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MS WORD:
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This is part of a written text document created in Word as part of my Digital Skills assessment 2.


EXCEL:
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This is an Excel document illustrating the creation of an Excel table using Excel formatting & formulas to create a bar chart to show stock levels of items in GreenLeaf grocers. 


DEVELOPMENT & IMPROVEMENTS:
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This is a screen shot displaying the improvements I made to the Excel table and chart.  Although I was not able to submit this part due to technical issues, it demonstrates the changes and improvements I was able to make.
I added extra columns “Stock Status” & “Order Soon” and used conditional formatting to display the stock status in different colours;
Adequate – □
Low – □
High – □
Order Soon – □
I also added a corresponding word prompt in the “Order Soon” column stating YES” or “NO” making it clear as to whether a particular item should be ordered or not.
These changes helped to visually present the stock levels & status more clearly.



POWERPOINT:
[image: ]This is a screen shot of a slide created on powerpoint. The slide was created by giving the slide a title and inserting an online image. The image was resized and the colour background selected from the “Design” option menu in the top menu screen as seen above.
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Decision & Execution Log.
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