Business Digital Skills – Digital Artefact Log

1. Why I Chose My Tool
I selected Microsoft Word for my scenario, which was to create a student price guide for the Campus Print Store. The main reason I chose this tool was because I already had a basic understanding of how Microsoft Word functions, making it a suitable choice for this task. However, I also wanted to use this opportunity to explore some of its additional features and further develop my knowledge and skills when using the software. 
Another reason I chose Microsoft Word was because it provides a variety of features that can be used to improve the appearance and organisation of a document. For example, I was able to create tables, change text colours and sizes, adjust the background colour and add icons to make the price guide more visually appealing. These features allowed me to create a more professional-looking digital artefact rather than simply presenting the information as plain text. I also used different colours for the headings of each table to help separate the categories of services, making it easier for students to find the information they need in a clear and organized format. 

I believe Microsoft Word was the right tool for this scenario because it was both practical and accessible.  Although I already had some experience using the software, completing this task allowed me to build on my existing knowledge and learn more about its design and formatting capabilities. These skills could also benefit me in future coursework and the workplace, where creating professional documents and presenting information clearly are important digital skills.

2. What Information I Used
The main source of information I used to create my digital artefact was the email attached to Scenario 2 from Moodle. This email provided the details of the different services offered by the Campus Print Store, including the prices and the different printing sizes available. I used this information to make sure my price guide was relevant to the scenario and included the details that students would need when choosing which services to use.
I organised the information into three main categories: Printing, Binding and Other Services. The Printing section included Black and White A4 printing at £0.10 per page, Colour A4 printing at £0.50 per page and Colour A3 printing at £1.00 per page. The Binding section included Spiral Binding for £3.00 and Comb Binding for £2.50. Finally, the Other Services section included Laminating A4 for £1.50, Laminating A3 for £2.50 and Poster Printing for £8.00. Separating the services into these categories helped me present the information in a structured and easy-to-understand way.
When adding the information to Microsoft Word, I used tables with two columns labelled “Service” and “Price”. This allowed me to match each service with its correct cost, making it easier for students to compare prices quickly. I also checked that the information was organised correctly and that the prices matched those provided in the email.
Overall, using the scenario email helped me create an informative and accurate price guide that presents the Campus Print Store's services clearly and effectively.

3. How I Created My Digital Artefact
To create my digital artefact, I began by reviewing the email attached to Scenario 2 and identifying the services and prices that needed to be included. I then planned how to organise the information into sections so that the guide would be easy for students to follow. I decided to use a simple price-list format because it allowed the information to be displayed clearly without overcrowding the page.
Next, I opened Microsoft Word, I added the business name, “Campus Print Hub”, at the top of the page followed by the title “Student Price Guide”. I also included a short slogan, “Fast, affordable printing for assignments, posters, and projects!”, to explain the purpose of the business and make the guide more engaging.
I then created tables for the three service categories. Each table contained two columns labelled “Service” and “Price”. I entered the relevant information into the tables and checked that each price matched the information provided in the scenario email. I formatted the tables using different coloured headings to distinguish between Printing, Binding and Other Services.
After adding the information, I improved the appearance of the document by changing the background colour, adjusting the text formatting and adding icons beside the section headings. I used blue for the main title, along with white text to maintain contrast against the dark background. I also included a short footer at the bottom of the page to give the design a more complete and professional appearance.
Finally, I reviewed the finished document to check its layout, spelling, prices and readability. I made sure that the tables were aligned and that the information was spaced appropriately. This final review helped me ensure that the guide was clear, consistent and suitable for its intended audience.
In conclusion, creating this digital artefact helped me develop my Microsoft Word skills and understand how digital tools can be used to present business information effectively. By using the information from Scenario 2 and organising it into a visually appealing price guide, I produced a document that could help students make informed decisions about the printing services available to them.

References List:
Moodle DS2 Assessment Business Digital Task: Assessment Information and Task
Doe, L. (n.d) How to make a Stunning Menu/Price List in Microsoft Word | Step-by-Step Tutorial
