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1. Why I chose my tool
I chose Microsoft Excel because it is one of the most widely used software applications in business for data management and analysis. Excel provides built-in functions that allow users to organise, calculate and visualise data efficiently, making it easier to interpret information and identify trends (Bunker, 2020). Unlike word processing software, Excel can automatically update calculations and generate professional charts directly from data tables, which saves time and reduces the risk of manual errors (Kumar, 2022). This was important because the manager needed clear, accurate information to make decisions about bike rentals. 2. What information I used 
I used the weekly rental information provided by L. Smith, the manager of City Bikes Rental. The data included four categories of bike: Standard, Electric, Mountain and Children's, along with the number of weekly rentals for each type (City Bikes Rental, 2026). The figures were: • Standard Bike: 42 rentals • Electric Bike: 28 rentals • Mountain Bike: 31 rentals • Children’s Bike: 15 rentals I calculated that the total number of rentals was 116, and identified that the Standard Bike was the most popular, with 42 rentals (City Bikes Rental, 2026).
3. What changes I made
First, I entered the raw data into Excel and arranged it into a structured table with clear column headings for 'Bike Type' and 'Number of Rentals'. I then used the =SUM formula to calculate the total number of rentals automatically, which is a key feature of spreadsheet software (Bunker, 2020). After that, I highlighted the most popular bike type and created a simple bar chart to visually compare rental numbers across all categories. Visual representations such as charts help audiences understand data more quickly than tables alone (Kumar, 2022).
4. How I improved my work
I improved my work by applying consistent formatting, such as bold headings and aligned text, to make the document easy to read. I double-checked all calculations to ensure accuracy, as reliable data is essential for good business decisions (Bunker, 2020). I also made sure the chart had a clear title and labelled axes so the manager could understand the information at a glance. Presenting data clearly helps ensure the findings are useful and actionable for the business (Kumar, 2022).
5. Conclusion
The results show that Standard Bikes are the most popular choice among customers, with 42 weekly rentals. Electric Bikes were the least popular adult option, while Children's Bikes had the lowest rental numbers overall. This information allows City Bikes Rental to manage stock effectively and meet customer demand more accurately (City Bikes Rental, 2026). Using Excel meant the data was reliable, easy to update, and presented in a professional format that the business can use going forward (Bunker, 2020).
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