The tool I used: Microsoft Outlook (Email)
Subject: 🎉 Student Discount Now Available – Save 15%!
Dear Customer,
We are excited to announce a new 15% student discount on selected products in our store.
To claim your discount, simply show a valid student ID at checkout or enter the code STUDENT15 when shopping online.
Offer Details
· 15% off selected products
· Available until 30 November 2026
· Valid student ID required
Short log
Digital Tool Used: Microsoft Outlook (Email)
Purpose of the Task: 
I created a promotional email to inform customers about a new student discount offer. The aim was to encourage customers to visit the store and increase sales.
Why I Chose This Tool: 
I chose Microsoft Outlook because it is a professional communication tool that allows businesses to send information quickly and efficiently to customers.
How I Created the Work: 
I wrote a clear subject line, included key details about the discount, and used a professional layout. I checked the spelling and grammar before completing the email.
Benefits of the Digital Tool:
· Fast communication with customers.
· Professional appearance.
· Easy to edit and update.
· Can reach many customers at the same time.
3. What changes you made 
I organised the information into clear sections, added a professional subject line, and used bullet points to make the email easier to read.
4. How you improved your work 
I checked the spelling and grammar, used simple and professional language, and ensured that all important information was clear and accurate.
5. What you learned 
I learned how to create a professional business email and how digital communication tools can help businesses communicate effectively with customers.
Make it more concise. Add a table of changes. Use simpler student language.
Why is important 
 Why is it important to
learn digital tools used in business
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