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Valley Coffee Co.
Dear Mr A. Habib,
I am pleased to share with you that I am going to be doing a sales analysis of the cafe products and hot drinks during the next week to find out which products and hot drinks sell the most and to understand what customers like/dislike.
 The analysis will be aimed at the following aspects:
 Determining which products and drinks are selling the most;
 Examining peak times and demand trends; 
 Determining and recognizing trends in customer behaviour;
 Identifying products that can be promoted or optimised. 
By the end of the monitoring period, I will be able to collate the findings and present a summary report that will highlight key issues and recommendations, allowing us to optimise sales performance and product offering. 

Business Scenario: 
A café owner wants to determine which hot beverages and hot goods are the most popular over a one-week period. The aim is to gain insight into the preferences of customers and enhance sales performance.

This tool was chosen because: 
The use of Microsoft Word has been chosen, as it is appropriate to produce a professional and clear report. It enables information to be structured through headings, tables and images; the results are easy to understand. Word can also be used to report results, recommendations and summaries in an organised manner. 

The purpose of the digital artefact is to:
 The digital artefact will be utilised to develop a report which will present the analysis of hot beverages and product sales over a week. The report will assist the café owner in determining which products are most popular and be useful for decision-making on promotions, stock control, and customer preferences. 




	Monday 
	Tuesday
	Wednesday
	Thursday 
	Friday 
	Saturday
	Sunday

	Latte    6
	Latte 7
	Latte 5
	Latte 9
	Latte 8
	Latte 5
	Latte 2

	Cappuccino 5
	Cappuccino 6
	Cappuccino 6
	Cappuccino 8
	Cappuccino 7
	Cappuccino 4
	Cappuccino 2

	Americano 4
	Americano 3
	Americano 5
	Americano 5
	Americano 5
	Americano 3
	Americano 2

	Tea 5
	Tea 4
	Tea 6
	Tea 7
	Tea  6
	Tea 3
	Tea 2

	Hot Chocolate 3
	Hot Chocolate 2
	Hot Chocolate 2
	Hot Chocolate 4
	Hot Chocolate 3
	Hot Chocolate 2
	Hot Chocolate 3



Table of quantity hot drink sales a week time   
	DRINK’S NAME
	 pcs / week
	    Sales per week 
         Total 

	Latte    
	6+7+5+98+5+2
	 42

	Cappuccino 
	5+6+6+8+7+4+2
	 38

	Americano 
	4+3+5+5+5+3+2
	 27

	Tea 
	5+4+6+7+6+3+2
	 53

	Hot Chocolate 
	3+2+2+4+3+2+3
	 19 



In my opinion, after having a look at the numbers in the table, the most popular drink is the following:
I. Teas
II. Latte 
III. Cappuccinos 



Decision & Iteration Log 

1. Why I chose my tool 
So I selected the Microsoft Word, which is a helpful tool that can be used to make professional documents which are organised well. It can be used to clearly present information with headings, tables, formatting, and various text styles. I thought that since I was not going to be doing any calculations, Word would be the best option in my business scenario, as it was mainly a presentation of info and report. Microsoft Word offers several features to enhance the look and organisation of documents. I can use a heading to divide a text, vary the size of the text, make text bold and use tables to organise data. This is because it helps to make the content easier to read and understand. I also read advice from the digital skills resources about how business documents should be neatly organised and presented to the user to enable them to grasp information easily. This was very helpful in my decision because I wanted to design a document that would look professional and effective in communicating information. 


The information I used:
 The details of the café business scenario were incorporated into my project. The scenario was to determine which hot beverages and products were the most popular in a seven-day period. 
I included the following information:
 • Weekly sales figures 
• Product names
 • Hot beverage types
 The number of units sold.
This information has been utilised to better determine the effectiveness of products and which products sold less. These details could help the cafe owner make better decisions about product promotion and stock management, as well as their customers' buying behaviour. Carefully arranged the information to keep the document clear and easy to understand.

3. How I created my artefact and what change I made it for this:
I started Microsoft Word and made a new document. I first inserted a title and made headings for various parts of the report.
Next, I inserted a table to organise the sales information. Using the table, I was able to organise the data in an organised way that made it easy to compare sales data and products on a weekly basis.
I have added the required information to the table in the appropriate cells. I then made some style changes to make the document look nice.
I have applied bold headings and text sizes to create the separation of important sections. I also looked for spacing and alignment to ensure that the layout was organised.
Lastly, I read the document and verified all the information to see if there were any misspellings or mistakes and that it was easy to understand.
In the process of creating my artefact, I have made several changes that will improve the quality of my artefact.
Initially, the document appeared very straightforward and simple. The table only contained text and numbers, and I felt that it was not visually appealing.
I changed the colours in the table to improve this. Colour was added for ease of reading and aesthetics. The use of colours was helpful in distinguishing between different sections and helped the document appear more professional. It also helped to make significant information more prominent.
I think coloured tables are better for readability in that users can now easily discern between various categories and the important information without getting confused.
I have also adjusted the font size and bolded the headings. This helped to establish a more supportive structure and make each section more distinct in terms of identification.
Also, I made some changes to spacing and alignment for a cleaner and more organised look to the content.

4.Feedback I used
Feedback was provided in the design of my work. It was suggested that the document should be easier to read both in terms of its layout and the ease of identification of important information.
One comment recommended making it more attractive, as it would be less appealing if it were just plain text.
I took the feedback I received to improve my artefact by adding the colours to the table, making headings clearer and more visible and adjusting the formatting. I also reorganised the information for ease of the reader's comprehension.
The feedback was great and helped me to make practical improvements to get a better final product.
5. Final explanation
My last artefact is a clear and professional presentation of the café sales every week. The document enables the users to know the most popular hot beverages and products and to know about customer preferences.
Microsoft Word was the appropriate application because it allowed me to arrange information in a clear and presentable way and to design a nice business document. The use of headings and formatting tools, as well as coloured tables, helped to make the document easier to read and more visually appealing.
In general, I think the final product is fulfilling the purpose of the business situation and conveying information. 
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