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Scenario
I am helping a small shop called Greenleaf Grocers. The shop owner wants to understand which items need to be restocked by using Microsoft Excel. The aim is to identify which items are low in stock, which are high in stock, and which need to be ordered soon.
Supervisor’s Email
To Junior Assistant
From: John Li, Shop Supervisor, Greenleaf Grocers
Subject: Stock Level- Please make a simple summary 
Hi, 
Here is the current stock list for some of our key items.
Please create a digital summary that shows:
· Which items are low
· Which items are high 
· Which items do we need to order soon
Stock List
	ITEM
	Current Quantity

	Apples 
Carrots                                                                  
	12
18

	Bananas
	4

	Potatoes
	30

	Milk (2L bottles)
	6

	Bread Loaves
	3

	Eggs (boxes of 6)
	10

	Pasta (500g)
	22

	
	





Task 1 Excel Table
The stock data was entered into Microsoft Excel. Two columns were added.
· Stock Status 
· Action required
The following stock rules were used:
· Low stock = less than 10
· Medium stock = 10-19
· High stock = 20 or more

[image: The image displays a Microsoft Excel sheet with a table listing various grocete items, their quantities, and current stock levels, along with actions required based on stock levels.

AI-generated content may be incorrect.]

Task 2 Formatting
Conditional formatting was applied to make the stock levels easy to identify. 
· Red = Low Stock
· Yellow = Medium Stock
· Green = High Stock
Task 3- Create a Chart
A clustered bar chart was created in Microsoft Excel using the item names and their current quantities. The chart provides a visual comparison of stock levels, making it easy to see which products have the lowest and highest quantities. 
[image: The image displays a Microsoft Excel sheet with a table listing various grocete items, their quantities, and current stock levels, along with actions required based on stock levels.

AI-generated content may be incorrect.]
Log- Greenleaf Grocers (Excel)
1. Why did I choose my tool
I chose Microsoft Excel because it is the best tool for organising stock information. Excel allows me to create tables, use colours to highlight important information, and make charts to compare stock levels. It is easy to see which items are low or high in stock. I also read a short guide on the UWTSD Digital Skills website about Excel tables, which explained that tables make information easier to organise and understand(University of Wales Trinity Saint David, 2026). This supported my choice of using Excel.
2. What information do I use
I used the stock information provided in the scenario.
The data included:
· Apples - 12
· Bananas – 4
· Carrots – 18
· Potatoes – 30
· Milk (2L bottles ) – 6
· Bread loaves – 3 
· Eggs (boxes of 6) – 10
· Pasta (500g) – 22
I also added two extra columns called Stock Status and Action Required to make the information clearer.
3. How I created my Artefact
First, I entered all the stock data into an Excel table. 
Next, I added a stock status column to show whether each item had low, medium, or high stock.  I created a bar chart to compare the stock levels of all the items. The chart made it easier to see which products had the highest and lowest quantities. Finally, I checked all the figures to make sure the information was accurate.
4. Which changes did I make
At first, the spreadsheet looked plain and difficult to read. I made several improvements:
· I added bold headings.
· I used colours to make the table easier to understand.
· I adjusted the column widths so that all the text was visible.
· I added the action required column to show which items needed to be ordered soon. 
· I changed the chart titles to make them more descriptive.
These changes made the spreadsheet clearer and more professional. 


5. Feedback I used
My friend suggested that I make the Excel and attach the screenshot to word document. A classmate suggested making the chart labels easier to read, so I increased the font size and improved the layout. I used this feedback to improve the overall appearance of my spreadsheet.

6. Final Explanation
My Excel spreadsheet helps Greenleaf Grocers quickly identify which products are low in stock and need to be ordered soon. The colour coding and bar chart make the information easy to understand briefly. Excel is a useful tool because it helps businesses organise data, monitor stock levels, and make better decisions about when to restock products.
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