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Why I Chose the Tool
I chose Microsoft Excel because the task involved sales numbers from different days of the week.
Excel is a good tool for working with numbers because it allows data to be organised into tables and makes it easy to create charts. Mr Habib wanted to see which product sold the most and which sold the least, so Excel was suitable because it helped me calculate totals and present the information clearly.

What Information I Used
I used the sales data provided by Mr Habib for the week. The data included sales figures for Latte, Cappuccino, Americano, Tea and Hot Chocolate from Monday to Sunday. I entered all of the information into Excel and then worked out the total sales for each product.
After adding the totals together, I found that Latte was the highest selling product with 42 sales. I also found that Hot Chocolate was the lowest selling product with 19 sales. These results were included in my final artefact so that the business owner could quickly see the key information.

How I Created My Artefact
I started by entering all of the sales figures into Excel spreadsheet. I organised the information into rows and columns so that it was easy to read. Once the data had been entered, I calculated the total sales for each product.
I then created a separate summary table showing the totals for all five products. After that, I created a bar chart using the totals. I chose a bar chart because it makes it easy to compare the products and quickly see which drinks sold more than others.
I added a title to the spreadsheet and a title to the chart so that the purpose of the information was clear. I also labelled the products clearly and made sure the chart was easy to read.

What Changes I Made
While creating the spreadsheet, I made several changes to improve the presentation. At first, the information was only shown as daily sales figures. I realised this made it difficult to identify the best selling and worst selling products, so I added a totals table.
I also changed the layout by placing the summary information underneath the data. This made the spreadsheet easier to follow. I added headings so that each section was clearly labelled and easier to understand.
When creating the chart, I adjusted the labels and title so that anyone viewing it would immediately know what the chart was showing.

How I Improved My Work
Before finishing the artefact, I looked at guidance on presenting data clearly in spreadsheets. The information suggested using clear headings, simple layouts and charts that are easy to read. After reading this, I checked my work and made improvements.
Imade sure that the table was organised neatly and that the chart had a clear title and labels. I also checked my calculations to make sure they were correct. These improvements helped make the spreadsheet look more professional and easier for the business owner to use.
I also made sure that the most important information could be identified quickly. The totals table and chart mean that Mr Habib does not need to look through all of the daily sales figures to understand the results.

Final Explanation
Overall, I believe Excel was the right tool for this task because it allowed me to organise the sales data, calculate totals and create a chart. The finished artefact clearly shows that Latte was most sold product and Hot Chocolate was least sold product.
The table and chart make the information easier to understand and help the business owner make decisions more quickly. By improving the layout, adding headings and creating a chart, I produced an artefact that is clear, professional and suitable for the needs of the business.
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Product Mon Tue Wed Thu Fri Sat Sun

Total

Latte

6 7 5 9 8 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 33

Hot Chocolate

3

2

2 4 3 2 3 19

Product Total

Latte 42

Cappuccino 38

Americano 27

Tea 33

Hot Chocolate 19
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		Product		Mon		Tue		Wed		Thu		Fri		Sat		Sun		Total

		Latte		6		7		5		9		8		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		33

		Hot Chocolate		3		2		2		4		3		2		3		19

		Product		Total

		Latte		42

		Cappuccino		38

		Americano		27

		Tea		33

		Hot Chocolate		19
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Total	Latte	Cappuccino	Americano	Tea	Hot Chocolate	42	38	27	33	19	








