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GreenLeaf Grocers – Stock Summary 
Low stock: 6 or fewer | Medium stock: 7–20 | High stock: 21 or more				
	Item
	Current Quantity
	Stock Level
	Order Soon
	Suggested Action

	Apples
	12
	Medium
	No
	Monitor stock

	Bananas
	4
	Low
	Yes
	Order soon

	Carrots
	18
	Medium
	No
	Monitor stock

	Potatoes
	30
	High
	No
	No action needed

	Milk (2L bottles)
	6
	Low
	Yes
	Order soon

	Bread Loaves
	3
	Low
	Yes
	Order soon

	Eggs (boxes of 6)
	10
	Medium
	No
	Monitor stock

	Pasta (500g)
	22
	High
	No
	No action needed


	
	Summary
	Number of Items

	Low Stock
	3

	Medium Stock
	3

	High Stock
	2

	
	

	Items to Order Soon
	Quantity

	 Bananas
	4

	Milk (2L bottles)
	6

	Bread Loaves
	3



Why I chose this scenario and Excel
I chose this scenario because it is similar to part of my job.
I work as a Client Lead Coordinator in a private healthcare clinic. I regularly check stock and make sure we have everything we need for our clients and the clinic. If something is running low, I let my team know so we can order more.
Because I already do this at work, this task felt easier to understand.
I chose Excel because I already use it to organise information and complete stock checks. I like Excel because it keeps everything together and makes information easy to read.
I also use Word every day to complete audits of doctors' files and review client records. After finishing my spreadsheet in Excel, I added it to Word because I wanted my assignment to look neat and easy to follow.

What information I used
I used all the products and quantities from the stock list. I entered each item carefully and checked the numbers before moving on.
I then divided the products into three groups: Low, Medium and High. This made it much easier to see which products needed attention.

How I made my spreadsheet
First, I created a simple table with clear headings.
After that, I entered all the products and quantities.
I did not remember the IF formula, so I searched online to learn how it works before using it in my spreadsheet. The formula automatically shows whether the stock level is Low, Medium or High. I also used another IF formula to show 'Yes' when an item needs to be ordered soon. This saves time and reduces small mistakes.
I then added colours because I like to keep my work organised. At work, colours help me notice important information quickly. For me, red means something needs attention, yellow means I should check it, and green means everything is okay.
Finally, I added a bar chart. I first thought about using a pie chart, but the bar chart made it much easier to compare the quantities of all the products.


Why I organised it this way
I like keeping my work simple. I think people understand information faster when everything is clear and organised.
I used simple headings, colours and an order soon column so the shop owner can quickly see what needs attention without checking every number.
This is also how I like to organise my work every day.

Changes I made
My first spreadsheet only showed the products and their quantities.
After looking at it again, I decided to improve it by adding stock levels, colours, the order soon column and a bar chart.
Before I finished, I checked the spelling, numbers and formulas to make sure everything was correct.

What I learned
I enjoyed this task because it was similar to something I already do at work.
It reminded me that a simple spreadsheet can help people make better and quicker decisions. 
I also learned that simple Excel formulas are very useful because they update the information automatically when the numbers change.
Final explanation
My spreadsheet helps the shop owner quickly see which products have low, medium or high stock.
It also shows which items need to be ordered soon, making it easier to make decisions and avoid running out of stock.
I think Excel is a good tool for this task because it keeps the information organised and updates the results automatically when the quantities change.

Reference 
IF function | Microsoft Support
Current Stock 

Quantity	Apples 	Bananas 	Carrots	Potatoes	Milk (2L bottles)	Bread Loaves 	Eggs (boxes of 6)	Pasta (500g)	12	4	18	30	6	3	10	22	


