1. I chose Microsoft Excel because it is a useful and efficient application for organizing, calculating and analysing data. It is ideal for representing the monthly sales of bicycles because it allows us to create a clear table showing the number of bicycles sold each month. 
Excel can automatically calculate total sales using formulas, saving time and reducing calculation errors. It also allows us to create charts that make it easier to compare monthly totals sales and identify the most popular bike. Compared to Microsoft Word, which is mainly used for text documents, or PowerPoint, which is designed for presentations, Excel is more suitable for working with numerical data. Another advantage is that the table and chart can be easily updated whenever new sales information becomes available. Additionally, Excel offers different formatting options, such as colours, titles, borders and labels, which make the information easier to understand and more professional. 
For these reasons, Microsoft Excel is a good choice to present, organize and analyse monthly bicycles sales clearly and efficiently.

2. I used the information provided in the email received from my manager about this month’s bicycle sales. The information included the types of bicycles and the number of units sold for each type. I entered the data into an Excel spreadsheet and organized it into a table. I then used the data from the table to create a chart showing the total bicycle sales. This helped me present the information visually and compare the sales of different bicycle types. I also used the figures to identify which bicycle sold the most and which sold the least.  The information from manager’s email was important because it provided the original sales figures used in my calculations and chart. I checked that the data in the table matched the information in the email to help ensure accuracy. 

3. First, I created a table with two columns, namely Bike Type and Monthly Rentals. Under Bike Type, I entered four categories: standard, electric, mountain and children’s bike. In the Monthly Rental’s column, I entered the number of rentals or each bicycle type. To make the table clearer and more attractive, I formatted the column headings in yellow and the bicycle types in green. This made information easier to read and helped distinguish the headings from the data. Next, I selected the data from the table and inserted a chart to represent the monthly rentals for each bicycle type. I gave the chart the title “Total Monthly Rentals” to explain the information displayed and make the results easier to understand. Initially, all four bars had the same colour. To make them different, I right clicked a bar, selected format data series and ticked “Vary colours by point”.  I also added two extra sections to the worksheet. For “Total Monthly Rentals”, I used the SUM formula to calculate the total number of rentals across all four bicycle categories. For “The most popular bike”, I combined the INDEX and MATCH formulas to identify and display the bicycle type with the highest number of rentals. I removed the worksheet gridlines by going to View and unticking Gridlines to create a cleaner and more professional appearance, making the table, chart and additional information easier to read. 
Overall, these steps helped me organize, calculate and present the monthly bicycle rental data.

4.  During this task, I learned how to use Microsoft Excel to organise sales information. My manager sent me an email with details about the sales for one month, including standard, electric, mountain and children’s models along with the total sales for each type. First, I entered the information into Excel and organised it into a table. I added headings to make the data clear and easy to read. After that, I checked the information to make sure everything was correct. Next, I created a chart using the data from the table. This helped me compare the sales of standard, electric, mountain and children’s bikes. It was easier to see which types of bicycles sold more than others and understand the differences in sales. Overall, this task helped me to improve my Excel skills. I learned how to organise data, create charts and present information clearly. I also realised how important it is to check my work for mistakes. I can use these skills in future tasks to work more accurately and efficiently.

