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Introduction 
Reflective learning entails of assessing back at a past experience, event or skill and acutely analysing the outcome. By carefully assessing at productivity and ineffective aspects of the experience, reflection helps determine an individual to learn and grow from their past experiences and turn surface learning into greater knowledge and understanding.
In this report I will be reflecting on how I have adapted my Microsoft excel skills to support my takeaway business. One of the main purposes of adapting my excel skills is that its time effective in regards of the numerous facilities for storing and analysing data with. It provides a great platform for a broad selection of uses in business including accounting, stock management, sales reporting, product information and management. I will be referencing Gibbs theory to reflect on my experience.
Gibbs
Gibbs is based on various steps, in which you are needed to evaluate various questions to determine the quality of the outcomes with your reflections. Gibbs consists of the following stages: description, feelings, evaluation, analysis, conclusions and finally an action plan. The concept of this theory is to categorise reflections and to pinpoint key feelings. Each component helps to digest down our thought processes so that we don’t rush into conclusions too quickly without assessing other variables. (Gibbs, 1988)
Description
So, the situation was I needed a system which allowed me to do my daily accounts for my takeaway. This included assessing my overheads, turnover, inventory and calculate end of day/month business. I required a solution which was cost effective and time efficient. Which I then decided the best way to do this was Microsoft excel. For small businesses using excel comes with its recognisable advantages -Excel provides a grid-like platform in which you can enter and convert information into structured data, in addition to charts and graphs. “Small businesses may find Excel far more of a workhorse than expected, with Excel excelling in its contributions to both financial and nonfiscal related areas of the company” (lechat,2022). Using my own initiative, I explored Microsoft excel on my home laptop to explore the platform in more detail. Assessing what I can and can't do. To further grow my knowledge, I explored YouTube tutorials online and accessed Microsoft support tools.

Feelings
Initial thoughts, I found myself quite comfortable in using Microsoft excel but there were areas where I needed to grow my knowledge, in which I was quite anxious about. My main challenge was creating spreadsheets to calculate net profits for my business. The concern was knowing and remembering the unique formulas required to make these calculations. However, I found the more I invested myself to learn these, the easier it became. I had the mindset of never giving up and thought to myself learning is never ending. This was a key component of my motivation through my experience with excel. An individual behaviour can be triggered by intentions, incentives, or intrinsic values. “Recent neuroscientific research has yielded some results about the growth mindset and intrinsic motivation” (sci,2018). 




Evaluations & Analysis  

My evaluation of my experience, I feel the idea of using excel was a success. It helped me lay out my finances in an organised manner. The structure itself felt more professional and allowed me to effectively analyse my business performance. Rather keeping data in a ledger, which often gets messy with cross-outs, erasures, and numerous papers, “Excel spreadsheets remain in their easy-to-read format and are available – even enlargeable with the zoom” (lechat,2022). This empathises how excel provides the sense of professionalism when making spreadsheets. You can always adjust at any time simply creating templates, in which you can open and amend, then save, giving you ways to both create, and cover, your tracks. My primary function of using excel was to save costs and reduce time spent on accounting, in order to focus on the business itself. I initially found it actual more time consuming as I required learning at the start. I was required to learn key formulas when making calculations and gets myself comfortable with each icon, in regards of what they do and where they are. However, once I overcome this barrier, my confidence grew day by day.  I now feel excel is a necessity in one’s business. I can now confirm it is less time consuming in comparison to pen and paper as well as cost effective. Excel can transform a small business into a small printing press without the need of enlisting graphic designers, desktop publishers or layout personnel. Also, while yes, its “it’s possible to do some of the calculations required for an Excel spreadsheet in your head, on paper or with a calculator, you won’t need to take that possible risk of entry error” (lechat,2022). This reinforces my evaluation of excel been time efficient and cost effective as Excel relieves you of the need to perform calculations with a couple of included features. Located on the “Home” tab’s “AutoSum”.
YouTube tutorials I found help set the foundations of what I will be doing and provided a key insight of excel been applied to business use. I made notes throughout watching the tutorial videos. This included key formulas, shortcut buttons and how to analyse data. After putting my learning into action, it helped solidify my learning into real life situations. I personally felt doing the actual task helped me realise what I can do, and what I need further focus on. As Kinesthetic learner, I learnt more while doing the actual task itself. Kinesthetic learners do best when they can participate in activities or solve problems in a hands-on manner” (flavin,2019). I personally learn best by doing and often get distracted if forced to sit for long periods of time.

Conclusions and actions moving forward 

My objective was to find a cost effective and time efficient way to do my business accounting duties and I feel I have accomplished this through the use of Microsoft excel.  It has helped me identify trends in my business, for example identify specific dishes that where not profitable. With its robust analytical features included within Microsoft Excel, it has the ability to analyse large amounts of data to discover trends and patterns that will influence decisions (cook,2021). These emphases my conclusion of its effectiveness in isolating issues and addressing them before causing any loss to the business.

I have shared my knowledge with my staff, and they are very happy with the outcome, we helped each other and worked as a team to get the best out of Microsoft excel. If I knew excel can help my business become more professional and organized, I would have used this software from the very beginning of my business venture. 

If I was to do this again or even grow my skills set around excel, I would take advantage of the several free online course there are available. This enables me to share my experience with other individuals in similar situations, in which we can share and learn best practices from one another. Also, I would focus on key components of excel, mastering key short cuts. This saves valuable time by learning some keyboard shortcuts. Another feature I would next time prioritise is AutoFill. This allows to type less if you want to save even more time when working in Excel. 
Finally, regardless of your level of expertise, there is always something new you can learn about this powerful tool. So having a can-do attitude and positive mindset is the way forward.
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