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MS WORD
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I used it to create and edit my documents in a clear and organised way. Microsoft Word makes it easy to type, format text, insert pictures, and check spelling and grammar. I chose this tool because it is simple to use and helps me produce neat and professional-looking work. By using Microsoft Word, I have improved my typing, formatting, and document presentation skills. 

Excel
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I used spreadsheet which contained the data of a small shop called Green Leaf Grocers, to manage shop’s inventory. 
Microsoft Excel is a spreadsheet application that allows businesses to organise, analyse, and visualise their data. It can be used to track cash inflows and outflows, manage inventory, and generate reports on business performance. Businesses of all sizes use Microsoft Excel for data storage and analysis. It also enables users to transform data and present it visually using charts and graphs, such as bar charts. 
 
I chose to create a bar chart because it is easy to understand and demonstrates how Microsoft Excel can be used in a real business setting. It helped practise organising data, performing calculations, and creating charts. I believe this scenario is an effective way to improve my Excel Skills. I also chose to use an Excel spreadsheet because it closely resembles the type of work I hope to do in the future when I own a shop. 
 
Managing stocks will certainly be an everyday responsibility in my business, so learning how to manage inventory now will be a great advantage and help my business run smoothly. Using Microsoft Excel allows me to identify items that are running low and need to be restocked simply by checking the spreadsheet. I chose this tool because it is easy to use and helps complete my work quickly and accurately. It also keeps my data clear, well organised, and easy to understand. 
 
I developed and improved my skills in Microsoft Excel by checking my work for errors and ensuring that my spreadsheets were clear and well organised. I also learned how to use formatting and charts, which made my data easier to read, understand, and present effectively. 
 
PowerPoint
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I created a presentation titled ‘Breathtaking Nature’. I chose this topic because, according to my father, my name, Leah, is associated with nature or the forest.
Looking at this picture, you can see beautiful green fields, mountains, and a clear blue sky. Places like this remind us how peaceful and amazing nature can be. Spending time outdoors helps us relax, reduce stress, and enjoy the fresh air. 
Nature also provides many of the things we need every day, such as food, oxygen, and clean water. That is why it is important for us to protect and care for the environment. 
 
 
I have also included the bar chart from the Excel spreadsheet I created in Week 7 of Business Digital Skills. To complete this PowerPoint, I added a final slide with a ‘Thank You’ message, formatted by inserting a rectangular shape around the text. 
I struggled with inserting screenshots and placing them in the correct position; however, I managed to adjust them to where I wanted them to be. Through this practice, I have developed my knowledge and skills in using a computer with the help of the three tools I have chosen. 
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