Valley Coffe Co. -Weekly Sales Raport
	Product
	Total Sales

	Latte
	42

	Cappuccino 
	38

	Tea
	33

	Americano
	29

	Hot chocolate 
	19


 
Results Summary
Most Sold Product: Latte 
Least Sold Product: Hot chocolate

My log:
For this task, I decided to use Microsoft Word on my phone. I chose Word because I do not have a laptop at the moment, and it was the easiest tool for me to use. I already know the basic functions, like creating a table and adding headings, so it helped me complete the task without any problems.

The purpose of the task was to help Mr Habib understand which products sold the most and which sold the least during the week. I used all the information from the email that was provided in the scenario. The sales data included five products: Latte, Cappuccino, Americano, Tea and Hot Chocolate. The information covered seven days, from Monday to Sunday.

First, I looked at the sales numbers for each day and added them together to get the total for each product. After doing this, I found that Latte had the highest number of sales with 42, and Hot Chocolate had the lowest number with 19. These totals helped me answer the questions in the task.

When I started, I thought about putting all the daily sales into my final document, but then I realised that the owner mainly wanted a simple report showing the overall results. Because of this, I decided to make a table with only the total sales for each product. I think this made the information easier to read and understand.

I also added a title at the top of the page so that it was clear what the document was about. I used simple headings and kept the layout neat. I did not want to add too much information because the task asked for a simple business report. Keeping it simple made the important details stand out more.

One improvement I made was checking my calculations again after I finished the totals. This helped me make sure that the numbers were correct. Another improvement was changing the order of the products in the table so that the information looked cleaner and more organised.

Using Word on my phone was a good experience because I could complete the work without needing a computer. Even though Excel is useful for numbers, I felt that Word was the best option for me because it was easy to access and simple to use. I was still able to create a clear document that answered the business questions.

Overall, I think my final artefact meets the requirements of the task. It includes all the information from the scenario, clearly shows the total sales for each product, and identifies the most and least popular items. The report is easy to read and would help Mr Habib understand his weekly sales more quickly.
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