Scenario 1 Greenleaf Grocers.  
Instructions
You are helping a small shop called GreenLeaf Grocers.  
They want to understand which items need restocking.  
You are given a stock list with current quantities.  
Create a digital artefact that helps the owner see:  
· which items are low  
· which items are high  
· what needs to be ordered soon  
You may use Excel for a table + conditional formatting + chart. 
 
What you received from the supervisor
To: Junior Assistant 
From: John Li, Shop Supervisor, GreenLeaf Grocers 
Subject: Stock Levels Please Make a Simple Summary
Here is the current stock list for some of our key items. 
Please create a digital summary that shows:
· which items are low
· which items are high
· which items we need to order soon
Stock List Current Quantities
· Apples 12
· Bananas 4
· Carrots 18
· Potatoes 30
· Milk (2L bottles) 6
· Bread Loaves 3
· Eggs (boxes of 6) 10
· Pasta (500g) 22

 


	Stock List Current Quantities
	stock level
	Action
	
	Stock level Guide 

	Apples 12
	12
	medium
	No Immediate order 
	Low
	

	Bananas 4
	4
	low
	order soon
	Medium
	

	Carrots 18
	18
	high
	No Immediate order 
	High
	

	Potatoes 30
	30
	high
	No Immediate order 
	

	Milk (2L bottles) 6
	6
	low
	order soon
	items to order 

	Bread Loaves 3
	3
	low
	order soon
	Bananas 
	

	Eggs (boxes of 6) 10
	medium
	No Immediate order 
	Milk 
	

	Pasta (500g) 22
	22
	high
	No Immediate order 
	Bread loaves 
















Why I choose my tool
 I chose Microsoft MS office because it allows me to produce eye catching with concise information Slideshows pictures and write and create documents, edit documents and write essays (Microsoft 2025).

What information I used.
 I used charts and tables to see and record the data and in doing so, it's clear to see what is being sold and where we need to focus on. I then used a study from Deborah Ashby title PowerPoint 2019; I took good pointers from the thread which led me to apply it to my artefact. 
How created my artifact
First, I collected the data and make the bar chart. Next, I added everything up using a simple formular. Then I created a bar chart, that showed me what was selling to what wasn't selling, as you know, if something doesn’t sell you replace it with an item deemed will sell. Finally, check and make sure everthing just to make sure there were no mistakes.
What changes I made
I changed my charts because I did not consider the format was correct. I made the headings bold and they stood out more, before there was a lot of lacklustre. I also made changes to the wording, so it was clear and concise but most of all easy to read. I had to include more information and reference the information.
Feedback
My staff are all are agreed opinion that the bar charts are easy to read and understand. My colleagues suggested not use to much colour in my bar charts. Based on the feedback I made all the appropriate changes.

Final Explanation
The artefact will help the business grow in a productive way showing the results of good cohesion with staff and customers alike. This has had a good affect on business going forward.

Reference
Microsoft (2025) Microsoft 365. Available at : https://www.microsoft.com/en-gb/microsoft-365/microsoft-office. (Accessed 20th July 2026).
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