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® To: ® Gisella Lamberti (2543080) Sat 25/07/2026 16:40

Dear Gisella,

| hope this email finds you well .

| am writing this email to inquire from you if you remember the topic our
digital lecturer asked us to complete before next week.

| will be looking forward to your reply as soon as possible.
Thank you.

Warm regards,

Unity Mega
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| chose to use Excel because it is good for the task. It helps me show the products data
clearly. Besides, Excel is highly effective for organising numerical data, creating tables, and
producing charts, LaPolla, F.W.Z (2020). The short guide on the UWTSD Digital Skills
websites and my instructor tutorial also supported my choice of Excel which helped me
develop the necessary skills to create the artefact successfully.

What information | used and how | created my artefact

| used the current quantities stock list. | listed the products against the data of items in
stock. To create the spreadsheet, | used the current stock quantity list and entered the
product names alongside their corresponding quantities in stock. | then proceed making a
formatted table and added bold heading. Through the menu guide, | merged and aligned
the heading cells to create a good layout. | then use the mouse to get the whole table
selected and applied conditional formatting with data bars. With the bar steps icon, couple
with bright colour that | used, made it easier to identify products that are high and the ones
low in stock levels, and items that may need restocking. | proceeded to the next stage by
making the chart to provide a visual illustration of the stock levels. | highlighted the
formatted table, selected Insert tab from the menu, and chose an appropriate chart
recommended option. The chart excruciating colours clearly distinguish between different
products and their stock quantities, making the information clearer at a glance.

What changes | made




