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Decision and iteration log
I decided on Microsoft Word since it can be used to create an easy-to-read business document. I can utilize bullet points, tables, headings, and colours with Word. These characteristics are helpful in providing clear booking information. Because Ms. Carter wants a straightforward synopsis that is easy to read on a screen or print, I chose Word. Word's ability to arrange information cleanly on a single page makes it appropriate as well.
Since the scenario includes data for four weeks, I utilized a table. Comparing the services and viewing the monthly totals is made simple by a table. According to Microsoft, tables can aid in the straightforward organization of information within a document (Microsoft, 2026).
I used the weekly booking information provided by Ms Carter. The four services included Full Groom, Wash and Dry, Nail Trim, and Puppy Groom. I made minor changes to the phrasing so that the service titles were consistent. For example, "wash + dry," "washes," and "wash and dry" were all transcribed as Wash and Dry. I also labelled "nails" as Nail Trim and "puppies" as Puppy Groom.
I summed the four weeks together to get the monthly total. Full Groom had 57 bookings. Wash and Dry had 38 bookings. Nail Trim has 26 bookings. Puppy Groom had sixteen bookings. The total number of bookings was 137.
 
I started by opening Microsoft Word and making a new document in order to make my artifact. Happy Paws Dog Grooming: Monthly Booking Summary is the title I added. Next, I added a table with columns for the service, weekly total, and monthly total.
I then input the scenario's booking numbers. I made sure the names were consistent and verified the spelling of every service. I added the four weekly figures to determine the monthly total for each service. Additionally, I included a total row at the table's bottom.
I included a brief results section after the main table. The most and least popular services, as well as the overall number of reservations, are all clearly indicated in this section. 
Microsoft explains that headings and tables can help make information easier to organise and understand in a document (Microsoft, 2026).

The design includes a clear title at the top so that the business owner can quickly grasp the objective of the paper. I used bold headings in the table to make the information easier to read. I put the monthly total in the last column because it is the most significant information when comparing services.
At originally, the booking information was simply a list of weekly numbers. This was not as simple to understand. I improved it by organizing the data into a table. I also included a total row so that the total number of bookings could be immediately determined. I bolded the most popular and least popular results, so Ms Carter didn't have to search through the table.
I used simple colours and avoided using too many different styles. This keeps the document professional and easy to read. I checked the calculations again to make sure that the totals were correct. I also checked that the service names matched throughout the document.

This paper assists Ms Carter in determining which services are most popular among clients. The most popular service, Full Groom, received 57 bookings. This could assist the company organize staff time, appointments, and supplies for this service. Puppy Groom received 16 bookings, making it the least popular service. Ms Carter may opt to promote this service or investigate why it receives fewer bookings.
The weekly data are also valuable because they reveal how many appointments were made during the week. The overall number of bookings rose from 30 in Week 2 to 38 in Week 3. This information could help Ms Carter plan future personnel and appointments.
Overall, the Word document is simple, organised and suitable for a real business. It changes the original booking information into a clear summary that Ms Carter can understand quickly.
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