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[bookmark: _Toc233022355]Part 1: Digital Artefact – Valley Coffee Co. Weekly Sales Report

[bookmark: _Toc233022356]1. Introduction

This report details the weekly sales figures of Valley Coffee Co. It aims to explore the performance of products and pinpoint the best and least selling items over the week. To back up the decision-making process and map out the future, the data is laid out in an easily understandable manner.

[bookmark: _Toc233022357]2. Weekly Sales Data

Sales Summary Table
	Product
	Total Sales

	Latte
	42

	Cappuccino
	38

	Tea
	33

	Americano
	27

	Hot Chocolate
	19



The weekly sales data were analysed in order to ascertain the total number of products sold during the week. Results of the analyses show that Latte was the most favourite product as it achieved 42 sales. Cappuccino was the second most popular item with 38 sales, followed by Tea with 33 sales. Americano scored 27 sales, whereas Hot Chocolate was the one with the lowest sales at 19. On the whole, coffee-based drinks were the ones producing the highest sales figures which is an indication of strong customer demand for these products.


[bookmark: _Toc233022358]3. Findings

· Latte was our top-selling product that week with a total of 42 sales.
· Cappuccino ranked as the second most popular product, having recorded 38 sales.
· Tea also did quite well with the result of 33 sales.
· Hot Chocolate sales were disappointing, as the total sales figure was only 19 over the week.
· Generally, sales were at their peak on Thursday and Friday, while Sunday was the lowest.

[bookmark: _Toc233022359]4. Recommendations

· Since Latte remains the top seller, keep pushing it through marketing campaigns.
· To start moving Hot Chocolate off the shelves, how about a flash sale or some bundle deals?
· Make sure that the stocks of Latte and Cappuccino are replenished enough so that they are not out of stock during the rush periods.
· Keep an eye on sales data going forward so as not to miss any shifts in customer tastes.


[bookmark: _Toc233022360]5. Conclusion

The sales data speaks loudly of Latte, which was our star product this week, while Hot Chocolate was our least favourite. This insight will certainly assist Mr Habib in making decisions on which items for better promotion or stock planning in the coming days.


[bookmark: _Toc233022361]Part 2: Decision and Iteration Log

[bookmark: _Toc233022362]1. Why I Chose Microsoft Word

I selected Microsoft Word as it is incredibly user-friendly software that can help you assemble lucid reports that blend text, tables, and straightforward formatting.
Word furnished me with a neat medium to showcase the sales data of the week such that Mr. Habib would be able to comprehend the sales figures at a glance. Besides, I referred to Microsoft's Support documentation on how to work with tables in Word, which explained how tables can facilitate the reading and comparison of data.

[bookmark: _Toc233022363]2. Information Used

The weekly sales data supplied by Mr. Habib was used in the compilation of the following:
· Latte
· Cappuccino
· Americano
· Tea
· Hot Chocolate
I calculated the overall sales for each product in the week by summing up the sales figures from each day.
The result of the summing-up revealed that:
· Latte was the most popular selling product with 42 sales.
· Hot Chocolate was the least popular selling one with 19 sales.

[bookmark: _Toc233022364]3. How I Created the Digital Artefact

· Initially, I created an empty Word document.
· I manually inputted the sales data in a table format.
· Subsequently, I summed up the individual daily sales figures of each product to arrive at weekly totals.
· For the convenience of the readers, I marked the highest and the lowest totals for easy identification.
· A brief note regarding which product ran out of stock first and which product sold the least was connected to the data.
· To sum up my day, I double-checked the numbers to confirm that they were precise.

[bookmark: _Toc233022365]4. Changes and Improvements Made

· I widened the columns because the table initially seemed packed.
· For easier reading, I formatted the main headings as bold.
· To make the header row visually pop, I went with a shading color.
· I rearranged the data so the totals were more visible.
· I incorporated a summary part at the very end of the report to clarify what the main conclusions were.

[bookmark: _Toc233022366]5. Feedback Received and Applied

My tutor advised me to enhance the report's readability.
One classmate thought it would be helpful to highlight the major results more effectively.
Taking these comments into account:
· I refined the table layout.
· I bolded the text of significant outcomes.
· I provided a more explicit summary of the results.


[bookmark: _Toc233022367]6. Final Reflection

This task is a useful guide for Mr Habib to evaluate how well Valley Coffee Co. did in sales during the week. The table conveys the sales data in a straightforward manner, and the summary draws attention to the central points. The document makes it clear that Latte was the bestselling item while Hot Chocolate was the least popular, thus enabling the owner to make sound business decisions.


2

