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In this section, I have written the script that I will use for my video recording. It will help me organise what I want to say and make it easier to explain the main points clearly during the recording. 
I formatted the text using justified alignment to give it a neat and professional appearance. I also kept the original page layout to portrait and used the ruler tool to adjust the indents, creating enough space to include the screenshots of all three tools I have used. 
In addition, I made some adjustments to my notes, setting the line spacing to 1.5 to make them easier to read. I also added new paragraphs to avoid overwhelming blocks of text.
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I created an Excel summarise the stock inventory from Week 7 GreenLeaf Grocers task. 
The spreadsheet helps to manage stock levels, and I used a bar chart to display the information clearly. I chose this chart because it presents the stock levels in a clear and visual way. It is much easier to understand than reading through rows of numbers. I also used different colours to highlight the stock status. Green shows items with enough stock, yellow indicates that stock should be ordered soon, and red highlights items that need urgent restocking. This colour coding helps users identify important information quickly without reading every row in the spreadsheet.
To make the spreadsheet even more user-friendly, I added headings, borders, filters, frozen rows, a summary section, and clear instructions. These features help users navigate the spreadsheet easily and find the information they need. This formatting and design tools have made the spreadsheet clear, organised, and easy to use. The colour-coded bar chart, together with the other Excel features, allows users to monitor stock levels efficiently and make quicker decisions about when items need to be reordered. 





PowerPoint

[image: ]


In this section, I have created a PowerPoint presentation with three slides that provide brief information about the UWTSD.  
First, I chose a solid orange background design, because it is bright, eye-catching, and creates a warm first impression, it also makes the white text easy to read.  I then placed the (UWTSD) University of Wales Trinity Saint David London logo inside of the white circle that help it stand out and immediately shows the audience what the presentation is about. On the right-hand side, I added the title 'Welcome' in a large white font. I made the title bigger than the other text, so it becomes the main focus after the logo. I also kept the layout balanced by placing the university logo in the top-right corner and the main text on the left. I used only three main colours—blue, orange, and white—to keep the design clean, consistent, and professional. To make the slide more visually appealing, I added a blue curved dashed line in the top-right corner. It is a simple design feature that matches the blue colour of the university logo and gives the slide a modern look without making it feel too busy.
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Stock Summary | Instructions & Notes

Greenleaf Grocers - Stock Level Summary

Prepared from the stock list provided by John Li, Shop Supervisor

Items |Current Quantity |Stock Level Recommended ActidStatus
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IApples 12 0

Banana 4

Carrots 18
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Potatoes 30
Milk (2L bottles) 6
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Bread Loaves 3
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Inventory Stock Overview
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Eggs (Boxes of 6) 10
Pasta (500g) 22
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Summary Stock Level Guide

Low Stock Items 0-5 Low - Restock urgently

Items to Order Soon 0-10 Order Soon

Stock Items 11-19 Normal

Normal Stock Items 20+ High

Total Items Listed
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