Log and Decisions
Why I chose this tool- I chose Microsoft word because it is good for creating clear professional report for Ms Carter, I could neatly present the booking data and a separate sales chart so it doesn’t get confusing this was given to me in the scenario I was given and I done this on word document with 2 pages one for my log one and one for my report I wrote up a short summary  with bullet points to show the sales and totals in the chart I kept this short and simple so it was clear to read. I felt confident using word to organise data creating charts and calculating totals, I used headings to in bold to make it look professional add spacing so it doesn’t get to crowded. I added bold key points to make it stand out, word had exactly what I needed to present my information clearly and professional.
What this business task needs- This business tasks needs the 4 week booking data organised clearly so Ms Carter can see how popular each service is and how much income each one generates. It needs accurate totals, a simple chart and a short summary that clearly denies the most and least popular services all presented in a quick and easy way
What information I used- I used a 4 week data provided by Ms Carter for the 4 grooming services directly from the scenario provided by Ms Carter I used numbers for each service booking and each service for the 4 weeks period to work out total bookings per service. I then used UK grooming prices to calculate the total income, I also identified most popular and least popular from the totals I calculated. Microsoft support was used as a source to help me create a table and chart in word. 
How I developed and improved my work- I wrote all the booking list on paper and calculated all the numbers up I checked though to make sure I done this all correctly, I improved the layout by using a table and chart in word then added colours to make them visible and easy to understand, I added clear labels then wrote a simple summary of key findings. Finally I checked though my work was done correctly, easy to read and included all the information that Ms Carter had provided.
What changes I made- The changes I made for my artefact I put at first my chart and table together then I had a good look at it again and decided it looked confusing so I separated the table so that it just shows the totals and I did a chart for just the sales so it will be easier to understand.
How I improved my work- I improved my work by checking my totals carefully to make sure they was no errors. I used bold text for important numbers and headings so the key information stands out. I organised my table data booking in to one table and made a chart for sales separately to make the information easier to read and understand. Finally I checked for spelling mistakes and made sure my writing was clear and on point.
Why I chose this scenario- I chose this scenario The Happy Paws dog grooming scenario because it is a great example of how digital skills are used in everyday life, it shows its helping a small business make sense of their information. It sounds realistic, showing that anyone can use these tools. The task is clear and understanding and you can turn numbers into something useful, this task gave me a chance to practice organizing data’s, calculating totals, creating charts, and explaining what numbers mean these skills can be helpful to making my own business later in life.
Feedback I used- When I done all my work I went to ask my tutor for feedback on my work and he explained to keep the summary short and write key points instead.
Final explanation- this digital artefact was created to help Ms Carter at happy paws grooming to understand her monthly bookings and sales data. My information is presented clearly so it can be understood quickly and used to make business decisions.
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