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Microsoft Excel
I use it to create clear stock tables, organise numbers, use colour-coding to show stock levels, and make bar charts so information is easy to read and update later.
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Microsoft PowerPoint
I use it to create clear, organised presentations with text, images, and layouts. It helps me explain my work neatly, show information step-by-step, and share what I have learned in a simple, professional way.
[image: ]
Microsoft Outlook
I use it to Send emails to classmates, manage my calendar, and keep track of tasks, all in one place.
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[why I chose this scenario

| chose Green Leaf Grocers because it is a clear, practical task. The goal is to check stock
levels and see what needs restocking. It is easy to understand and fits well with using Excel,
which lets me make a neat, useful summary for the shop owner.

Why | chose Microsoft Excel

Excel is the best tool for this work because:

* It lets me list all items and numbers in a clear table

| used colour shading to show stock levels at a quick glance

* | added a bar chart to turn numbers into an easy-to-read picture
* It is simple to update if stock changes later

My Digital Artefact Summary

This is what | created in Excel:

1.Stock Table

| listed every item and its current quantity
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2. Colour Coding Rules
I set simple rules to make levels easy to spot

o Light blue = Low stock (5 or fewer): Bananas, Bread Loaves - Order now

* Pale yellow = Medium stock (6-14): Eggs, Apples, Milk - Order soon
* Orange = High stock (15 or more): Carrots, Potatoes, Pasta - No order needed
3. Bar Chart

I added a chart next to the table. It shows each item as a bar the taller the bar, the more
stock there is. This makes it very fast to compare all items at once.

How | built and improved my work

1. First | typed all the items and their stock numbers into an Excel table
2. Added clear headings and neat layout

3. Used cell shading to colour-code low, medium and high stock

4. Inserted a bar chart linked directly to the table data

5. Checked all numbers match the original list
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DS3 Recording Assignment — Quick check-in

e Arinze Richard Enebechi (2545885)
To: Haben Berhane Teshim (2544671)
Sat 25/07/2026 16:31

Hi Haben,
Hope you're doing well.

I'm just checking in to see how prepared you are for the DS3
recording assignment. If you have any questions about what'’s
needed, or if you'd like to go over anything together, feel free to
let me know. It would be good to make sure we're both on track.

Best regards,
Arinze
Student ID: 2545885

Ali Raza (2545442) Sat 25/07/2026 16:36
Yes i am ready for the ds3 recoding presentation

@ Haben Berhane Teshim (2544671)
To: Arinze Richard Enebechi (2545885)
Sat 25/07/2026 16:39

Hello Arenze




