Valley Coffee Co.
Last week’s sales report
Prepared for Mr Habib
Weekly sales data
	Product
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun
	Total Sold

	Latte 
	6
	7
	5
	9
	8
	5
	2
	42

	Cappuccino
	5
	6
	6
	8
	7
	4
	2
	38

	Tea
	5
	4
	6
	7
	6
	3
	2
	33

	Americano 
	4
	3
	5
	5
	5
	3
	2
	27

	Hot Chocolate
	3
	2
	2
	4
	3
	2
	3
	19




The bar chart shows that latte has 42 sales which is the most sold product during the week. The least popular and sold product was hot chocolate with 19 sales. Cappuccino was the second highest selling product, followed by tea and americano.




Short log
Why I chose my tool
I chose Word because I am familiar with the app and it helps me organise the information clearly using tables and headings. I also used Excel to create a bar chart so I could insert it into the word document.

What information I used
I calculated the total sales for each product using the sales figures from Mr Habib’s email.

What changes I made
After I calculated the total sales for each product, I organised the data into a table. I then added a chart and highlighted the most and least sold products in my summary.

How I improved my work

After completing my work, I checked my calculations and ensured that the layout is neat.

References
https://youtu.be/MnGE1YSoDhw?is=V3kD19s2DIKmF1Ay 
https://support.microsoft.com/en-us/word/ 
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