Reflection 

I choose word because I feel comfortable working with it and I already have little experience using both word and excel. I think they are very useful tools for organising information, working with numbers, creating tables and making charts. For this task I wanted to use these tools to improve my digital skills and learn more about how they can help me with my work. 
[bookmark: _Int_vI3yfnYT]I used excel to organise the booking data and create the bar chart while word helped me present my work clearly. Although I still need to practice some things but now, I feel more confident using these tools than before. 

I used the booking data from Happy Paws Dog Grooming scenario; the information included the different dog grooming services and the number of bookings of each service. These services were Full Groom, Wash and Dry, Nail Trimming and Puppy Groom. The data helped me understand which services were more popular with customers and which had fewer bookings. I used the numbers to create a bar chart in excel so that the information would be easier to understand. I think charts are useful because they allow people to compare information quickly without having to read all the numbers in a table. Using this information also helped me understand how business can use data to learn more about their services and make decisions. 

[bookmark: _Int_29z2qryX]I created my artefact by using excel and word. First, I entered the booking data into excel and organised the information in a table, I checked that the service names and numbers were correct before creating the chart, I selected the data and used the chart features in excel to create a bar chart showing the numbers of bookings for each dog grooming service. I added a title “Monthly Bookings by Services” to explain what the chart was about. After that I checked the labels, numbers and layout to make sure the information was clear and easy to read. And then I worked on presenting my work in word. I used excel to organise data and word to present information in a clear way. 

I made some changes to improve my bar chart and make it easier to read. One of the main problems was that some of the service names were not centred under the correct bars, I spent time trying to fix the labels because I wanted the chart to look neat and organised. I also checked the title, numbers and general layout to make sure everything was clear. At first,  
[bookmark: _Int_KrP8KHVH]I found it difficult to edit some part of the chart because excel did not always let me make the changes I wanted. For example, when I tried to edit the chart data, I had some difficulties with the options available. I tried different settings and checked the chart again to improve the final result. 
 

What I learned 

This task helped me improve my digital skills and become more familiar with Word and Excel. I learned how to organise data in a table, create a bar chart and make changes to improve its appearance. I also learned that it is important to check my words carefully because small mistakes in the labels or layout can make information harder to understand.
At the beginning I found some parts challenging, especially when I tried to edit the chart labels and change their positions. Sometimes, I could not find the right option in excel, so I had to try different settings until I got a better result. Although it took me some time, I did not give up because I wanted my work to look clear and organised.
I also learned that word and excel can work well together. Excel helped me organise the booking data and create the chart, while word helped me present my work clearly. Now I feel more confident using these programmes than before.
