1. Why I chose my tool?
I chose Microsoft Excel because it is useful for organising numbers, tables and charts. I thought Excel was the best tool for the Happy Paw dog grooming scenario because it helped me organise the information provided by Ms Carter clearly.
It helps me show the sales information for Happy Paw and compare different grooming services. I chose Excel because its tables make information easier to read, while charts help show the results visually. Microsoft Support explains that charts can help people understand data by presenting it in a visual format. This supported my choice because I wanted Ms Carter to understand the sales information quickly.
2. What information I used?
I used the sales figures and information provided by Ms Carter in the Happy Paw scenario. This information helped me understand how the different grooming services were performing.
I organised the information about the grooming services and their sales so that it was easier to read and compare. I wanted to make sure the headings were clear and the figures were entered correctly. This was important because incorrect information could lead to the business making the wrong decisions. Organising the data also helped me identify which grooming services were the most popular.
3. How I created my artefact?
· First, I entered the information provided by Ms Carter into an Excel spreadsheet. I checked the figures carefully to reduce the chance of mistakes.
· Then I organised the data into rows and columns with clear headings. This made the information easier to follow.
· After that, I created a chart to show which grooming services were the most popular. I chose a chart because it made comparing the services easier than looking at the numbers alone.
· Finally, I checked the information and figures to make sure they were correct. I also checked that the chart showed the correct data and was easy to understand.
These steps helped me create an artefact that was organised and suitable for the Happy Paw business.
4. What changes I made?
· At first, the information needed to be organised more clearly, so I arranged it into a structured table.
· I added clear headings to make the data easier to understand and find.
· I used a chart to make it easier to compare the popularity of different grooming services.
· I checked the layout to make sure the spreadsheet was clear and easy to read.
These changes helped improve my artefact because the information became easier to understand. I also learnt that the appearance of a spreadsheet is important because clear formatting helps people find information without becoming confused.
5. Feedback I used
I would use feedback from my tutor and classmates to improve my work. Feedback is useful because another person might notice something that I have missed.
For example, if my tutor suggested making the spreadsheet clearer, I could improve the headings and make the formatting more consistent. If a classmate said the chart was difficult to understand, I could make the labels larger or improve the chart title.
I would then check whether these changes made my artefact easier to use. This would help me improve the quality of my work. Any feedback I include in my final log should reflect comments I received.
6. Final explanation
This artefact helps Ms Carter understand the sales information for Happy Paw and identify which grooming services are the most popular. The spreadsheet organises the information, while the chart makes the results easier to compare.
Overall, I think Microsoft Excel was a suitable tool for this task because it helped me organise and present business information clearly. Microsoft Word was also useful for writing and formatting my assignment, as it allowed me to use headings and organise my work into sections. This task helped me understand how digital tools can support business decisions. I learnt that accuracy, clear formatting and choosing the right tools are important when presenting information professionally.
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