Log
This log explains the choices I made while preparing a monthly booking summary for Ms Carter. The summary shows each service’s weekly bookings and total, then points out the most and least popular services.
1. Why I chose Word
I chose Word because the task asks for a short business summary that Ms Carter can read quickly. Microsoft Word lets me combine a table with a short written conclusion in one document. I am also familiar with basic Word tools, so I could focus on presenting the information clearly.
A spreadsheet could calculate totals, but I thought Word was a good fit because I could show the numbers in a table and explain the result underneath. I read Microsoft Support’s guide to inserting tables. It helped me understand how a table can organise information, which supported my decision to use one (Microsoft, n.d.).
2. What information I used
I used the one month of booking information in the scenario, which is divided into four weeks. I included all four service types: Full Groom, Wash and Dry, Nail Trim, and Puppy Groom.
I copied each weekly number into the booking summary and added the four weeks together for each service. The totals are 57 Full Groom bookings, 38 Wash and Dry bookings, 26 Nail Trim bookings, and 16 Puppy Groom bookings. The overall total is 137 bookings. The weekly totals are 32, 30, 38, and 37.
These figures let the owner see both the monthly result and the data behind it. The scenario uses slightly different wording for some services, such as “wash + dry,” “washes,” “nails,” and “puppies.” I treated these as the four service types listed in the scenario.
3. What changes I made while working
As I worked through the task requirements, I decided to include each week’s bookings as well as the monthly totals. I added a column for each week, a total column, and a final row for the weekly and overall totals.
This lets Ms Carter compare the figures and see where the totals came from. I used consistent service names, although the notes used phrases such as “wash + dry” and “washes.” I made the table heading stand out and used alternating pale rows to make the numbers easier to follow. I highlighted the most and least popular services and added a short summary. I checked the totals by adding the service figures and the weekly figures; both methods give 137 bookings.
4. How I improved the artefact
I improved the page by giving it a clear title, a descriptive table heading, and a distinct header row. The header row has a dark background and light text, while alternating pale rows make the numbers easier to track across the page.
I aligned the weekly figures and totals so they are easy to compare. I highlighted the most and least popular services below the table and added a short summary in words. 
This repeats the key finding in a useful way. Full Groom is most popular with 57 bookings, and Puppy Groom is least popular with 16 bookings.
I checked the totals by adding each service across the four weeks and by comparing the row totals with the weekly totals. The total of 137 matches both ways. I also reviewed the page layout to make sure the table and summary are readable.
These changes help Ms Carter find the answer quickly while still letting her inspect the figures. I considered adding a chart, but the task only asks for booking counts and the most and least popular services. The table already makes those comparisons clear and preserves the weekly values, so a chart would repeat information and use extra space. If Ms Carter wanted to compare how bookings changed from week to week, a chart could be useful in a future version. For this request, I judged that the table and the highlighted result explain the data clearly.
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