BS2 – Applied Business Task (Log)

Why I chose my tool
I chose Microsoft Word because it is ideal for creating clear documents and one-page guides. It allows me to organise information neatly using tables, format text professionally, and make quick updates if prices change, which is important for a busy print shop. 
I considered Microsoft PowerPoint as an alternative, but decided against it because PowerPoint is better for presentations rather than detailed, easy-to-edit price lists. 
Word gives me better control over table layout and text formatting, making it simple for anyone to read the information at a glance. 
I also found a helpful guide on the Microsoft Support website that explained how to create and format tables effectively, which helped me set up the price list clearly. Another resource from the DigiCentre website showed how good layout and structure improves how easily information can be understood by readers.


What information I used
I used the full list of services and prices provided by M. Khan, the manager at Campus Print Hub. This includes three categories: Printing, Binding, and Other Services, with all the exact prices given in the email instructions. It is important that students see the correct prices when using this guide. No additional information was added unless it supports the main purpose, which is showing services and prices clearly. 



How I created my artifact
First, I opened Microsoft Word and typed the business name as a main title. Then I created three separate sections for Printing, Binding, and Other Services. I inserted simple tables to keep the service names and prices lined up neatly. I added the location and opening hours at the bottom for extra useful information. Finally, I checked that every price matched exactly what the manager sent.

What changes I made
• Layout: At first, I typed everything as plain text in a list, but it looked messy and prices were hard to find. I changed this into tables so everything lines up neatly. That way customers can scan down the list and across to the price without confusion

• Formatting: Initially I used the same font size and weight for everything. I made the main title bigger and bolder, and section headings bold, so the eye is guided through the page

• Alignment: I tried left-aligning everything but centred the main title instead. Now it looks more like a displayed notice this way

• Clarity: I considered adding extra graphics or images, but decided to keep it simple. Too many images would distract from the prices and make it harder to read quickly. The most important thing is that students find the information they need instantly

Feedback I used
• I asked a classmate to read my draft and tell me what they thought was unclear. They mentioned the prices were a little hard to spot at first, so I made sure the price column was clearly separated and consistent

• I cross-referenced every single price against the original email from the manager to ensure 100% accuracy, even small errors would be unprofessional and could cause confusion for customers

• I also checked that the document fits on one single page as requested. This is important because the price guide needs to be printable and easy to display around the shop

Final explanation
My final price guide is clear, accurate, and professional. It meets exactly what the manager asked for: a one-page document showing every service with its correct price. The tables create a clean structure so students can find what they need in seconds.

If I were to develop this further, I would add the Campus Print Hub logo at the top and perhaps a simple contact email. This would make it look even more official and help students know where to find the shop. I might also consider adding a note about bulk discounts in future, though that wasn't part of the current requirements.

Overall, Word was the right choice for this task. It gave me the tools to create something that looks professional, is easy to update, and communicates information clearly, exactly what a small business needs.

Reference
DigiCentre, University of Wales Trinity Saint David (n.d.) Bitesize Word – Working with Tables. Available at: https://digitalskills.uwtsd.ac.uk/resource/bitesize-word-working-tables/ (Accessed 18 October, 2026)
University of Leeds Library (n.d.) Report writing: Clarity and layout. Available at: https://library.leeds.ac.uk/skills/report-writing-clarity-and-layout (Accessed 20 October, 2026)

