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Why I chose this scenario
I chose Scenario 1: GreenLeaf Grocers because I thought it was the easiest business scenario to understand and complete. It is based on a realistic business situation where the owner needs help managing stock levels and deciding which products need to be reordered. I found this scenario interesting because businesses need accurate stock information to make good decisions and provide products for customers. Good stock management helps businesses avoid running out of products and reduces unnecessary storage costs (Microsoft, 2024).
I also chose this scenario because it allowed me to practise using Microsoft Excel, which is one of the most widely used digital tools in business. During class, I learned how to create PivotTables and PivotCharts, and I wanted to apply these skills to a practical business task. I felt confident that I could complete the scenario because it involved organising data, creating charts and presenting information clearly. Overall, I believe this scenario helped me develop useful digital and business skills.
Why I chose my tool
For this assignment, I chose Microsoft Excel because it is one of the best tools for organising, analysing and presenting business data. The GreenLeaf Grocers scenario required me to create a digital artefact that helps the shop owner understand stock levels and decide which products need to be reordered. Excel is commonly used in businesses because it allows users to work with numbers, tables, PivotTables and charts in a simple and professional way (Microsoft, 2024).
I decided to use a PivotTable and PivotChart because they make it easier to summarise data and present information visually. A PivotTable organises the stock information automatically, while the PivotChart creates a clear graph that helps compare stock levels between products. This makes it easier for the business owner to identify which items have high stock and which items need to be restocked (Microsoft, 2024).
During lessons, I learned how to enter data into Excel, create PivotTables, build PivotCharts and format worksheets. I also used the Digital Skills learning materials, which explained how charts and PivotTables help users understand business information more easily (University of West London, 2025).
What information I used
The information I used came directly from the GreenLeaf Grocers business scenario. The supervisor provided a stock list containing eight products and their current quantities.
The stock information 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 entered all of this information into Excel before creating the PivotTable. I also added the Stock Status and Order Soon fields so the data could be filtered if needed. This allowed the PivotChart to display the quantities clearly and made it easier to compare products.
The information is useful because it helps the shop owner quickly identify which products have low stock and should be reordered before they run out. It also allows the owner to see which products have high stock levels so they can manage inventory more effectively.
How I created my digital artefact
I started by opening Microsoft Excel and entering all the stock information into a worksheet. I carefully checked that every product name and quantity matched the information provided in the scenario.
Next, I converted the data into an Excel table so that it could be used to create a PivotTable. I inserted a PivotTable and selected Product as the row labels and Current Quantity as the values. This automatically organised the data into a summary that was easy to understand.
After creating the PivotTable, I inserted a 3D Pivot Column Chart to display the stock quantities visually. The chart compares each product, making it easy to identify which items have the highest and lowest stock levels. According to Microsoft (2024), PivotCharts provide a visual representation of PivotTable data and make trends easier to understand.
I also added filters for Stock Status and Order Soon. These filters make the report interactive because the user can choose to display only products with low stock or products that need reordering.
Finally, I reviewed the PivotTable and PivotChart to make sure all the values were accurate and matched the original stock list.
What changes I made and how I improved my work
After creating my first PivotChart, I reviewed it and made several improvements.
First, I resized the chart so that all the product names could be read more easily. Some labels were difficult to see because they were too close together, so I adjusted the layout.
I also selected a professional chart style with a dark background and green columns. This improved the appearance of the chart and made the information easier to see.
I added the Stock Status and Order Soon filters because they allow users to display specific information instead of viewing every product at once. This makes the report more interactive and more useful for decision-making.
I carefully checked every stock quantity against the original scenario to make sure there were no typing mistakes. Accuracy is very important because businesses use this information to decide when to order more stock.
If I had more time, I would improve the workbook by using conditional formatting to automatically highlight low stock items in red, medium stock items in yellow and high stock items in green. I would also rename the chart title from "Total" to "GreenLeaf Grocers Current Stock Levels" because this would explain the purpose of the chart more clearly.
Feedback and reflection
While completing this assignment, I received feedback from my lecturer and classmates. One suggestion was to make the chart title more descriptive so that users could understand immediately what the graph represents. I also received feedback that the product labels should be easy to read and that the overall presentation should look professional.
After reviewing my work, I adjusted the layout, checked that all labels were visible and ensured that the PivotTable displayed the correct stock quantities. I also made sure that the PivotChart accurately represented the information from the stock list.
Completing this assignment helped me improve my confidence in using Microsoft Excel, especially creating PivotTables and PivotCharts. Before this task, I had only created basic charts, but now I understand how PivotTables can summarise business information quickly and make reports easier to understand (Microsoft, 2024).
[bookmark: _GoBack]Overall, I believe my digital artefact successfully meets the requirements of the GreenLeaf Grocers scenario. The PivotTable organises the stock information clearly, while the PivotChart provides a visual summary that helps the business owner compare stock levels quickly. The filters make the report more interactive and flexible, allowing users to focus on specific products when needed. Excel was the most suitable tool because it combines data analysis and visual presentation in one application, making business information easier to understand and supporting better decision-marking.
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Stock Status (All)

Order Soon? (All)

Row Labels Sum of Current Quantity

Apples 12

Bananas 4

Bread Loaves 3

Carrots 18

Eggs (boxes of 6) 10

Milk (2L bottles) 6

Pasta (500g) 22

Potatoes 30

Grand Total 105
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Microsoft_Excel_Worksheet.xlsx
Sheet1

		Stock Status		(All)

		Order Soon?		(All)

		Row Labels		Sum of Current Quantity

		Apples		12

		Bananas		4

		Bread Loaves		3

		Carrots		18

		Eggs (boxes of 6)		10

		Milk (2L bottles)		6

		Pasta (500g)		22

		Potatoes		30

		Grand Total		105







Total	Apples	Bananas	Bread Loaves	Carrots	Eggs (boxes of 6)	Milk (2L bottles)	Pasta (500g)	Potatoes	12	4	3	18	10	6	22	30	









GreenLeaf Stock

		Product		Current Quantity		Stock Status		Order Soon?

		Apples		12		Medium		No

		Bananas		4		Low		Yes

		Carrots		18		Medium		No

		Potatoes		30		High		No

		Milk (2L bottles)		6		Low		Yes

		Bread Loaves		3		Low		Yes

		Eggs (boxes of 6)		10		Medium		No

		Pasta (500g)		22		High		No






