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	What this portfolio shows



This portfolio presents three connected pieces developed from the Valley Coffee Co. scenario completed during the Digital Skills module. Together they show visual communication, data analysis, structured writing, evaluation, improvement after feedback and responsible use of digital tools.
	Portfolio piece
	Digital tool
	Main evidence

	1. Weekly Sales Summary
	PowerPoint
	Clear chart, table and visual hierarchy

	2. Product Sales Analysis
	Excel
	Formula-backed totals, ranks and chart

	3. Decision and Iteration Log
	Word
	Structured explanation, feedback and evaluation




Piece 1 - PowerPoint Weekly Sales Summary
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Figure 1. PowerPoint artefact: Valley Coffee Co. weekly sales summary.
	What the piece shows
	Skills and tool

	The slide communicates five product totals to Mr Habib. Latte is highest at 42 units and Hot Chocolate is lowest at 19 units.
	PowerPoint layout, chart selection, tables, labels, colour consistency, visual hierarchy and concise business communication.



	Progress and evaluation



This is a clear illustration of improvement. The original had excessive text and some labels were hard to read. They were shorter, spaced out more, more contrasting, bigger labels, all as a result of feedback. A bar chart was not rejected as it was found that comparison across product categories was the primary task. The slide is helpful because the owner can determine which ones sold and which ones did not sell by looking at this slide. The weakness of it is that it only displays totals and not weekly movement, prices, cost or profit. 

Piece 2 - Excel Product Sales Analysis
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Figure 2. Excel analysis created from the five totals in the PowerPoint artefact.
	What the piece shows
	Skills and tool

	The workbook turns the same figures into a structured dataset. Formula-driven cards show 159 total sales, a 31.8 average, a 42 maximum and a 19 minimum.
	Excel tables, SUM, AVERAGE, MAX, MIN, RANK.EQ, IF, percentages, conditional formatting, comments and a native chart.



	Reasoning and business value



The chart displays the ranking, but the actual numbers are maintained in the table. The workbook also works out that 26.4% of the total is Latte and that there is a difference between Latte and Hot Chocolate of 23 units. These findings can help in stock checks and in the short term promotions. No weekly break down was provided, so the workbook intentionally does not create more observations to make up the week. An example of responsible handling of data is important.

Piece 3 - Word Decision and Iteration Log
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Figure 3. Extract from the Word decision and iteration log showing feedback, improvement and evaluation.
	What the piece shows
	Skills and tool

	The document explains why PowerPoint was selected, what information was used, how the artefact was created, what changed and how feedback was applied.
	Word headings, paragraph structure, tables, captions, page design, referencing, proofreading and critical reflection.



	Progress and independent work



It was challenging in the beginning to know if it was a description or an evaluation. The improved log now includes reasons for and justifications of what has been done. It also points to a restriction – 5 product totals don't make a trend. The document shows that I can plan and structure a professional report, use headings regularly and in the appropriate ways, provide evidence to support claims, and link design decisions to a business purpose.
Overall Reflection and Requirement Coverage
	What was difficult at the start



The trickiest aspects were selecting the appropriate chart, removing superfluous text and distinguishing between representing data and deciphering it. These challenges were made into explicit design choices as part of the feedback process. Things I can do now without help

	What I can now do independently



Sort through and verify labels and figures in a small dataset.
 Use formulas to calculate totals, averages, maximums, minimums, shares and ranks. 
Choose a comparison chart and describe how it is appropriate to the task. 
Design a PowerPoint slide and edit following feedback. Organize a Word report using headings, tables, captions and references. 
• Describe restrictions rather than using a short set of data as proof.
	Engagement with literature



According to Cosgrove and Cachia (2025), digital competence is defined as knowledge, skills and attitudes that are required in learning, work, participation and daily life. This portfolio relates to Data and Information Handling, Digital Content Creation, Communication and Problem Solving. Technical skill, information management, communication, creativity, critical thinking and problem solving are identified as core digital skills by Van Laar et al. (2017). All 6 are represented in the three artefacts. The value of study, work and daily living
	Study, work and daily-life value




These skills assist with homework, work reports, keeping track of stocks, sales conversations, budgeting and everyday comparison of information. The integrated workflow is especially useful: Excel can be used to perform correct analysis, PowerPoint to present the outcome and Word to document reasoning and evaluation.
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Improvement and Evaluation

4. What changes I made

My first version contained too much detail, so I removed text that did not support the main
message. I kept a consistent green and brown colour scheme, increased the label size and
improved contrast. I also used a bar chart because it made the product comparison clearer than
the earlier design.

5. Feedback I used

The feedback indicated that the slide needed to be clearer and less cluttered and that some labels
were difficult to read. I responded by simplifying the wording, creating more space and enlarging
the chart labels. These changes improved the professionalism and readability of the final
artefact.

6. Final explanation

The completed slide shows that Latte was the best-selling product at 42 units and Hot Chocolate
was the lowest-selling product at 19 units. Total sales across the five products were 159 units, and
the difference between the highest and lowest products was 23 units.

For a business owner, the result can support short-term stock and promotion decisions. Latte
may require reliable stock availability, while Hot Chocolate may need further investigation or a
targeted promotion. However, the totals represent a limited dataset, so they should not be treated
as proof of a long-term trend. More weeks of data would be needed before making a major
decision.

Evaluation: the strongest feature is the immediate visual comparison. The main
limitation is that only product totals are available, with no weekly breakdown or
information about price, cost or profit.
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Source note: the totals reproduce the figures shown in the student's Valley Coffee Co. slide. No weekly breakdown was available, so no additional weekly values were invented.




