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Part 1
Section 1 – Key Performance Indicators (KPI Cards)
At the top of the worksheet, include four summary boxes:
	KPI
	Result

	Total Repairs
	89

	Most Requested Repair
	Screen Replacement

	Highest Monthly Total
	45 Repairs

	Number of Repair Categories
	3


These immediately communicate the key business information.
Section 2 – Repair Data Table
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Used Excel formulas:
· Screen Replacement: =SUM(B2:E2) 
· Battery Change: =SUM(B3:E3) 
· Water Damage Fix: =SUM(B4:E4) 

Section 3: Bar Chart
BrightTech Repairs – Total Repairs by Type
The chart should show:
· Screen Replacement – 45 
· Battery Change – 30 
· Water Damage Fix – 14
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Section 4 – Management Summary
The repair data indicates that screen replacement was the most frequently requested service during the month, accounting for more than half of all completed repairs. Battery changes represented the second highest demand, while water damage repairs occurred less frequently. This information can support planning for spare parts, technician workloads and stock management.
Part 2- DS2 Reflective Log
The development of my Digital artefact involves reflection of a process.Digital artefact process reflection.
a) Why I Chose Microsoft Excel?
I chose Microsoft Excel for this business task as it was not a written report or promotional material, but rather analysing the information of numbers. The repair shop manager wanted a report which would give him a clear summary of the jobs done on the repairs they had in the shop over the course of one particular month and the most common type of repair. The weekly data was arranged most suitably in the Excel spreadsheet, totals were added and the results presented in a manner that allows for ease of rapid understanding.
Another advantage of using Excel was that it could calculate and present a report in one place. Using the formulas helped me to get the monthly totals right, without having to do them manually. I also was of the opinion that a chart would convey the information better than a table would, because differences in repair categories would be known at a glance. This led to Excel being the most suitable tool to meet the needs of the business.
b) The information used to create the artefact.
Ms Nicholson provided the information weekly for the following three repair services: screen replacement, battery change and water damage repair. I carefully reviewed the numbers to make sure they were all put in correctly before I started designing the spreadsheet. It was crucial to get the numbers right as a small error could impact totals and lead to incorrect business data.
Once the weekly data was in I then used EXCEL's SUM function to determine the total number of repairs for each service. I also worked out the total number of repairs performed in the month. Instead of just giving numerical data, I organised it into a structured table, and made a summary section that highlighted the most important findings. This kept the spreadsheet brief and focused, so the manager did not have to wade through extra data for the information that he had requested.


c) Modifications made in the development process
The first version of my spreadsheet has just the repair data and then the monthly totals. I was correct in my calculations, but I felt that the worksheet could not have expressed the information better. As such, I've looked at the layout through the eyes of the store manager, as if he only had a short time to read it.
I added a column chart to make the graph easier to present as a comparison between the repair categories. This allowed it to be much easier to determine that screen replacements were the largest volume of repairs for the month. I also added a title, and a summary section to the worksheet and used consistent formatting throughout the worksheet to give the worksheet a layout like a dashboard. The headings were emphasized with a professional colour scheme, the columns were re-organized to make the table easier to read and the table was bordered to make it look cleaner. These changes enabled the spreadsheet to move beyond a mere set of numbers and develop into a business tool which could be utilized to aid in decision making.
5. Feedback I Used
I then showed the spreadsheet to another individual and asked if the data was understandable. They recommended placing the summary in the top of the data table to get the main information first. They also suggested making the chart bigger due to the illegibility of the labels. I adjusted these and once again went over the worksheet and made sure it was appropriate for a business manager.
6. Final Explanation
A completed spreadsheet will give an easy to see summary of the tasks that were performed for repair during the month. The repair table, calculated totals and column chart enable the manager to know what repairs are being made, and quickly see if there is a trend without having to read each individual figure. The enhanced flow, uniformity of layout and summary section have made the information more easily understood and useful for business decisions like stock planning and workload management. This also gave me the confidence to use Excel to organise data and present business information professionally.
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