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A. Digital Artefact
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B. Short Log
1. Why I Choose my tool?
· I choose Excel because I want to improve my skills in using it. Excel is a good for organising numbers tables and charts(Microsoft, 2026) It helps business to see stock information clearly and makes it easier to find in which product need to be ordered. Excel is good for organising information into tables and showing numbers clearly (University of Wales Trinity Saint David, 2026). 
It also allows me to use colours, charts and formatting to make the information is here to understand. For this task the business needed to know which products were low in stock which products had enough stock and which items needed to be ordered soon. Excel made it easier to organise the stock list and present the information in a simple way I also wanted to practise using features such tables conditional formatting and church because I had only used them a few times before. By completing this task in excel I gain more confidence and improve my digital skills while creating a useful document for the business owner.
 
2. What information I used?
I use the stock list from the e-mail sent by the supervisor shop. I included all the products and their current quantities given on the email as follows:
 
Apples - 12
Bananas – 4
Carrots – 18
Potatoes – 30
Milk (2L bottles) - 6 
Bread Loaves - 3 
Eggs (boxes of 6) - 10 
Pasta (500g) - 22
 
I use this information also to show which item were low, high it needed to be ordered soon.
 
3. How I created my artefact
· First I entered all this stock information into an excel table.
· Then I added heading so the information was easy to read.
· After that I use conditional formatting to colour the stock levels low stock was shown low stock in red, medium stock in yellow and high stock in green.
· I created next a bar chart to show the stock levels for each product.
· Lastly, I have checked all the quantities to make sure the information was correct.
 
4. What changes I made
· At first my table looks plain so I added bold heading and colours.
· Then I added the headings so the information is highlighted and easy to read.
· After that I used conditional formatting to colour the stock levels. Low stock in red, medium stock in yellow and high stock in green.
· Next I created a bar chart to show the stock levels for each product.
· Finally, I checked all the quantities to make sure the information was correct.
 
5. Feedback I used
My tutor said My speakers needed to be easier to read. My classmate also suggested adding more colours and making the heading stand out. I use this feedback to improve my work I made the headings bold use colours to show low medium and high stock and check the charge is clear. These changes made this spreadsheet more organised and help the shop owner understand this stock information more quickly
 
6.  Final Explanation
This spreadsheet helps the Greenleaf grocers owner see which products are not in stock, which product have enough stock in which items need to be ordered soon. The table colours and charge make the information easy to understand. The spreadsheet also helps the business save time because the owner can quickly decide what needs to be re-stock. This task helped me improve my excel skills and created a useful business document. 
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GreenLeaf Grocery Stock

Item Current Quantity Status Action

Apples 12 Medium Monitor

Bananas 4 Low Order soon

Bread Loaves 3 Low Order soon

Carrots 18 Medium Monitor Yellow= medium stock
Eggs (boxes of 6) 10 Low Monitor Green= High stock
Milk (2L bottles 6 Low Order soon

Pasta (5008) 22 High Monitor

Potatoes 30 High Enough Stock
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