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                                   Bright Tech Repairs Jobs Last Month’s Summary
	                 
	                    Week 1
	     

	          Repair Types
	            Number of Repairs
	         Common Repair

	    Screen Replacements
	                        12
	      Screen Replacements

	       Battery Changes
	                         8
	

	    Water Damage Fixes  
	                         3
	

	    Total Weekly Repairs
	                        23
	


                                                                                                                                                                                          
	                 
	                    Week 2
	     

	          Repair Types
	            Number of Repairs
	         Common Repair

	    Screen Replacements
	                         9
	     Screen Replacements

	         Battery Changes
	                         7
	

	     Water Damage Fixes  
	                         4
	

	     Total Weekly Repairs
	                        20
	


                                                                     
	                 
	                    Week 3
	     

	          Repair Types
	            Number of Repairs
	          Common Repair

	    Screen Replacements
	                       14
	      Screen Replacements

	         Battery Changes
	                        9 
	

	[bookmark: _Hlk233408676]     Water Damage Fixes  
	                        2
	

	    Total Weekly Repairs
	                       25
	


                       
	                 
	                    Week 4
	     

	          Repair Types
	            Number of Repairs
	          Common Repair

	    Screen Replacements
	                       10
	        Screen Replacements

	         Battery Changes
	                        6
	

	     Water Damage Fixes  
	                        5
	

	     Total Weekly Repairs
	                       21
	


                                                  
	                 
	       Total Monthly Repairs
	     

	          Repair Types
	          Number of Repairs
	          Common Repair

	    Screen Replacements
	                       45
	     Screen Replacements

	         Battery Changes
	                       30
	

	     Water Damage Fixes  
	                       14
	

	     Total Monthly Repairs
	                       89
	





Reason of using the tool:
I have chosen the Microsoft word for task because this was easier to explain all data which was required in the situation. All data was shown in the chart and tables in different colours which will explain thoroughly about sales and types of repairs. All instructions were in UWSTD portal and helpful in completing this task. There were multiple choices in Microsoft word which help a lot to mentioned everything which was required. Additionally, Microsoft Word made it easier to organise the data in an accessible and professional manner. The document's view was improved using many format tools, including headings, tables, colours, and text orientation. The information was made easy to read and understand by using this software. Furthermore, it made it possible for me to quickly implement any changes that were required. All things considered, Microsoft Word was the best tool for finishing this work since it included all the features necessary to deliver the data properly and successfully.
Accurate Using of information 
All information used from email in the scenario regarding type of repairs weekly, monthly one by. one, and mentioned the common repair which will help in understanding the sales. Total number of sales is also mentioned in the table as well as in graphic chart was as well. It was easier comparing the repair types and numbers of sales because the information was arranged appropriately and clearly. The data was organised in a way that was simple to understand with the use of tables and charts. Furthermore, this enabled the evaluation of the overall sales performance and the identification of the most frequently performed repairs. The report's quality was improved by the graphic presentation, which also made the content easier for the reader to comprehend. 

Creation of document 
Started with choosing table from insert option and chooses the table which is required. Chart option is also used in the document to explain everything which will help in understanding the numbers and used Microsoft word help to elaborated information briefly. All information is checked few times to make sure that all information is correct before finalising the document. Chart size was adjusted according to required document. To make the content easy for the reader to comprehend, the document's format was kept simple and organised. Tables and headings were placed correctly to strengthen the presentation. To give the document an elegant appearance, formatting methods including font style, text positioning, and spacing were also used. Lastly, the paper was examined once more to make sure that all the tables, charts, and data were correct and presented in a way that was clear.
Changes made in the document
 All accurate data was taken from scenario and filled the boxes in coloured alphabetics and number which will help in understanding the chart. Bold word option was used for heading of document and different repairs e.g. for types, number of repairs and common repairs. Cell was formatted due to words size. All information is added on the chart with different options to make sure that all information could understand easily. Weekly sales and monthly sales added in the chart and tables. To ensure that the information easy to read and evaluate, the document was also organised in a clear manner. The chart was made more eye-catching by using multiple tones to highlight emphasis to key features. To make sure that every figure reflected the data in the situation, the table and chart were carefully reviewed. The completed paper was examined to ensure it was correct, tidy, and presented properly.
Guideline and options consideration:
Our tutor informed us that document should be more specific and accurate information mentioned which was very helpful for this task. Different ideas discussed during group discussion regarding this task. Both options were considered in this task. Different colour is used to understand the number and types of repairs in chart and tables. All information can check easily on the chart. UWSTD Assessment Information and Help was so useful to understand the task. I went through the all videos, instructions and completed this task. 
Conclusion of task
This document is showing bright tec management all monthly, weekly sales and which repairs is giving more profit by using Microsoft word.  This document is also giving them idea regarding importance of using digital skills in the future to grow the business. 
I have used:
University of Wales Trinity Saint David (n.d.) DS2 Assessment Business Digital Task [Moodle resource], Section 4: Choosing a Scenario. Available on Moodle. Accessed: 27.06.2026
Bright Tech Repairs Job List Monthly Summary 

Screen Replacements	Week 1	Week 2 	Week 3	Week 4	Totaly Weekly Repairs	Common Repairs	Totaly Monthy Repairs	12	9	14	10	45	45	Battery Changes	Week 1	Week 2 	Week 3	Week 4	Totaly Weekly Repairs	Common Repairs	Totaly Monthy Repairs	8	7	9	6	30	Water Damage Fixes	Week 1	Week 2 	Week 3	Week 4	Totaly Weekly Repairs	Common Repairs	Totaly Monthy Repairs	3	4	2	5	14	Total Weekly Repairs	Week 1	Week 2 	Week 3	Week 4	Totaly Weekly Repairs	Common Repairs	Totaly Monthy Repairs	23	20	25	21	89	Common Repairs	Week 1	Week 2 	Week 3	Week 4	Totaly Weekly Repairs	Common Repairs	Totaly Monthy Repairs	Totally Monthly Repairs	Week 1	Week 2 	Week 3	Week 4	Totaly Weekly Repairs	Common Repairs	Totaly Monthy Repairs	89	



	
	
	



