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Decision & Iteration Log
1. Why I chose my tool
I chose Microsoft Word to create a price guide for the Campus Print Hub because I believed it was the best and most helpful tool for the job. The task was to create a simple, one-page online price list that clearly shows student services in a neat way. I chose Word because it is designed for basic text documents. PowerPoint is useful for visual presentations, and Adobe Express is suitable for advanced graphic design.
Another reason I chose Word is that I am comfortable with the application, since I use it frequently for assignments and in my professional work. This saved me time and energy, letting me focus on organising the information instead of learning a new program. I reviewed Word learning materials, which helped me understand formatting and tables. To make the document look more like a professional company flyer instead of a plain text file, I also wanted to learn how to use Word's tables and design tools. Word's layout tools were great because the manager needed something clear and easy to use.
2. What information I used
I used the information from M. Khan's email to the boss. The email listed the services and their exact prices, which was the key information I needed. I used all the services and sorted them into three groups: Other Services, Binding, and Printing.
I used the prices for printing: Black and White A4 costs £0.10 per page, Colour A4 costs £0. 50 per page, and Colour A3 costs £1. 00 per page. I also noted Comb Binding (£ 2.50) and Spiral Binding (£3.00) as binding options. Finally, I included the costs for printing posters (£8.00), laminating A4 paper (£1.50), and laminating A3 paper (£2.50). The pricing guide is a customer-facing document, so it was important to use accurate information. I checked each number in the email again to make sure there were no mistakes because the manager stressed that the costs should be shown correctly.

3. How I created my artefact
· I began by opening a new Word document and typing "Campus Print Hub - Student Price Guide" in bold letters.
· I created a two-column table, one for the Service and one for the Price, by using the "Insert Table" option.
· I put all the services and their prices in a table with bold titles for each of the three categories.
· I added a coloured top row using the Table Design tool to make it look nicer.
· Finally, I checked that all the numbers were correct by looking at the email.
4. What changes I made
· At first, I wrote the costs as a regular list, but I soon realised it was hard to read and looked messy. To improve readability, I changed it to a table.
· I made the actual prices bold so students can find them quickly on the page.
· The first font was too small for the display, so I switched it to Arial and made it a bit bigger.
· I added a light blue background to the top row of the table to make the titles stand out from the prices.
5. Feedback I used
I have shown work to my tutor what they thought of my first draft. They said the material looked a bit boring and not very exciting, especially for students. To make the headline more noticeable, they suggested making it bigger and adding some colour.
I changed the main title to a bigger, bolder font because of their feedback. I also changed the category titles' colour and added a coloured border around the page. So, the price guide changed from a plain sheet to look like a real flyer.


6. Final explanation
[bookmark: _GoBack]The print shop manager benefits from this tool because it gives students a clear, fair idea of prices. It shows that Microsoft Word is a useful business tool for organising information into easy-to-read tables. In this situation, the business need is met by keeping the layout organised and making the prices clear. This helps the company look professional and helps students quickly find the prices they need.
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