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What made my decision to choose my tool?
I choose to use word because I'm familiar with how it is used, also because I know how to structure things in a formal format. Also, I don’t feel that any other tool available would personally suit the purpose of the assessment as well as word document does for me.
Information I used?
When preparing for my Assessment task I gathered all the information that was given to me by Ms Carter, and broke it down into parts:
· Service Type 
· Booking data 
· Weeks bookings took place
By doing this I was then able to work out how I was going to prepare the information given in to a suitable summary for the business, to be able to provide them with a table to show the most popular service and least popular service for that month. 
Communication I had during preparation for my Artefact?
Before starting my Artefact I was part of class discussions where we all discussed as a class about the 3 different tasks we could potentially choose and the information, they had provided for them. I also spoke with a class member (Hayley) in class and privately where we discussed the Assessment and discussed our ideas on what topic we was going to focus on, also what digital tool we was going to prepare our Artefact on and gave each other feedback on our ideas.
How did I create my artefact?
Once I had all the information broken down and sorted into sections, I was then able to produce a word document, where I made a table by clicking inset at the top left corner off the page, choosing the amount off columns and rows I needed. When referring to the data given in regards to bookings and weeks they had taken place, I choose to do a table with 4 columns for the weeks to go in to and 4 rows where the information about the number of bookings could be entered. Furthermore, at the bottom of this table i concluded the information by sharing which treatment was most popular in the salon, whilst also sharing the least popular service too. By providing this information for the company it gives them the chance to reflect on the information and data given to them to make the changes they require to improve services.
By been prepared and having everything i needed ready in advance I was able to place all the details into the table in a way that the management will be able to skim the table and gather the numbers needed. I made it clear to find information but also clear enough to be able to gather the numbers needed to finalise any documents or reports. 
In the process did I make any changes?
No, I didn’t have to make any changes to the information I had produced as i had all this prepared in advance, which made the process off entering it into a table in the word document easier. However, I did have my tutor (Paul Clayton) have a glimpse over my work and the feedback received was that maybe a bit off colour could be added, taking this into consideration I then adjusted my tables by highlighting in colour the service provided rows in both tables.
Reference Lists:   
Throughout my Artfact I didn't use anything other than my own previous knowledge of using word, I gained this when I studied my level 3 diploma in Business Administration in college.  The information for the Artefact was provided through Moodle, the link to go to this is below.
https://moodle.uwtsd.ac.uk/mod/hvp/view.php?id=739027#h5pbookid=501&chapter=h5p-interactive-book-chapter-7cfb5d1a-af2a-48dd-8770-5c8e50dce86e&section=0&focus=false




	
	
	



