide has been rebuilt with improved visual hierarchy and all messages are kept in the vicinity of evidence (Eberhard, 2021). A column chart is appropriate for this purpose since you are comparing three categories.
This slide is used for the short-term stock checking of screen parts. The problem with it is that it does not have any data about costs, repair-time, profit or customers' satisfaction, and cannot be used alone to inform the entire business decision.

Piece 2 — Excel Repair Analysis
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Figure 2. Formula-driven Excel analysis using the four weekly records in Scenario 2.
	What the piece shows
The table records all four weeks and calculates 89 total repairs, a 22.3 weekly average and a 50.6% share for screen work.
	Skills and tool
Excel tables, SUM, AVERAGE, MAX, IF, percentages, formula checks, conditional formatting and a native chart.


Reasoning and business value
The workbook validates the data both horizontally and vertically: horizontally (weekly totals), and vertically (category totals). This improves accuracy. It then transforms the raw levels of each into a percentage; and the workload mix is easier to interpret.
Merely no other months or financial values were provided, which is why the workbook does not add any. Responsible analysis means identification of missing data.

Piece 3 — Word Decision and Iteration Log
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Figure 3. Extract from the improved Word decision and iteration log.
	What the piece shows
The report explains tool choice, source information, creation steps, changes, feedback and the final evaluation.
	Skills and tool
Word headings, structured paragraphs, tables, real lists, captions, referencing, proofreading and critical reflection.


Progress and independent work
The work primarily consisted of describing the process at the beginning. The updated log provides more insight as to the acceptability of the choices and makes a distinction between evidence and assumptions. For instance, if there is a frequency trend in one month doesn't necessarily indicate customer preference or a permanent trend.
This piece demonstrates the ability to organise a report professionally; to apply feedback; to provide precise numbers for claims and describe what information would help to justify a decision.
Overall Reflection and Requirement Coverage
What was hard at the start
The hardest things while making the spreadsheet were finding a clear way of organising it, selecting an appropriate chart, and figuring out the distinction between letting the chart draw a conclusion and making an assumption. These problems were converted to specific improvements with the assistance of feedback.
What I can now do independently
Use appropriate headings to organise and verify a small set of data.
Calculate totals, averages, maximums and percentages using formulas.
Pick a comparison chart and give reasons as to why it is appropriate for the task.
Produce a summary that is clear to a business audience, using PowerPoint.
Compose a Word report with feedback and evaluation.
Recognize gaps in available data and recommend appropriate additional data.
Engagement with literature
Digital competence for learning, work and daily life as described by Cosgrove & Cachia (2025). This portfolio is related to handling data and information, creating digital content, communication and problem solving. Technical skill, information management, communication, creativity, critical thinking and problem solving are important digital skills as identified by Van Laar et al. (2017). These skills are shown in the three pieces in one continuity of work.
Connection to study, work and daily life
The skills could be used for assignment, workplace report, service planning, stock checking and daily budgeting. The workflow is particularly helpful – Excel for organizing and analyzing the data, PowerPoint for communicating the output, and Word for documenting the reasoning, feedback and limitations.
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Decision and Iteration Log

1. Why | chose Microsoft Excel

| selected Microsoft Excel because the BrightTech Repairs task involved organising and comparing
numerical information. Excel allowed me to place the weekly repair counts in a consistent table,
calculate totals automatically and create a chart that a manager could understand quickly.

The combination of formulas and a chart was useful because the exact values remained visible while the
differences between repair types became easier to compare. Microsoft Support explains that charts
display data graphically and help an audience see relationships between values. This supports my
decision to use a comparison chart.

2. Information used

| used only the four weeks of data shown in the original Scenario 2 evidence. The three repair categories
were screen replacements, battery changes and water damage fixes.

Week Screen replacements Battery changes Water damage fixes Total repairs
Week 1 12 8 3 23
Week 2 9 7 4 20
Week 3 14 9 2 25
Week 4 10 6 8 21

Total 45 30 14 89

The source data contains 89 repairs in total. Screen replacements are highest at 45, battery changes
total 30 and water damage fixes total 14. Week 3 has the highest weekly workload at 25 repairs.

3. How | created the artefact

Entered the weekly counts under clear, consistent headings.

Used SUM formulas to calculate each weekly total and each repair-type total.
Checked that the row totals added to 89 and matched the category totals.
Created a comparison chart for the three monthly repair totals.

Added labels, a title and consistent formatting, then checked the final layout.
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Source: Student 2 Scenario 2 — BrightTech Repairs (four-week repair counts). DS2 module evidence




image2.png
10

"

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

BrightTech Repairs — Monthly Analysis

Four-week repair counts rebuilt from the original Scenario 2 worksheet evidence

Week Screen Replacements Battery Changes Water Damage Fixes Total Repairs
Week 1 12 8 3 23
Week 2 9 7 4 20
Week 3 14 9 2 25
Week 4 10 6 5 21

Total 45 30 14 89

Repair Type Monthly Total Share of Total Operational Priority

Screen Replacements

Battery Changes -

Water Damage Fixes

Interpretation

30

14

50.6%

33.7%

15.7%

Medium

Standard

Screen replacements account for 45 of 89 repairs (50.6%). BrightTech could prioritise screen-part availability, but cost, repair time and more
months of data are needed before making a long-term staffing decision.

Source: Student 2 Scenario 2.docx — original BrightTech Repairs screenshot and decision log.

Reference: Microsoft Support, Create a chart from start to finish — https:/support.microsoft.com/en-us/excel/get-started/create-a-chart-from-start-to-finish
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