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[bookmark: _Toc232086712]Introduction and Scenario
I selected the scenario Valley Coffee Co. to create a report of weekly sales. The objective of the task was to produce a clear and professional digital artefact that would help a business owner to understand the performance of a product in a particular week. The types of coffee products used were: Latte, Cappuccino, Americano, Tea, and Hot Chocolate.Coffee products available daily: Latte, Cappuccino, Americano, Tea and Hot Chocolate. My objective was to present the information in Microsoft Excel which can be read easily, analysed and used for decision making.  
[bookmark: _Toc232086713]Why Excel Was Chosen
Microsoft Excel was chosen because it is a useful tool for organizing, calculating and presenting numeric data. Microsoft Excel is the tool you can use to track performance, sales and inventory data in a business. The data for the daily sales were entered into EXCEL in tabular format and then sales were summed up weekly automatically by using formulas (Naylor et al., 2022). 
[bookmark: _Toc232086714]Design Choices Made
There were several design decisions to enhance clarity and professionalism of the artefact. I started off with a heading: “Valley Coffee Co. Weekly Sales Report” which clearly defines the purpose of the document. The data on sales were given in the form of a table, with the rows marked with the names of the products and the columns marked with the names of the days of the week. This layout allowed a comparison of the sales of the various days and products (Al Maruf, Paul and Imam, 2022).
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Figure 1: Weekly Sales Report
(Source: Obtained from M.S. Excel)
The headings were highlighted in bold and colour headings were used to distinguish the data from the headings. A total column was also added to show the weekly sales of each product, allowing the users to easily see the overall performance. I have created a column chart called “Weekly Product Sales” to assist with visualizing the data. This chart depicts a simple visual comparison of the sales of all products.
[bookmark: _Toc232086715]Improvements Made
After creating the first prototype of the artefact, I did a number of tweaks to make the artefact more usable. To perform automatic totaling with used SUM function, reducing the risk of manual calculation error. I then used colour to indicate the most popular and the least popular products. The most popular item was latte with 42 sold, while Hot Chocolate was the least popular item with 19 sold (Zeller, Dingrando and Booker, 2024).
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Figure 2: Sales Chart
(Source: Obtained from M.S. Excel)
The most popular item is in green and the least popular is in red. These colours will enable users to see important information at a glance, rather than having to examine each figure in the table. I also made changes to the layout, making the summary information to appear next to the table. The improvement enables the key findings to be viewed at a glance.
[bookmark: _Toc232086716]How the Artefact Helps the Business
The finished artefact gives valuable information to aid business decisions. The business owner will be getting a clear picture of what is successful and what is in need of attention in a flash. For example, according to the report, Latte is the top-selling product, suggesting that this product is in great demand and a careful inventory management is required (Wang et al., 2024).
[bookmark: _Toc232086717]Conclusion
This task illustrated the ability of Microsoft Excel to effectively organise and present business information. I created a professional weekly Sales Report using tables, formulas, charts, formatting and other tools which is easily digestible and usable. As a result, the artefact is useful to the business in the decision making process and is a representation of the use of digital skills in a workplace.
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