Scenario 3: City Bikes Rental
Digital Tool: Microsoft Excel
1. Why I Chose Microsoft Excel
I decided to use Microsoft Excel for this work as it was the easiest way to keep all the information for the bike rental organized. L. Smith, the manager of City Bikes Rental, wanted to know how many bikes were hired each week and which type of bike was most popular. I figured Excel would be good as I could enter all the info in a table and calculate out the totals and build a graphic. This would make it easy for the manager to see the outcomes without having to sift through all the numbers. Looking at the chart, they easily could see which bikes were rented the most. I also wanted to practice using Excel because these skills could be important in a future employment.
2. What Information I Used
I must get information from City Bikes Rental for this assignment. I had four different kinds of bikes, and I had various numbers of rentals for each. I placed the numbers into excel so they are all in one spot. There were 42 Standard Bikes, 28 Electric Bikes, 31 Mountain Bikes and 15 Kids Bikes. I added them all and came up with 116. I also noted that Standard Bikes had the most rentals and Kids’ Bikes had the least.
3. How I Created My Artefact
I opened a blank worksheet in Excel and input the bike types and rental quantities. It began as a plain table with no meaningful formatting. labeled the file "City Bikes Rental - Weekly Rental Report" so that anyone opening it knew what it was. I used blue for the headings and the whole row pops. I also used the SUM method to calculate the total number of rents. I used the formula =SUM(B3) to add up all the bike rentals, and the total was 116. Next, I created a bar chart so I could see which bikes were rented the most. To make it easier to read, I have numbered and lettered the chart. So, I wrote a Key Findings section and a short conclusion at the end explaining what I found.
4. Changes and Improvements
At first, my Excel file wasn't very complicated. Although it had all the information I needed, I wanted to improve the way it looked and make it simpler to understand. First thing I changed was the design of the table. I gave it a decent heading, put the headings on blue backgrounds and highlighted the total. I think this made the report more readable. The chart got changed. I started using a 3D column chart since it looked fascinating. Another look and I decided a 2D chart would be easier to read and compare, so I modified it. I also had some problems with the data labels. Once upon a time, the numbers were in white boxes with lines leading to the columns. I altered the labels to put the numbers directly on the bars. For example, it’s clear to see now that Standard Bikes had 42 rentals while Children’s Bikes had 15. I included the Key Findings section so the manager could access the most important details at quick access. Finally, I moved the chart down the worksheet as it was too close to the other information. This made the report layout cleaner.
5. Reading and Feedback
I was working on an Excel report and had searched Microsoft Support to learn about some of the features I was utilizing it. The information on the SUM function was useful to me because it explained how Excel can automatically produce a total. For example, if the number of bike rentals changes, the total may update itself without requiring me to enter everything over. I also consulted Microsoft Support to understand how to create charts and update labels (Microsoft Support, n.d.-a, n.d.-b). This helped me make my chart easier to interpret. I looked at my work and saw some things I could change. I modified my graph to 2D and corrected the numbers in it. I didn't get any comments, but I looked over my work by myself and improved it and made it more readable.
6. Final Evaluation
I'm happy with how my Excel report turned out in general. I think I got everything I needed, like the number of rentals, which came to 116, and the bikes that were rented the most. The chart helps me understand the facts better, so I believe it is useful. In this case, it's easy for the manager to see that 42 Standard Bikes were hired, while only 15 Children's Bikes were rented. I could make my work better next time by adding information from more than one week. So, the boss could see if people rent out different kinds of bikes over times task helped me to become more confident in Excel. I learnt how to organize data, use a formula, create a chart and improve my work by making minor changes.
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