Digital Skills Assessment 2




1.Why I choose MS Excel?

I chose MS Excel because it is one of the most practical and powerful tools for organising and analysing information. This tool will help me in my workplace in food services because I can create a data table and chart and it has a combination of rows and column called cell. I can record sales and product stock level, and it makes the information clearer.



2.What information I used?
I used the information from the Green Leaf Grocers scenario.
I added item names, quantities, price and cost.
I calculated the quantities and price of each item to get the total cost.
I used a formula to determine which item has a low and high stocklist, and which item need to be ordered soon.




3.How I created my artefact?
· First, I downloaded and opened the MS Excel tool.




	Green Leaf Grocers
	
	

	Stock List Current Quantities
	

	Item Names
	Quantities Price 
	Cost

	Apples
	12
	 £        2.50 
	 £     30.00 

	Bananas
	4
	 £        1.75 
	 £        7.00 

	Carrots
	18
	 £        1.25 
	 £     22.50 

	Potatoes
	30
	 £        1.45 
	 £     43.50 

	Milk (2lt bottles
	6
	 £        2.25 
	 £     13.50 

	 Bread Loaf
	3
	 £        1.15 
	 £        3.45 

	Eggs (boxes of 6)
	10
	 £        2.35 
	 £     23.50 

	pasta
	22
	 £        1.15 
	 £     25.30 

	
	
	
	

	Low Stock Item
	3
	
	

	High Stock Item
	30
	
	




· I added a title at the top 
· I highlighted the Item names and price.
· I entered the data into the rows and columns called a cell like (Item names, quantities, price and cost) then I press enter.
· I used simple formulas for low and high, formula for low is stock =MIN(C5:C12)enter then for high stock formula is =MAX (C5:C12)enter  to get the total cost.
· I highlighted the conditional formatting for headings, bold, adding borders, adjusting the fonts and column widths.
· Lastly, I checked all the details and saved the file in OneDrive and gave a file name on it.

4.What changes I made?
· Since it is my first time using this tool, it is confusing and challenging as well. At first, I entered the data in a wrong cell because there is an item that has a long name, so I adjusted the row heights and column widths.
· The colour was wrong, so I changed it by clicking Home >Conditional Formatting and colour scale and was able to choose the right one.
· The total cost in each item was wrong, so I changed them by clicking the Formula and AutoSum then Min and get the right total cost.

5.Feedback I used
· Prior to this, my teacher had said I needed to expand and provide further detail on the information I used.
· Upon showing it to my teacher, he asked me to attach the chart table to task 3.
· I copy and paste it and make sure that all the data are correct and resubmit it.


6. Final explanation
The artefact I created provides a clear data table for Green Leaf Grocers to identify which items needed to restock and which did not need any more. Therefore, calculating the total cost it might have on the shop using the excel spreadsheet.







Quantities Price 	Apples	Bananas	Carrots	Potatoes	Milk (2lt bottles	 Bread Loaf	Eggs (boxes of 6)	pasta	12	4	18	30	6	3	10	22	
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