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Decision Log

1. Why I Chose My Tool
I selected Microsoft Excel for this task since the Valley Coffee Co. scenario relates to the sales figures. Mr Habib wants to know which product had the highest sales and which product had the lowest sales in one week. This is a good use of Excel because it can be used to arrange numerical data, add up the numbers and display the information clearly.
I selected Excel as the alternative to PowerPoint because I had to perform some maths calculations, include numbers and figure out the total units sold for each product. For data to be easier to organise and understand, it can be better organised in a table in Excel (Microsoft Support, n.d.). The learning materials produced by the DigiCentre also enabled me to learn how numerical information can be clearly presented using tables (DigiCentre, n.d.).
2. What Information I Used
The data for the Valley Coffee Co. scenario was taken from the sales data shown. Five products were used: Latte, Cappuccino, Americano, Tea and Hot Chocolate. Sales were for a seven-day period (Monday through Sunday).
I entered the information into Excel and organised the products in rows and the days of the week in columns. I also added another column which is Total Units Sold to indicate how many units sold for each product each week.
The results indicated that the highest number of units (42) was sold for Latte while the lowest number of units (19) was sold for Hot Chocolate. Over the week 159 products were sold. [image: ]
3. How I Created My Digital Artefact
So, I entered the data from all the sales into Excel and compared the numbers with the original scenario.
Next, I have created a table in Excel to format the information. The headings were clearly marked and there was consistency in the formatting used because this allows for easy reading and comparison of numerical information. Tables can serve to organise and manage related data in a clearer manner (Microsoft Support, n.d.).
I then added up the weekly totals of each product. The sales for each day (1 to 7) are summed up using a formula in Excel. The use of formulas allowed me to get the answers quickly and minimised the chance of errors in calculation.

[image: ]

Next I made a bar graph showing the product names and total number of units sold. A bar chart was selected because it shows the products can be compared. Charts can help to make the spreadsheets easier to read (Microsoft Support, n.d.).
Lastly, I added labels to the data to make the chart title more readable and noticeable, which made it easier for Mr Habib to see the data without needing to analyse each number in the table.


4. Design Choices and Improvements I Made
I made several changes while creating my digital artefact. I just started with the daily sales first. This did not definitely indicate an improvement or deterioration of either product. I added a Total Units Sold column to the table to make it better.
Employed green colours, bold headings and borders to facilitate the reading of information. I've maintained the same colour palette throughout the table to form a cohesive design.
I also resized the columns as some of the product names and headings didn’t fit in the cells properly. This helped to clarify and make the final table easier to read.
One other change was the inclusion of the week's total sales of all units. This provided Mr Habib with further details on the activities of the café as a whole.
Digital tools and information systems can facilitate business activities and decision making, and can be used to organise information (Al-Mamary, Shamsuddin and Aziati, 2014). So I was aiming to keep my artefact as simple and focused as possible, highlighting information pertinent to the business owner.
5. Further Improvements
Once I made the artefact, I took the time to look at all the numbers and formulas to ensure that the results are accurate. I have also checked through the layout to evaluate what needs to be improved.
The Total Units Sold column was added to make the daily sales figures more meaningful in response to the main questions from the business scenario. I also made some formatting/formatting changes to make it easier to read and changed the widths of the columns.
Included a bar chart with clearly labeled title and data labels. It was easier for Mr Habib to compare the products and determine the best-selling and worst-selling products.
I could add a few weeks of sales data to the artefact if I developed it further. This would enable Mr. Habib to check the outcomes of his business's week by week performance and see if the demand for his products and/or services has changed over time.
6. Final Explanation
The digital artefact, which has been finished, assists Mr Habib to find out how the Valley Coffee Co is doing on a weekly basis. It is evident from the table that the daily sales, the total units sold per day and each product and overall total of 159 units is clearly seen.
The results indicate that Latte is the most popular item (42 units) and Hot Chocolate is the least popular item (19 units). Mr Habib can easily see these differences in the bar chart.
This could help with business decisions. For example, Mr Habib could make sure that enough ingredients are available for popular products such as Latte. He might also want to increase the number of Hot Chocolate sales by promoting it.
Overall Excel was a good digital tool as it helped me to structure the data, sum them up and present the data clearly. The process of designing and refining the artefact also gave me the opportunity to learn about how digital tools can be used to help design and make information more accessible and useful for businesses.
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