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1. Reasons for selecting my tool
I selected MS Word since it is an effective tool for producing professional reports. In completing the activity, there was need to display the sales figures professionally to the owner of the business, and MS Word enabled me to structure the report with appropriate headings and tables and charts. I also received some help through Microsoft Support and UWTSD Digital Skills on how tables and charts could help display business information.

2. Information used
Weekly sales figures of the five products at Valley Coffee Co. provided by Mr Habib.
The totals were:
	Product
	                          Total Sales

	Latte
	                                 42

	Cappuccino
	                                 38

	Tea
	                                 33

	Americano
	                                 27

	Hot Chocolate
	                                 19



Key Findings
Best-selling product: Latte – 42 sales
Lowest-selling product: Hot Chocolate – 19 sales
[image: ]

Recommendations
Lattes are highly consumed in the café, and hence it would be worth considering its promotion due to its high popularity.
Hot Chocolate had the least sales in the week. The café can consider means of promoting the Hot Chocolate.

Part 2: Decision & Iteration Log
1. Reason behind choosing my digital tool
I have selected Microsoft Excel as the digital tool for Valley Coffee Co. because this particular digital tool is specially designed to deal with numerical data, perform calculations perfectly, and create neat graphs. Mr. Habib had shared with me an unstructured list of sales data on a daily basis, but there was a need to perform some mathematical calculations to understand any kind of trend during the week. With a manual writing tool, there could have been some errors involved, but Excel can easily do this work effectively.
2. The information that was used I managed to extract and make use of the one week sales data in raw form which was sent by Mr. Habib in his email. The data entailed the unit sales of five types of beverages; namely, Lattes, Cappuccinos, Americanos, Teas, and Hot Chocolates. I made no changes to the basic figures, but instead combined them into a single table to find out the total unit sales of each.
3. How I made my artefact Firstly, I converted the raw data collected from the email into an Excel grid format where rows represented the items and columns represented the days of the week.
-Then, I used the =SUM() function to compute the total sales per week for each single beverage.   
-Next, I selected the total sales column and created a 2D clustered column chart in order to graphically depict the performance of the products. According to Microsoft Support Documentation, column charts are best suited for comparisons of categories.
-Lastly, I cross-checked my totals with the original email to ensure there were no transcribing errors in the process.
 
 4. Changes I MadeLayout: At first, the numbers were all jumbled up together and took too long to go through. I changed that by using bold text on the headings and giving the "Total Units Sold" column some color emphasis so you could see the answer right away.
- Chart Adjustments: My initial attempt at drawing the chart did not have context. I modified my chart and drew one which had a title ("Weekly Product Sales Performance") and clear labels on both axes.
 -Data Sorting: I have sorted the table rows by sales from the highest to lowest. This will help in ensuring that the top-selling product (Latte) is at the top of the list while the least selling product (Hot Chocolate) is at the bottom. Thus there will be no guesswork for the businessman.
 
5. Feedback I received.
I received valuable feedback during peer reviewing from a classmate who pointed out that my chart had very small axis labels and also that it was not consistent in terms of colour theme. Taking cue from this feedback, I have modified the font size of the text in the chart to 12pt and also changed the colour theme. This will help Mr. Habib read the report easily using his computer/phone/tablet.

6. Conclusive explanationThe digital artefact is an effective solution to the identified problem at Valley Coffee Co. Instead of sifting through a lengthy email list, the manager now gets immediate information on the volume produced by each product and the poor performing products. Mr. Habib will be able to make decisions based on this information, like purchasing additional milk and coffee beans to support Lattes, or even launching a marketing campaign for the poor performing Hot Chocolate.
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