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1. Introduction to my chosen task and digital artefact
I chose the River Fitness scenario where I am a junior assistant and I received a request from the manager to make a clear summary for their customer feedback. I was also informed that this summary must include a chart with their 3 categories of customers who were either “satisfied”, “neutral”, or “not satisfied”. I was also informed that I could use either Microsoft Powerpoint or Excel for this scenario.
I decided to choose Microsoft Excel because I know it is a professional tool and used by businesses often. It also helps show numbers, tables, and charts clearly for everyone to understand. Moreover, I always wanted to learn how to use Excel but I never quite had a reason to until now. I also could have chosen Microsoft Powerpoint which would have been very easy for me however, I wanted to challenge and equip myself with new skills. 

2. What helped me to complete my task
Firstly, I used the information that was provided by River Fitness. This included the number of customers that were “satisfied”, “neutral”, or “not satisfied” with the business. 
Then, I watched and took information from a Youtube video by Kevin Stratvert which helped me learn how to use Microsoft Excel, especially how to create a pie chart for my summary (Stratvert, 2020). This Youtube video was very useful as it was simple and clear for me to understand and gave me confidence.
Moreover, I used published work by the University of Aberdeen to understand how the summary should be presented and laid out to make it understandable for everyone (University of Aberdeen, 2025). 

3. What I did in order to complete my task
· I first made a title for the artefact which is “River Fitness customer feedback”
· I then made 3 categories of feedback from the customers which were “satisfied”, “neutral”, and “not satisfied” and input them into separate cells
· Thereafter, I input the number of customers according to the information I received into the cells beside each of the categories
· After that, I selected the categories and their numbers beside them and clicked on insert and created a pie chart
· I also added a “total” column and used the sum formula to calculate how many customers they had received feedback from all together so that all the information is present and nothing is missing for the business
· Furthermore, I edited the pie chart to look more presentable by editing the colours, font size, and the pie chart title
· In addition, I also included a few sentences summarising the data for the business
· Finally, I took a screen shot of my work on Excel and inserted it to docs so I could have both the summary, and my log in one place to upload

4. Some changes I made before completion
I made quite a few changes before I began creating my digital artefact. The first change was the digital artefact itself as I was initially going to choose Microsoft Powerpoint. This is because I am familiar and have a good amount of experience with it so it would have been very easy for me. However, I then thought to myself that I’ve never used Microsoft Excel before and have always avoided using it, hence my thought process resulted in me wanting to learn and overcome my insecurity that I had regarding Excel.
Another change I made was the font sizes of the text and numbers because at first, they were quite small. This meant that they might have been too small for anyone to be able to read and understand them. This would be an issue for a business because if it is not clear enough, there might be misunderstandings or confusion which could lead to wasting time for a business. 
Moreover, I changed from using a bar chart at first, to then using a pie chart. This is because I realised that a pie chart would be better as there were only 3 categories to present and I believed that a pie chart would present the information much more simply and clearly.
Lastly, after I thought I completed the artefact, I felt as though something was missing in the table and realised that it should have a “total” column, so I added that in as my final touch to the work. This is because I thought that it would help the business to see the amount of customers they had received feedback from all together which may be useful for them.

5. Feedback I received which helped me
My lecturer advised me to have all my work in one place as I was only allowed to upload one document for my work which had to include everything. This helped me because I was doing my work using two separate tools. I was then confused as to how I was going to manage this but then he gave me some suggestions which included taking a screenshot of my summary on Microsoft Excel and inserting it into the tool where I am writing my log. This helped me very much as it made my work much more presentable and organised.
In addition, my lecturer also advised me to include references for my work which I had not thought of at first. This helped me to show where I got my ideas from and what helped me create my work.
I also received feedback from my peers who told me that my font sizes were too small which could potentially make it difficult for the business to read and understand. They also advised me to add some labels to my pie chart such as a title for it and labels for each division. By adding these changes to my work, it allowed for my chart to be more professional and suitable for a business.

6. Conclusion
I believe the business, River Fitness will be very impressed with my work because it is simple and includes all the data they need in a presentable manner. I also added the total number of customers that they received feedback from which was not provided by them, but perhaps, may be of use to them. 
My work will effectively help River Fitness to clearly see the number of customers who were satisfied, neutral, and not satisfied with their gym. This will be of benefit to the business as they will be able to analyse the data by looking at the pie chart and table. They could then potentially make further decisions regarding their business for improvement purposes.
Overall, it was very challenging using Microsoft Excel as it was my first time using it and I had to learn how to create a table and turn it into a chart. However I enjoyed the challenge as it taught me a very important skill that is useful to many businesses.
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