CAMPUS PRINT HUB
SERVICES & PRICE GUIDE
Clear prices for printing, binding and finishing.
PRINTING
	SERVICE
	PRICE

	A4 black and white printing (per page)
	£0.10

	A4 colour printing (per page)
	£0.50

	A3 colour printing (per page)
	£1.00



BINDING
	SERVICE
	PRICE

	Spiral binding
	£3.00

	Comb binding
	£2.50



OTHER SERVICES
	SERVICE
	PRICE

	A4 laminating
	£1.50

	A3 laminating
	£2.50

	Poster printing
	£8.00



Before ordering, please check the paper size and finishing service you require.
Prices shown are from the Campus Print Hub assignment scenario.


DECISION & ITERATION LOG
Scenario: Campus Print Hub | Chosen tool: Microsoft Word
1. Why I chose Microsoft Word
I chose Microsoft Word to create a Services and Price Guide for Campus Print Hub. The purpose of the task is to present a small set of services and prices clearly. It does not require complex calculations, a large dataset or a sales chart, so Word is a suitable tool. I can use headings and tables to organise the information and make a document that can be printed or shared digitally. I wanted customers to find a service and its price quickly without having to read a long paragraph. Word also makes it straightforward for staff to update the guide if the manager changes a price. Before finalising the layout, I used Microsoft Support’s guidance about creating tables in Word to help me understand how rows and columns can keep information organised.
2. What information I used
I used the services and prices supplied in the Campus Print Hub scenario. Black and white A4 printing costs £0.10 per page, colour A4 printing costs £0.50 per page, and colour A3 printing costs £1.00 per page. Spiral binding costs £3.00 and comb binding costs £2.50. The other services are A4 laminating at £1.50, A3 laminating at £2.50, and poster printing at £8.00. I grouped the services under three headings: Printing, Binding, and Other Services. I kept the prices exactly as supplied and did not invent extra services, discounts or conditions. This was important because an incorrect price could confuse customers and cause problems for the business.
3. How I created the artefact
First, I typed the business name at the top of the page and added the title “Services & Price Guide”. I created a two-column table for each service group, with the service name in the first column and the price in the second. I entered all eight services and checked the list against the scenario. I used the pound symbol consistently to show that the prices are in pounds sterling. I also added a short reminder asking customers to check the paper size and finishing service they need. This reminder helps customers prepare their order but does not introduce a new service or price.
4. Design choices and improvements
I used a large, bold title so that customers can immediately recognise the purpose of the document. I chose dark blue for the main heading and teal for the smaller title because the colours look professional and provide contrast. The table headings have a dark background with light text, while pale alternate rows make the information easier to follow. Service names are on the left and prices are in a separate column on the right. This makes it easier to compare charges. I kept the font simple and readable and used the same style across each section. During checking, I focused on spelling, price accuracy, alignment and whether any service was missing. I also checked that the page was not too crowded. A clear layout is more useful than decorative design or very small text.
5. Feedback and iteration
A useful next step is to ask a classmate or tutor to review the guide before submission. I would ask whether they can find each service quickly, read every price easily, and understand the three categories. I would record their actual comments and make changes based on what they say. For example, if the headings were not noticeable enough, I could increase their size or contrast. If a price was difficult to match with its service, I could adjust the column widths or table alignment. I have not included invented comments from a tutor or classmate. Before submitting, I will add the feedback I genuinely receive and describe any changes I actually make. This keeps the log honest and shows how feedback can improve a digital artefact.
6. How the artefact supports the business
The price guide gives customers a single, organised place to check the main services and charges. It can reduce repeated questions, help customers compare options and give staff a consistent reference when explaining prices. The category headings make it easier to find printing, binding or other finishing services. Because the document is made in Word, staff can edit the table when the manager provides updated prices and then print or
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