Happy paws dog Grooming
Monthly booking summary

	Service
	Week1
	Week2
	Week3
	Week4
	Total

	Full Groom
	14
	12
	16
	15
	57

	Wash and Dry
	8
	10
	9
	11
	38

	Nail Trim
	6
	5
	8
	7
	26

	Puppy Groom
	4
	3
	5
	4
	16




Happy paws dog grooming my work log

Introduction
For this task, I had to put together a simple document for Happy paws dog grooming. Ms carter, the owner, wants to see which services are most popular. I wanted to make something straightforward that she could glance at and understand straight away no confusion just the facts she actually needs.

Why I chose Microsoft Word

I picked word because it is simple to open, easy to print out, and saves in a format that anyone can read without needing special software. I did think of using excel it helped me to create a clear summary page. Word lets me have the table at the top and the main points written underneath, all in one. 

What information I used

I was given the booking numbers for four weeks across four different services, full groom, wash and dry, nail trim, and puppy groom. I added up each services weekly figures to get the total for each month. Once I had those totals, it was easy to see which one had the most bookings and which had the least.

How I put it together – My design choices

· Title at the top I wrote Happy Paws Dog Grooming and the weekly booking summary in bold so she knows exactly what the page is about before reading further.

· Simple table layout each week has its own column, with a final column on the right showing the total bookings. I kept it clean and didn’t add unnecessary lines or colours.

· Sorted the rows instead of listing them in the order I was given, I put the services with the highest bookings at the top and worked downwards. It just makes more sense the most important number is right where you look first.

· Highlighted the totals I made the total numbers bold so they stand out from the weekly figures 

· Added a short key findings section right under the table, I clearly stated which was most and least popular. I figured she shouldn’t have to do the math herself. I should just tell her what the numbers mean.

· Left some space I didn’t cram the everything together. A bit of white space makes it so much easier on the eyes.

What I changed along the way 

At first, I just typed everything in the order it came but it felt messy. I moved the most popular service to the top, and instantly it was easier to read. My first table also looked a bit plain, so I shaded the very top row lightly nothing fancy. Just enough to separate the headers from the numbers. I also noticed that without the “key findings” bit, you had to actually read and compare the totals yourself. Adding that one small section makes the whole document ten times more useful, she sees the answer in two seconds instead of ten. I also widened one column because “Wash and Dry” was wrapping onto two lines, which looked untidy. Finally, I checked that everything sits nicely on a single page. Nobody wants to flip between pages just to see four numbers.
 
How this actually helps Ms Carter

It’s really simple now she knows exactly what’s going on. Full groom is clearly her most popular service, so maybe she needs to set aside more time for it or even raise her prices up a little. Puppy groom is the quietest maybe she could run a special offer or ask her customers why they don’t book it as often. The point isn’t just to show numbers its to help her make decisions that make sense for her business. A good document shouldn’t need explaining it should speak for itself.

Conclusion

I started with nothing but a list of numbers and turned it into something useful. Word was the right tool for this job clean, simple, and effective. By sorting the data, keeping the layout tidy, and highlighting the most important takeaways, I created something Ms Carter can actually use. It’s not flashy, but its clear and that’s exactly what a busy business owner needs.
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