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Example 1 – Microsoft Word Report
Weekly Sales Report of Valley Coffee Co.
Description
The report below was produced through Microsoft Word to show the sales data of Valley Coffee Co. for a week.
Skills Shown
•	I used Microsoft Word to prepare a professional report.
•	I prepared the report by adding headings and organizing information.
•	I used tables and charts to show sales figures.
•	The report had an easy-to-read structure.
•	I came up with recommendations from the sales performance.
Learning Points
This activity made me better at preparing professional business documents. I learnt how to organize information through headings, tables, and charts such that the key information is clear.

Example 2 - Microsoft Excel Spreadsheet
Analysis of Weekly Sales Data
Description
Microsoft Excel was used to analyse weekly sales data for five different products sold at Valley Coffee Co.
Skills Acquired
•	Data entry and organisation in rows and columns.
•	Use of SUM formula to calculate total sales on a weekly basis.
•	Formation of a 2D clustered column chart.
•	Sorting sales data from high to low.
What I Learned
At first, I found Excel difficult because I had little experience using formulas. After practising, I became more confident using formulas, organising data and creating charts that clearly present business information.

Example 3 – Better Myself Through Feedback
Editing and Improving My Spreadsheet
Description
Using the feedback provided by a classmate, I improved my spreadsheet and graph so that they would be easier to interpret.
Skills Demonstrated
•	Used a larger font in labels on chart.
•	Improved the colour scheme.
•	Used a good title for the chart.
•	Labelled the axes of the chart.
•	Improved the overall presentation of my spreadsheet.
What I Learned
From this exercise, I have learnt the value of feedback. Minor changes have greatly improved the professionalism of my work and made it more understandable.
Skills I have learned
Over the course of this module, I have been able to develop many different digital skills, which include:
•	Microsoft Word
•	Microsoft Excel
•	Business report creation
•	Use of formulas like SUM
•	Tabling and charting
•	Formatting texts
•	Organizing business data
•	Making work better through feedback
•	Presentation of information
Overall Reflection
This portfolio has displayed the development that I have achieved within the entire module. Initially, I was uncertain about the use of Microsoft Excel and report writing professionally. I have now developed my skills on how to use computers effectively and gained confidence in myself.
I am now able to produce professional documents through the use of Microsoft Word, organize information in Microsoft Excel, total information using formulae, draw graphs, and improve upon my work through the provision of feedback.
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