Log Digital Skills
1. Why I chose my tool

I chose Microsoft Excel and Microsoft PowerPoint to create my digital artefact for City Bikes Rental. I chose these tools because they helped me organise the rental data and present the results clearly. Excel allowed me to enter the rental numbers and create a chart. PowerPoint helped me present the information in a professional layout for the manager. I also watched videos about how to use these tools and read a short guide on the UWTSD Digital Skills website. These learning materials helped me understand how I could use Excel and PowerPoint for my assignment.

2. What information I used

First, I opened Moodle and read the available scenarios. I decided to choose City Bikes Rental because I found the topic interesting and wanted to create a simple presentation. I used the information provided in the selected scenario, including the rental figures from the manager’s email. These figures covered four types of bikes: Standard, Electric, Mountain, and Children’s Bikes. My task was to present the rental numbers and identify which type of bike was the most popular. The figures were 42 for Standard Bikes, 28 for Electric Bikes, 31 for Mountain Bikes, and 15 for Children’s Bikes. The total number of rentals was 116. I entered these numbers into Excel to organise the data and compare the different bike types.

3. How I created my artefact

First, I entered the bike types and their rental numbers into an Excel spreadsheet. I organised the information into rows and columns so that it was easy to read and understand. After entering the data, I created a chart in Excel to show the results visually. I tried different chart types to find one that made the differences between the bike categories easy to understand. When I finished the chart, I copied it into PowerPoint. In PowerPoint, I arranged the information and worked on the slide layout. I adjusted the position of the text, table, and chart to make everything look organised. I also checked the font size, headings, spacing, and alignment to make the presentation clear and easy for the manager to follow. I also spent time checking the overall appearance of my presentation. I wanted to make sure that the information was easy to understand and that the different elements worked well together. I considered how the manager would view the slide and tried to make the most important information easy to find. This helped me improve the final design.

4. What changes I made

During the process, I tried different fonts and chart types to find a design that looked good and presented the information clearly. I decided to use a bar chart because it made the rental numbers easier to compare. It showed that Standard Bikes were the most popular, with 42 rentals, while Children’s Bikes had the lowest number, with 15 rentals. I also changed the formatting of my Excel table by using bold headings and colours to make the data easier to read. In PowerPoint, I adjusted the text size, layout, and spacing to avoid making the slide look crowded. I reviewed the slide and made changes to ensure that the information was presented clearly. I believe the final version is the most suitable option because it presents the information in a simple, organised, and professional way. Overall, this task helped me improve my skills in Excel and PowerPoint. I learned how to organise data, create a chart, and present information for a business audience. I also learned that choosing the right chart and checking the layout are important when creating a digital artefact for a manager.
