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1. Tool Choice and Reasoning
I chose to use the computer program EXCEL for this task because this task involved organising, calculating, comparing and clearly displaying numerical sales data. Mr Habib, the owner of Valley Coffee Co., wanted to determine which product was the most and which was the least sold in one week.
This was the right job for Excel; I could set up a structured table to enter each day's sales data, use formulas to add up the weekly sales data and then make a chart to visually compare the sales. It has been recommended that spreadsheet data be displayed in a structured format if it is well organised, as it becomes easier to analyse the data and decreases the chance of errors (Broman and Woo, 2018).
I believe I could have used PowerPoint, but for the main task I felt the numbers and calculations were more appropriate than that, which was best done in Excel (Alexander and Kusleika, 2022).
2. Information Used and Initial Table
My first step was to input the sales information as provided in the scenario. The days of the week were represented in the rows, and the five products in the columns.
Table 1. Daily Sales Data for Valley Coffee Co.
[image: ]
Entered data and checked for missing or incorrect data. Clear and consistent data organisation is vital because data that is not organised well in a spreadsheet can be more difficult to understand and analyse (Broman and Woo, 2018).
Accurate organisation of data also aids in the accurate calculation of data and efficient reporting in business (Winston, 2016).
3. Designing and Making the Digital Artefact
I imported all the data, and then formatted it as an Excel table. After getting the original data, I formatted it as an Excel table. To draw a distinction between the headings and the sales figures, I used bold headings, consistent colours and borders. As I didn't want any possible business owner to find the work difficult to understand, I decided to go with a simple structure.
Then, I added up the sales for each product for the week using the SUM function (Alexander and Kusleika, 2022).
Table 2. Weekly Sales Summary of Products
	Product
	Total Sold

	Latte
	42

	Cappuccino
	38

	Americano
	27

	Tea
	33

	Hot Chocolate
	19

	Total  products Sold
	159



Based on the calculations, the product with the highest sales was 'Latte' (42 units) and the product with the lowest sales was 'Hot Chocolate' (19 units).
I then created a bar chart of the weekly sums. I included the label (Title) "Valley Coffee Co. – Weekly Product Sales", clear labels on the products and added labels that show the weekly sales of the product. The use of bar charts is helpful to compare the value of objects in one category to another because differences in length of the bars are readily apparent (Knaflic, 2015).

Incorporating relevant labels and titles on the chart can also enhance its readability and facilitate data interpretation (AlexJerabek, 2024).
4. Change, Improve, and Iterate
I have made a number of improvements in the making of my artefact. At first, there was only the original daily sales data in the spreadsheet, so it required some numbers to be compared manually.
I've included a table that shows a product summary for the week, as that made products easier to compare more quickly. I also sorted the summary table by sales so that it makes it easy and quick to see the highest and lowest-selling products.
Formatted both tables; increased font size of chart labels for readability. Thus, I have chosen to give the example of Latte and Hot Chocolate for the key results of which Mr Habib was interested.
The reason for these changes is that effective data visualisation should not have anything that would detract from the message, and should focus the viewer on the most important piece of information (Knaflic, 2015).
5. Feedback and Final Evaluation
When I looked at my artefact, I realised that this first one was not clearly labelled, had small labels and did not clearly highlight the most and least sold products. I enhanced the chart by increasing the size of the labels, adding data labels and creating a more uniform format for the chart.
At the end of the artefact, the learner will address both of the questions of the business scenario. The most sold is Latte, while the least sold is Hot Chocolate; these can be easily determined by Mr Habib.
The report can help with stock management, product promotion and further sales monitoring.
Overall, Excel is an appropriate tool as it enabled me to clearly organise, calculate, analyse and visually communicate the information of the sales from the café (Winston, 2016).
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Day Latte Cappuccino Americano Tea Hot Chocolate

Monday 6 5 4 5 3

Tuesday 7 6 3 4 2

Wednesday 5 6 5 6 2

Thursday 9 8 5 7 4

Friday 8 7 5 6 3

Saturday 5 4 3 3 2

Sunday 2 2 2 2 3


