                                               DS2 BUSINESS DIGITAL ARTEFACT
                       Scenario 2: Campus Print Hub | Decision log 

1. Business Need and Purpose
[bookmark: _Int_2KTCcbef]Campus Print Hub is a student printing business that requires a clear and professional price guide. The manager, M. Khan, requested a one-page document showing the available services and their prices (UWTSD, 2026a). The main objective is to help students find the information they need quickly and accurately.
I selected this scenario because it demonstrates how digital tools can improve communication in a business environment. The price guide needs to be straightforward, organised and easy to understand. By presenting the information in clearly labelled sections, the document can help students compare services and make informed decisions.
2. Selecting a Suitable Digital Tool
I chose Microsoft Word because it provides useful features for creating professional business documents. These include tables, headings, font formatting, page layout and spelling and grammar tools.
Although PowerPoint and Adobe Express could also be used, I considered Word more appropriate for producing a straightforward A4 price guide. Tables allow service names and prices to be organised into columns, making the information easier to follow.
This decision demonstrates the importance of choosing digital tools according to the needs of a business task rather than simply using advanced features (UWTSD, 2026c).


3. Information Selection and Source Use
The information used for the price guide came directly from the Campus Print Hub scenario provided by the lecturer on Moodle (UWTSD, 2026a).
The document contains eight services divided into three categories: Printing, Binding, and Other Services.
Printing includes Black and White A4 at £0.10 per page, Colour A4 at £0.50 per page and Colour A3 at £1.00 per page. Binding includes Spiral Binding at £3.00 and Comb Binding at £2.50. Other services include Laminating A4 at £1.50, Laminating A3 at £2.50, and Poster Printing at £8.00.
I avoided adding unsupported information, such as discounts or opening hours. This supports accuracy and reflects the Week 5 guidance on identifying and recording information sources (UWTSD, 2026b).
4. Layout and Design Reasoning
I organised the price guide using a centered business title, descriptive subtitle, and three clearly labelled service categories. Each category contains a two-column table displaying the service and its corresponding price.
The tables make the document easier to navigate and help prevent confusion between services and charges. Bold headings distinguish the sections, while consistent text formatting maintains a professional appearance.
I also considered spacing and readability. Separating the service categories prevents the information from appearing crowded. The simple design allows students to focus on the prices rather than unnecessary decoration.
These decisions support the business objective of communicating information clearly and efficiently.
5. Review and Improvement
[bookmark: _Int_MRGpTjdk]When developing the document in Microsoft Word, I organised the information into tables rather than presenting it as continuous text. This helped separate service descriptions from prices and created a more structured layout.
I used bold headings to identify the main sections and reviewed the spacing between tables to improve readability. I also considered the importance of consistent formatting throughout the document.
An important part of the review process is checking that each price matches the manager’s information, and that printing charges include the words ‘per page’. Reviewing these details helps reduce errors that could mislead customers.
This reflects the Week 6 guidance on purposeful editing and reviewing digital documents (UWTSD, 2026c).
6. Evaluation and Conclusion
The Campus Print Hub price guide demonstrates how Microsoft Word can be used to produce a practical business document.
Its main strengths are the clear organisation of services, straightforward language, and use of tables. These features support students in identifying relevant services and understanding their costs.
One limitation is that printed prices may become outdated. Keeping an editable Word document would allow the business to update prices when necessary.
Overall, this task helped me understand how tool selection, document formatting, and accurate information contribute to effective business communication.
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