DS Assessment 2 Log
Why these tools?
I chose Microsoft Word because it allows me to create, edit, and format documents easily. I am already familiar with it, so I feel more confident using it for the business task. Microsoft word is especially useful for creating documents that are clear, neat, and easy to read. It allows me to choose different fonts, layouts, and styles which makes this task easier to understand. Another reason I chose Microsoft Word is because I use it often at the university. It is also easy to save the documents I am working on and come back to continue where I left them.
 I also chose Microsoft Excel as it is easier to do calculations and clearer to understand tables. After watching the video: Bitesize Excel- Working with tables by Digi Centre, University of Wales Trinity Saint David (n.d.). It showed me step by step how tables work and how to make them look better. I used table format to convert data to a table within a sheet to calculate the monthly bookings. Additionally, I know that Microsoft Excel is used in many businesses, so I chose it to start learning how to use it and improve on it.

What information did I use?
I opened Microsoft Excel. I chose the blank workbook next, typed in all the service types in the first column and added the weeks in the top row. Then, I used the booking data information given by the owner of Happy Paws Dog Grooming and typed the weekly booking data into the Excel table. After that, I created a new column called the monthly totals. Then, I used the data weeks 1, 2, 3 and 4 of the services to calculate and get the monthly total bookings of each service type. I did this by using the Excel SUM function in the monthly total column. I entered the formulas =SUM (B2:E2), =SUM (B3:E3), =SUM (B4:E4) and =SUM (B5:E5) into the correct cells. Each formula added the bookings of each service for the four weeks to give the total service bookings for the month. In the video, it showed how to format my data into a table. I did this by clicking Home on the top left, then I clicked format as table. Selected a cell within the data to create the table, making sure I selected the whole table with the dashed lines. I ticked my "Tables Has Headers" and clicked OK. Formatting as a table in Excel is useful because I can change the style and design of the data.
After that, I made a bar chart to show which booking is the most popular service (57) and the least popular service (16). 
What changes did I make?
At the start, I was using the table function In Microsoft word. Then, I watched the Excel tool video and realised that Excel is better for working with numbers, using formulas to calculate and creating charts and graphs from data. I highlighted the Excel table, copied it and paste it into Microsoft word. I double-clicked the top of the Microsoft Word document to add a header to it. I wrote the title then I selected it to make it larger by changing the font size to number 24. I clicked on home to centre the title. I changed the most popular bookings to red colour and the least popular bookings to green colour. I added the total bookings of each service at the bottom of the Excel table. I double checked the bookings again to make sure that the numbers were correct.
How I improved my work?
I improved my work by checking the data, grammar, and spelling mistakes. I make sure that the chart and information were correct and arranged properly. I revised the class tasks and watched videos. 

· DigiCentre, University of Wales Trinity Saint David (n.d.) Available at : Bitesize Excel – Working with tables.
· Bradley, H. (n.d.) Available at: Make Graphs in Word - Step by Step

	
	
	



