DS2 Assessment Business Digital Task
For this Assessment I was given a choice of four business scenarios using different Microsoft tools to produce a digital artefact and a log to outline what scenario I chose, why I chose it and how I improved throughout the process.
I chose the scenario City Bikes Rental as it allowed me to explore a tool (Excel) that I was unfamiliar with. I have now gained the knowledge to confidently use Excel to produce strong visual charts and input formulas to calculate totals. This scenario is based on rental figures, revenue, and performance allowing me to create a piece of work using a tool I have not considered before allowing me to explore and enhance my digital skills.
 I chose Excel as it turns numbers into clear visual patterns that are easy to interpretate quickly this being highly beneficial in the workplace where time is valuable. The client can compare various products and easily see what generates the best revenue. Excel charts can be easily updated with data, and the chart will instantly show these changes.
I was asked to produce a rental summary for City Bike Rental. I was given bike types and rental figures for over 7 days and asked to show to the manager what bike type was the most popular and produce a chart. This information was important as it allowed me to create a clear, easily read digital artefact to show exactly what was requested and allow the client to see how their sales are performing. The best-selling rental bike being the standard bike and the least the children's bike
[bookmark: _Int_BRwNmR4z] I considered both PowerPoint and Excel but found that while the first was preferable to show more of the business in a structured way, this client specifically requested rental figures and best performing bike and Excel was the most appropriate tool. Excel allows these figures to be effectively presented and clearly shows the best performing bike. Enabling the client to make strong business decisions going forward based on the data shown and allows for changes in variables to see how this may affect future rentals. 
 Before I began this assessment, I knew that I needed to educate myself on how Excel works and the benefits of it. I used two online tools, Microsoft Excel help & learning (Microsoft, n.d.). and the Digi Centre Bitesize Excel working with tables (Digi Centre, n.d.). These really gave me the confidence and ability to begin my digital artefact and improve it as it progressed.
 Reading and watching the presentations gave me the basic skills to begin my artefact, teaching me how to cleanly organise data and manage layouts effectively. Throughout my drafts I learned the skills to use different tools available on Excel for example wrap text formatting feature to input my references without affecting the structure and merge tool to create larger boxes to improve the presentation. Initially I had the artefact and log on one sheet and then proceeded to separate them and produce the log on Microsoft Word. 
[bookmark: _Int_nUtwstcu]My first draft did not have bold headers or colour on the chart which made it hard to read. I enlarged the header text made it bold and changed the block colour on the chart to make things clearer ensuring the visual data was easily accessible. I Initially encountered problems such as how to remove cells so the presentation flowed better which I can now confidently do.
I decided to move the bar chart below the figures, so it presented better with a professional layout. After reflecting again, I noticed that they specifically requested to know what the most popular bike was. I then chose to specify this in a separate highlighted box, so this information was isolated and clearly displayed. This produced a final, clear, well-presented digital artefact.
 Recent module classes were beneficial when inputting the references as I was able to look back over my notes and understand exactly how this should be done correctly. As well as the formatting skills enabling me to produce a clearer more structured log. I can now use these new skills going forward with my business education and I hope to use and implement them to eventually launch a successful business. 
In conclusion engaging with the Excel tools has given me more confidence when editing and allowed me not to be so apprehensive when editing. I believe choosing to use Excel for this assessment was the right choice as it fits the criteria of the scenario and allowed me to discover the benefits of Excel.
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