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In this step, I formatted the spreadsheet for professionalism and usability.
Here’s what I did:
1. I added clear title at the top to define the document’s purpose.
2. I have also added labelled column headings. Each column has a clear heading. This helps us know what the data represents.

3. I then made the heading bold, so they stand out and easy to find.
4. I added borders around the table. This creates a distinct area for the data.
5. I ensured the columns were wide enough to display all data clearly. This keeps the information readable.

6. I froze the top row so users can see the headings while strolling through the data.

7.  I applied a filter to the stock table. This makes it easy for users to sort and
        	   find information quickly.

8. I included a summary section that highlight key metrics. This allows users 
to   get an overview immediately.

9.  I created a separate sheet for instructions and notes.  This helps users 
      	understand how to navigate the spreadsheet effectively.

        10. I created a bar chart and included colours for stock levels – green for 
the sufficient stock, yellow for caution, and red for low stock. Placed the Lavel value to outside end with a black border, I then made the background horizontal category bold, and the port area is gradient filled to enhance visibility. These applications allow for a quick assessment.
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Instructions & Notes

Grocers - Stock Level Summary

Prepared from the st

tock st provided by John i, Shop Supenvisor

tems [Carrent Quantity [Stock Level _|Recommended ActiqStatus

(Apples 12| 0 0| q
Banana 4 0 9| 9
Carrots 13| g 9| q
Potatoes 30 g 9| q
Milk (2L bottles) § 0 9| 9
Bread Loaves 3 g 9| q
Eggs (Boxes of 6) 10] g 9| 9
Pasta (5000) 2 0 9| q
Summary Stock Level Guide

Low Stock Tems, 0| 05 Low - Restock urgently
items to Order Soon 9| 010 [Order Soon

Stock ltems 9| 1119 Normal

Normal Stock ftems 9| 20+ High

Total tems Listed 9|

Inventory Stock Overview
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