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Introduction
DS2 Scenario 1: Valley Coffee Co.  Weekly Sales  
GreenLeaf Grocers

Why I chose my tool
In my introduction to using Excel, Word, and PowerPoint, I found it beneficial because I already had some experience from high school, and my curiosity motivated me to start studying Microsoft programs online. Meanwhile, I chose Excel because it’s a useful tool for numbers, tables, charts, calculations, organization, etc.
It helps me show all the details and data that I use for finishing my scenario 1, “Greenleaf Grocers," and also, I read a short guide on the UWTSD digital skills website about using tables in Excel. I use all the information from scenario 1, DS2, the current stock levels, and the products, as well as how many products I have to restock at Greenleaf Grocers.




How I create my artefact 
I start to create my artefact using a heading with the name of the scenario first, and then I follow up by adding my name, student number, name of the university, and the Moodle name. After that, I insert three tables: one shows me the current stock level, the second one is to help me to organise everything more clearly, explaining better the low stock, the medium stock and the high stock with colours, and the third I use to add all the products that I need to order soon.



Then after that I started to create my bar chart, inserting all the quantities for all the products, choosing a good design and colour, and finally, I checked all the numbers again to make sure they are correct and in the bar chart format.
When I finish everything on Excel, I make a printout by my computer, and I add it to the Word document as proof that I completed everything. In the Word document I have to start with a new heading. I start describing in detail all my experience with Excel, giving my opinion, my decisions, and examples.


Examples and changes 
I made some changes to my table and bar chart at the beginning because my computer is very slow, and this made it hard for me to create and read, and after adding colours and bold headings and formatting them, everything starts to make some sense for me. I made the tables bigger because they were too small. I made everything very understandable and suitable to read.

In the class during the activities, my tutor gives us many ideas about what we have to do when we are using a tool such as "Excel, Word, PowerPoint, or Adobe" to not get various mistakes during the scenario, and I remember my tutor's words, so I based the feedback to finish my scenario 1.
	Item
	Quantity
	Status

	Apples
	12
	Medium

	Bananas
	4
	Low

	Carrots
	18
	Medium

	Potatoes
	30
	High

	Milk (2L bottles)
	6
	Low

	Bread Loaves
	3
	Low

	Eggs (boxes of 6)
	10
	Medium

	Pasta (500g)
	22
	High




Conclusion
A resume of everything: Excel is easy for small businesses to use, and it allows clear tables for stock quantities, and conditional formatting helps owners or students quickly see low and high items. Example: red for low stock, green for high stock and yellow for the medium stock.
When I created a table with item names and quantities to organise the data clearly, I also added a status column (low / medium / high) to make the information easier to read using colour coding. I also grouped items under “Order Soon” to help me prioritise all the products in low stock.
Every step-by-step instruction was written in Microsoft Word to get the main idea of what I'm doing during the processes in Excel, so I can’t forget about anything. During class I take some notes from my tutor about how to work on the tools, and he gives me some advice for the structure and key points to not get into some problems later.
Writing on the word is more easy for me because I can see the number of words and organise the letters, body structure, and styles; I can add some comments if necessary. It was a good experience during the process and makes me feel good, and I enjoy everything.
As a good student I also help my colleagues how to use the computer, how to use the tools, and how to submit the assessment, and I kind of help as I could, but the rest they have to do by themselves because it’s a personal assessment. Whatever, in the end I insert a photo with my Excel work to conclude my final DS2 digital skills essay.
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Valley Coffee 
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        Current Stock Levels

Item Quantity Status

Apples 12 Medium

Bananas 4 Low

Carrots 18 Medium

Potatoes 30 High

Milk (2L bottles) 6 Low

Bread Loaves 3 Low

Eggs (boxes of 6) 10 Medium


Microsoft_Excel_Worksheet.xlsx
Sheet1

		                                    Current Stock Levels

		Item		Quantity		Status

		Apples		12		Medium

		Bananas		4		Low

		Carrots		18		Medium

		Potatoes		30		High

		Milk (2L bottles)		6		Low

		Bread Loaves		3		Low

		Eggs (boxes of 6)		10		Medium

		Pasta (500g)		22		High
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