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1.Why I Chose Excel
I chose Microsoft Excel because it is a useful tool for organising and presenting business information. It allows me to enter data, calculate totals and create charts. I felt Excel was suitable for this task because Ms Carter needed a clear summary of the bookings for her dog grooming business.

2.What Information I Used
I used the booking information provided by Ms Carter from Happy Paws Dog Grooming. The data covered four weeks and included four services: Full Groom, Wash and Dry, Nail Trim and Puppy Groom.

I used this information to calculate the total number of bookings for each service and find out which service was the most and least popular.

3.What Changes I Made
I organised the booking information into a spreadsheet using rows and columns. I added headings to make the information easier to understand.

I used Excel formulas to calculate the total bookings for each service. I also included a bar chart to compare the results.

The results showed that Full Groom was the most popular service with 57 bookings, while Puppy Groom had the fewest bookings with 16.

4.How I Improved My Work
I improved my spreadsheet by making sure the information was organised clearly. I checked the calculations to make sure the totals were correct.

I also used colours, clear headings and a chart to make the spreadsheet look more professional and easier to read.

This task helped me understand how Excel can be used in a business to organise information and make decisions.

5.What I Learned
Through this task, I learned how to use Excel to present business data. I also developed my understanding of using formulas and charts.

I learned that presenting information clearly can help a business owner understand which services customers use most often.

I believe these digital skills will be useful in my future studies and workplace.

