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1. I chose Microsoft Excel because it is good for organising information into tables and making it easy to understand. I have used excel before, so I already knew some of the basics. As I worked through the task and experimented with different features, a lot of things started coming back to me, which made it easier to complete the stock summary.
2. I used the stock list from the GreenLeaf Grocers scenario. This contained the names of the items and their stock quantities. I then used this information to show which items had very low, low, high stock and which items needed to be ordered soon.
3. How I created my artefact
· First, I entered all the stock information into an excel table.
· Then I used IF formulas to work out whether each item had a low or high stock level and whether it needed ordering.
· After that, I added conditional formatting to colour-code the stock levels so they were easier to understand
· Finally I added tick and crosses to clearly show which items needed ordering and checked my work to make sure everything is correct.
4. What changes I made
· At first I was unsure about the formulas, but after testing them and correcting a few mistakes, I got them working.
· I changed the format by adding colours so the important information stood out more clearly
· I decided to include a Very low category as well as Low and High because it made it easier to see which items needed the most urgent attention
5. While completing the task, my lecturer asked me why I had chosen Excel. This really made me think because, at first, it was simply my natural choice. After Nishi asked me the question, it challenged me to think more deeply, and I realised it was because of my previous experience and the confidence I already had using Excel. As I worked through the task, more of my knowledge came back to me, which increased my confidence even further and encouraged me to experiment with different features to improve my final artefact
6. My finished excel table gives a clear summary of the shops stock levels. It shows which products are low, which are high and which items need to be ordered soon. The colours and formulas I used make information quick to understand
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