Digital Artefact Log
1. Why I Chose My Tool
I chose Microsoft Word to complete the Happy Paws Dog Grooming Monthly Booking Summary because it allowed me to present information in a clear, organised, and professional way. The task required me to show how many bookings were made for each service, identify the most popular and least popular services, and display the total number of bookings for the month. This was a suitable tool because it allowed me to combine written information, tables, and visual elements into one document.
As I am studying Digital business skills, I wanted to develop my skills in using digital tools that could be useful in both university assignments and the workplace. Microsoft Word is commonly used by businesses to create reports, summaries, letters, and other professional documents. Choosing this tool gave me an opportunity to practise presenting business information in a format that could be understood easily by the business owner, Ms Carter.
Another reason I chose Word was that I could organise the booking figures into a table, making it easier to compare the four services across the four weeks. I also wanted the final document to look professional and be suitable for someone who needed to review business performance quickly.

2. How The Tool Helped Me with the Task
Microsoft Word helped me organise the booking information into a monthly summary that was easy to read and understand. I used a table to display the number of bookings for Full Groom, Wash and Dry, Nail Trim and Puppy Groom across Weeks 1–4, alongside the monthly totals for each service.
Using a table made it easier to compare the figures and identify patterns in customer demand. For example, Full Groom received 57 bookings, making it the most popular service, while Puppy Groom received 16 bookings, making it the least popular. The document also showed that Happy Paws Dog Grooming received 137 bookings in total during the month.
I included a key findings section to highlight the most vital information rather than expecting the reader to work everything out from the table. This helped make the report more useful because Ms Carter could quickly identify which services were performing well and which might need further attention.
I also included a visual representation of the monthly totals using bars. This provided another way to compare the popularity of the services without having to focus only on the numbers. Overall, Microsoft Word helped me turn the booking figures into a structured business document that communicated the results clearly.
3. How I Used the Tool to Improve My Work
To improve my work, I used Microsoft Word to organise the information and present it in a clear and professional way. I started by looking at the booking data provided in the scenario and identifying the key information that needed to be included in the report.
Next, I organised the information using headings such as the monthly booking summary, bookings by service, key findings, and monthly totals briefly. This helped give the report a logical structure and made it easier for the reader to find vital information.
I then created a table to display the booking figures clearly. By keeping all the booking data in one place, it was easier to compare the different services. I also included visual bars to help show the differences between the number of bookings for each service. This made it easier to see that Full Groom had more bookings than Puppy Groom.
After organising the information, I checked the figures to make sure they were accurate. I compared the weekly booking totals with the monthly total and confirmed that they matched. For example, the weekly figures added up to 137 bookings, which was the same as the overall monthly total. This helped ensure that the information in the report was correct.
Finally, I reviewed the completed document to check the layout, formatting, and readability. I made sure the headings, tables and visual elements were clear and that the information was easy to understand.
In conclusion, using Microsoft Word helped me improve the organisation, presentation, and accuracy of my work. It allowed me to turn booking data into a professional business report that is easy to read and understand. The report could help Ms Carter identify the most popular services, consider ways to promote less popular services and make informed decisions about staffing and business planning.
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