Business Digital Artifac 
Valley coffee Co. Weekly sales
Instructions
You are helping a small café called Valley Coffee Co.  
The owner, Mr Habib, wants to understand which products sold the most last week.  
	Day
	Latte
	Cappuccino
	Americano
	Tea
	Hot
 Chocolate
	Total day

	Monday
	6
	5
	4
	5
	3
	23

	Tuesday
	7
	6
	3
	4
	2
	22

	Wednesday
	5
	6
	5
	6
	2
	24

	Thursday
	9
	8
	5
	7
	4
	33

	Friday
	8
	7
	5
	6
	3
	29

	Saturday
	5
	4
	3
	6
	2
	20

	Sunday
	2
	2
	2
	2
	3
	11

	Total Drink
	42
	38
	27
	36
	19
	162
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· Which product sold the most?  
The best-selling product is the Latte, with 42 units, representing 26 percent of total weekly sales.

· Which product sold the least?  
The least-sold product is hot chocolate, with 19 units, representing 12 percent of total weekly sales.
 
Decision and Interaction Log
· Why you chose your tool
I chose a combination of Word and Excel because Excel is a very user-friendly way to create tables and charts, while Word allows me to insert content from other digital tools and makes it easier for me to write and provide detailed explanations regarding the text-based aspects.

· What information you used
· Use the information provided by Valley Coffee Co., which details its weekly sales by product and daily quantities.

· How I did:
· I took the information and transferred it to an Excel table so I could read and understand it more easily.
· I organized it in a way that was easy to understand and simple to link to a pie chart.
· After selecting the pie chart, I verified that the information was correct and even easier to read to answer the questions we were asked.
· Once the Excel elements were finished, I formatted them to my liking with colours and details.
· I transferred what I had done in Excel to Word, where I finished answering the questions required by the exercise.
· Review aesthetic and grammatical details, as well as references.
· How you improved your work
I need to practice using the tools, as I discovered features that can make my work easier and help me be more efficient in future projects.

Final explanation
Digital tools are highly useful for any type of business, as the organization and control of information not only ensure efficiency also provide genuine support when making decisions.
Reference
DigiCentre, University of Wales Trinity Saint David (n.d.) Bitesize Excel – Working with tables.
Microsoft Support (n.d.) Word help & learning.
DigiCentre, University of Wales Trinity Saint David (n.d.) Bitesize Excel – Understanding pivot tables.
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