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Task 1 – Clear Writing & Editing
The shorter version is easier to read because it breaks one very long sentence into separate short ones and lists each point clearly so you can see straight away what is being done.
Editing is not rewriting everything from scratch. It means tidying up what you have already written, fixing small mistakes, making it clearer, and keeping your own meaning and tone.
You should not take every suggestion Word gives you because it only guesses – it does not know exactly what you mean or the tone you want. You have to check everything and decide what is right yourself.

	Tool
	What it does
	Good point
	Thing to watch

	Spelling & Grammar
	Picks up spelling and grammar mistakes
	Catches things you might miss
	Sometimes marks correct words as wrong

	Comments
	Adds notes to parts you want to check without changing the text
	Good for planning or asking questions
	Don’t use them to rewrite the work

	Track Changes
	Shows every edit you make so you can keep or remove them
	Lets you see exactly what changed
	Only make small changes – don’t start again




Task 3 
I chose the Green Leaf Grocers scenario because it is a very real task that almost every small business must manage. Keeping track of stock is important to make sure the shop does not run out of popular items or end up with too much stock that sells slowly. It is simple to follow, and shows clearly how digital tools help organise information, work faster and make better choices. I picked Microsoft Excel because it is made exactly for numbers, lists and data like this. I can type in all items and amounts neatly in rows and columns, check totals easily, and make clear charts from the information.
Changes made: Added missing commas, split long lines, smoothed out awkward phrasing – kept all my original points just made it flow better.







Task 4 – Reflection
My writing is clearer because I split long sentences up and used proper punctuation, so each thought is easy to follow.
One Word tool that helped me was Spelling and Grammar – it showed me where I had missed commas and joined sentences together incorrectly.
One decision I made during editing was to keep all my original ideas and only tidy up the wording, rather than writing it all again.
Next time I work on a document I will read it out loud to check it makes sense and use Comments first to mark parts I want to improve before changing anything.






QUANTITY

QAUNTITY	Apples 	Bananas	Carrotts	Potatoes	Milk (2L bottles) 6	Bread	Eggs	Pasta	12	4	18	30	6	3	10	22	


