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The report aims to analyse the performance of Swansea Office Supplies over the last four years.
The organisation has raised several concerns that the business needs to perform to its full potential. All administrational and Sales departments will be reviewed to identify how the organisation’s performance could be improved. 
One of the key objectives of the report will be to review the sales figures over the last three years to identify if any increases can be made. The information will also look at the activities of the adminstraional departments to see if the purchase of supplies is cost-effective and if Swansea Office Supplies can negotiate with their suppliers to get a better price on supplies.
Conducting the review will be imperative for the organisation to improve their performance and profitability. Data science is also crucial in determining if any changes need to be made to the business. According to Badiru (2020), data science can significantly improve productivity, decision making and product development. Badiru (2020) further points out that data analytics can help to minimise and eradicate fraud, increase efficiency and provide better customer service. 
As part of the performance review, it is essential to look at Swansea Office Supplies’ customer base. Have the rates of customers decreased over the three years, and if so, how does the organisation retain and attract more customers? It’s essential to look at the customer orders as part of the review to see how much money is spent on each order to see if any increases could be made to maximise profits (Blais, 2012). 
Consoli (2021) advocates that profit maximisation is crucial for organisations to know where that point of the profit is. The optimum output at which the payoff is most profitable. Following a thorough review of the company’s performance, several recommendations will be made to help the decision-makers streamline the business into a more profitable operation. 
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2.1 AutosumAutosum
To calculate the total number of sales made by Swansea Office Supplies you can either use the autosum function, or you can create a specific formula which will give you the same result. The formula in case is =SUM(B7:B11) (Cristin, 2020).



	Year
	Sales

	 
	 

	2014
	£1,751,365

	2015
	£1,549,101

	2016
	£1,528,260

	2017
	£1,490,557

	 
	 

	Total Sales 
	£6,319,283


Figure 1. Shows a decrease in sales year on year. 

One of the benefits of the Autosum function in Excel is that it acts as a shortcut for quickly calculating a large amount of data. It would be best to highlight the cells you are looking to calculate and select the autosum function "Ʃ". The selected cells will then be computed, giving you the required answer. Although the process can save you time when analysing large pieces of information, there can be disadvantages. Autosum does not always select the cells you want to sum when you use it. This can lead to mistakes if the person using it does not select the correct cells. The user must choose the suitable cells they want to calculate. When this happens, it is easier to type the formula into the cells, ensuring the correct cells are selected and all the information captured (Alexander and Kusleika, 2014).
To use the autosum effectively, the user must have a keen eye for detail, as it is relatively easy to make mistakes. When mining a large amount of data, as in this case (over three thousand entries), it is imperative that all the correct information is captured or you risk returning incorrect results, which will affect your analysis. As you can see from figure 1, the sales figures over the last four years have decreased. Identifying the reason for this is a fundamental need for the organisation.
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	Order ID
	Returns
	Order Date
	Order Priority
	Order Quantity
	Sales

	7106
	N
	01/01/2016
	Low
	11
	70.24

	7107
	Y
	01/01/2016
	High
	15
	80.07

	7108
	N
	02/01/2016
	High
	50
	1234.58

	7109
	N
	04/01/2016
	Low
	20
	176.58

	7110
	N
	04/01/2016
	Low
	37
	8259.792

	7111
	N
	04/01/2016
	Low
	50
	607.62

	7112
	N
	06/01/2016
	Low
	16
	116.13

	7113
	N
	07/01/2016
	Medium
	39
	4676.59

	7114
	N
	07/01/2016
	Medium
	6
	140.8

	7115
	N
	08/01/2016
	Low
	34
	164.96

	7116
	N
	09/01/2016
	Critical
	39
	276.34

	7117
	N
	09/01/2016
	Critical
	38
	855.22

	7118
	N
	09/01/2016
	High
	8
	389.09


Figure 2.  Filtered section of Order ID
Excel has a unique function that allows the user to filter different areas of the excel spreadsheet depending on the information you are looking for. It would be challenging to analyse all three thousand lines of the dataset, so you need to break it down into manageable sections. Filtering allows you to perform this action without any significant problems. It’s simply a case of selecting the entire worksheet and selecting the filter icon, which then applies the filter arrow to the spreadsheet, allowing the user to start filtering the information. Ramsay and Silverman (2010) state that functional assessment is critical in identifying patterns and trends. More effective recommendations can be made to the organisation by analysing these trends. In figure 2, filtering allows users to isolate key criticals that determine the company’s performance. To determine Swansea Office Supplies’ performance, the analysis will be done from 2014 to 2017. The above chart shows that filtering allows isolating specific dates, in this case, 2016. The chart also shows the sales made that year and the order priority. The benefit of this function is that you can analyse a large amount of data in a short space of time. It is worth noting that the data is only as valuable as the person mining it. 
2.1.2 Lookup v Vlookup
Knowing the difference between Lookup and Vlookup is crucial when data mining to take full advantage of the benefits of using each function (CFI, 2022). The lookup function allows the user to search for a specific piece of data in a row or column and return a corresponding amount of data in another row or column. This function’s versatility is evident, as you can pull data from any point on the dataset. 
Held and Richardson (2015) suggest that each function has its merit; however, there are limitations to Vlookup in that it can not look to the left. The values to look up must always be on the leftmost column of the range, and the values returned must always be on the right-hand side. You can not use the standard Vlookup to look at the columns to find an exact match. In contrast, the vlookup function will only allow the user to search vertically in a row and only return data in a left-to-right procedure. 
2.1.3 -  IF Statement
The IF statement is a decision-making process that guides an excel program to make decisions based on specific criteria. The IF statement executes one code set if a specified condition is met(True) or another code executes false (Kelleher et al., 2020). IF statements are a proper function within excel; however, Kelleher et al. (2020) believe it should be avoided where possible. The argument with IF statements are that the data is only sometimes readable. This is not to say there is anything wrong with using an IF statement; however, programming without using an IF statement challenges you to think outside of the box. 
One of the critical features of the IF statement is to determine if Swansea Office Supplies’ from one specific year is more than (>) or less than (<) the previous year to determine the company’s profitability. The equation would return either a True or False answer. This could be used for budget purposes (Menard, 2020). Finding other ways to structure the code would be more advantageous.
[bookmark: _Toc125025905]2.3 –  Pivot Tables
	Product Container
	Sum of Unit Price

	Small Box
	33.63%

	Jumbo Drum
	22.15%

	Large Box
	17.03%

	Jumbo Box
	15.46%

	Medium Box
	4.43%

	Small Pack
	4.29%

	Wrap Bag
	3.02%

	(blank)
	0.00%

	Grand Total
	100.00%

	Figure 3. Unit Price Percentage
	

	


	Pivot tables are an effective and useful way of diplaying your data in a concise and clear manner. 



 Figure 4. Percentage of Unit Price by Product Container represented by Pivot Table
 There are several vital critical turns to displaying data in a pivot table. One of the primary uses is to summarise, sort, recognise, group, count, and total or average data stored in a table (Nadipalli, 2017). One of the advantages of a pivot table is that it allows the user to transform columns into rows and rows into columns, demonstrating its versatility. It allows enabled enable to be grouped by fields and then use a pre-programmed formula to illicit the required information. If suppose look at the above example, the data shows the percentage of the unit price attributed to each product category. You can see from the chart that small boxes represent the highest proportion of the unit price and produce the highest profit. To maximise profit, Swansea Office supplies could focus more on products that make less profit, such as Wrap Bags and Small Packs. Emphasis should be placed on Jumbo Box, which is incurring a loss of £27, 111. 86. Selling more of this item will negate the loss for the company (Sproull, 2020).The pivot table shows that small boxes are the biggest sellers generating revenue of £401, 507 the highest profit for the organisation. In contrast, Jumbo Boxes resulted in a loss for the business.

	Product Container
	Sum of Profit

	Small Box
	401507.01

	Jumbo Drum
	158084.1

	Large Box
	89384.05

	Medium Box
	60983.07

	Small Pack
	44051.46

	Wrap Bag
	15006.37

	(blank)
	

	Jumbo Box
	-27111.86

	Grand Total
	741904.2


Figure 5. Product Container resulting in highest profit.

Figure 6. Percentage of Unit Price by Product Container.
Part of the report aims to identify why the organisation’s performance is not as good as initially projected. One factor that needs to be considered is the number of products returned to the company. £82 912 represented the value of returns received by the organisation. Reducing the company’s returns could be more profitable, allowing the business to expand, advertise or even take on additional staff (Mathur and Kenyon, 2008).
	Sum of Profit
	Returns
	
	
	

	Order Priority
	N
	Y
	(blank)
	Grand Total

	 High
	175642.89
	26183.17
	
	201826.06

	Low
	176220.79
	25517.71
	
	201738.5

	Medium
	100205.25
	23740.97
	
	123946.22

	Critical
	114236.32
	775.28
	
	115011.6

	Not Specified
	92686.94
	6694.88
	
	99381.82

	(blank)
	
	
	
	

	Grand Total
	658992.19
	82912.01
	
	741904.2
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Figure 7. Data showing products returned to the organisation. 

Developing a robust business and marketing strategy is vital for Swansea Office Supplies. Focus undoubtedly needs to be placed on the products that sell very well; however, equal focus is required on those low-selling products. Additional marketing would be necessary to sell more low-selling products to maximise profits (Taticchi, 2010). 
Berman et al. (2008) suggest three critical components to having a robust business strategy. Firstly, it provides clarity, focus and direction. The organisation needs to know its approach and what they want to achieve. Secondly, a better understanding of the business in terms of what profit is being made in what area and placing focus on the areas of the business that could be performing better. Finally, identifying the key steps to achieve the targets, such as maximising profitability and efficiency. Berman et al. (2008) believe that if all these measures are in place, this will open additional opportunities for the organisation.
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