                                                       





                                      DS2
 Business Name:  Green Leaf Grocers 



Stock level Summary
the stock level was checked to make sure there enough products available. The items that are running low are being identified and it will need to be recorded. Keep the stock level up to date to help items to run out and ensure we have enough products for customers.












To: Junior Assistant 
From: John Li, Shop Supervisor, GreenLeaf Grocers 
Subject: Stock Levels Please Make a Simple Summary
Hi,
Here is the current stock list for some of our key items. 
Please create a digital summary that shows.


		Product            Current Stock               Stock Level

	Apples                     12                             High                     

	Bananas                   4                      Need to order soon       

	Carrots                     18                            High                   

	Potatoes                   30                            High                                     

	Milk (2L bottles)         6                     Need to order soon

	Bread Loaves            3                     Need to order soon                 


Eggs (boxes of 6)     10                            Low

	Pasta (500g)             22                            High






1-why did I choose the tool
I choose Microsoft word because is easy to use and I have used so many times before, is widely available and it has so many tools for creating and editing and it supports my choices, and it also organise information clearly and present it professionally.
2- what information did I use  
I used the formatting spelling checks and editing tools and templates, and I added a price unit and total sales, and a chart created in Microsoft excel to present the data clearly.
3-how I created my artefact 
First, I choose my topping. Then, I gather ideas and planned the layout, deciding what information and imagen I wanted to include and organising the content clearly. 
Next, I created a chart using Microsoft excel. After that, I decided what material and tools I would like to use. Finally, I checked my work, made de necessary changes, and I submitted it.
4- what changed I made 
First, I made a few changes to improve its quality, then I adjust the layout so that it was clear and easy to ready, also I created a chart in Microsoft excel to present the data more effectively, finally I corrected any mistakes, and I made the necessary improvement.
5- feedback 
My tutor said that I did not need to add and figures on the chart layout. One of and classmate also suggested that the chard should look more formal. I used this feedback to improve the presentation of my artefact.
6- explanation 
This artefact helped the café owner identify which product have high and low stock level which product need to be ordered soon, it also supports business decision-making by providing clean and organised information. The artefact helps the café owner in managing the stock level, promote products, avoid running out of popular items, and improve sales.



My artefact is tidy, clear, and would make sense to a real business owner.
Headings are clear and consistent.
Layout is neat, balanced, and easy to read on a screen.
If my scenario uses numbers, they are well organised (table, grouped list, or simple layout).
If my scenario needs a chart, it includes:  
a title
clear labels
readable colours
I made choices that help the business user (e.g., highlight key items, clear prices, group repair types, bold important items). 
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