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1. Why I chose this scenario.
I selected this scenario because it provided sufficient and relevant information to create a well-structured table, an informative chart, and a clean, professional overall appearance. The scenario was clear, straightforward, and to the point, which made the entire process much smoother and allowed me to present the data in a logical, visually appealing way without unnecessary complications.

2. Why I chose the tool.
I chose Microsoft Excel because it is the tool I am most familiar with and consider the best option for creating well-structured tables and professional-looking charts, and for performing accurate calculations with numerical data. Excel enabled me to efficiently organize and clearly illustrate, in alphabetical order, the different types of items stocked by Green Leaf Grocers, while also displaying the exact quantity of each item. This allowed for a clean, easy-to-read, and highly visual representation of the inventory information.

3. How I created my artifact.
· Using the Alignment tab in Excel, I selected two adjacent cells and merged them into a single larger cell to create a prominent title for the spreadsheet. This allowed me to neatly display 'Green Leaf Grocers' as a centred, bold heading that spans across the top of the document, giving it a clean and professional appearance) 

· To begin creating the table, I used the two columns directly below the main title and carefully typed the item names and their corresponding quantities. This approach allowed me to build a clear, organized inventory table that effectively displayed all necessary information in a structured format.

· I selected both columns along with the title row, then pressed CTRL + T to quickly convert the selected data range into a formatted Excel table. This powerful shortcut automatically created a professional-looking table with built-in features such as filters, banded rows, and easy sorting capabilities.

· For a clear indication of quantity, I used the formatting tab, selected the Data Bars option, and chose the specific style and colour that suited my presentation. This feature added horizontal bars directly within the quantity cells, making it much easier to briefly compare stock levels across different items. The colour of these horizontal bars can be modified.

· For the chart, I first selected the entire table, then navigated to the Insert tab and opened the Charts section to choose the most suitable chart type. After reviewing the available options, I selected a style that clearly represented the data, complemented the table, and effectively visualized the quantity of each item for Green Leaf Grocers.


4. What changes I made

· My table was initially plain and simple. To enhance its overall appearance and make it more visually appealing, I made the headings bold, slightly increased their font size, and added a subtle colour scheme to the table. This included applying a professional header colour and light shading to the rows, which significantly improved readability and gave the entire worksheet a more polished, attractive look.

· I changed the colour of the chart data bars for items and quantities to improve the appearance.

· The item names and quantities were initially entered incorrectly on the chart, making it confusing to read. To fix this, I edited the axis titles, adjusted their positioning, and placed them in the correct locations so that the labels clearly indicated what each axis represented.


· I changed the colour of the title on the chart to a bold, professional dark blue tone to enhance its overall appearance. By adjusting the font colour of the chart title, I made it more prominent and easier to read

5. Feedback I used
· The tutor said to do our best to make our work stand out. e.g., using bold font for titles or perhaps changing font colour for a clear view.

· The tutor said to share ideas between classmates to get a clear understanding of the task.

6. Reference
I checked the Microsoft website for guidance on how to use Excel basics effectively for your project or work
Basic tasks in Excel | Microsoft Support

7. Final Explanation
This artifact helps employees track the quantity of items and determine whether they need to restock.
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