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Digital work log- city bikes rental
1. Introduction
For this task, I had to create a digital piece of work for a bicycle rental company called City Bikes Rental. The manager, L. Smith, wanted to know which type of bike was hired the most during the week. My job was to put the information into a spreadsheet, work out the total number of rentals, find the most popular bike, and show the results in an obvious way.
I created a spreadsheet using Microsoft Excel. I included a table, a total calculation, and a bar chart to help the manager understand the results.
2. Why I chose my tool
I chose Microsoft excel because it is useful for organising information and doing calculations. It can also be used to create charts, which makes information easier to understand.
I thought Excel was the best choice for this task because there were four different types of bikes to compare. A spreadsheet allowed me to put all the information in one place instead of writing everything in a paragraph.
Excel is also used in many businesses to record sales, check stock and keep track of information. Learning how to use Excel can help me develop skills that I may need in a future job.
Another reason I chose Excel is that it is easy to update. If the company receives new rental figures, I can change the numbers and update the results.

3. What Information I Used
I used the weekly rental information given to me by the manager. The information showed how many times each type of bike was hired.
The figures were:
Standard Bike: 42 rentals
Electric Bike: 28 rentals
Mountain Bike: 31 rentals
Children's Bike: 15 rentals
I entered the information into Excel under the headings “Bike Type” and “Total Rentals”. I then worked out the total number of rentals for the week.
The total was 116 rentals. I compared the numbers to find out which bike was the most popular. Standard Bikes were the most popular, with 42 rentals. Children's Bikes were the least popular, with 15 rentals.
This information could help the manager understand which bikes customers prefer to hire.

4. What Changes I Made
After entering the information, I made some changes to improve my spreadsheet. First, I added the title “City Bikes Rental” and the subtitle “Weekly Rentals by Bike Type”. This made it clear what the spreadsheet was about.
I used bold writing and coloured backgrounds for the headings so they were easier to see. I also used different background colours to make the information look neat and organised.
Next, I added a formula to calculate the total number of rentals. This meant Excel could add the numbers together automatically. I also added a section to show the most popular bike and its number of rentals.
Finally, I created a horizontal bar chart to show the number of rentals for each bike type. This made it easier to compare the results.

5. How I Improved My Work
I improved my work by making the spreadsheet clear, tidy and easy to read. I used headings, colours and bold writing to help the manager find important information quickly.
The bar chart was a useful improvement because it allowed the manager to compare the bikes without having to study all the numbers. It clearly showed that Standard Bikes had the highest number of rentals, while Children's Bikes had the lowest.
I also checked that my calculations were correct by adding the figures together:
42 + 28 + 31 + 15 = 116 rentals.
Checking the total helped me make sure that my work was accurate. Using a formula also means the total can change automatically if the figures are updated.

6. Conclusion and What I Learned
Overall, this task helped me learn how to use Excel for a business task. I learned how to enter information, organise a table, calculate totals and create a bar chart.
The results showed that Standard Bikes were the most popular, with 42 rentals out of 116. The manager could use this information to decide which bikes the company may need more of.
If I did this task again, I would try to include rental figures from several weeks. This would help the company see if customer choices change over time.
I am happy with my final work because it is clear, organised and includes all the information the manager asked for.
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City bikes rental
Weekly rentals by bike type

Bike type Total rentals

Standard bike 42

Electric bike 28

Mountain bike 31

Children's bike 15

Overall total 116

Most popular bike Standard bike

Rentals for most popular 42




