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STUDENT PRINTING & FINISHING PRICE GUIDE
Clear prices for everyday student printing, binding and document finishing.
Printing
	Service
	Price

	Black and White A4
	£0.10 per page

	Colour A4
	£0.50 per page

	Colour A3
	£1.00 per page


Binding
	Service
	Price

	Spiral Binding
	£3.00

	Comb Binding
	£2.50


Other Services
	Service
	Price

	Laminating A4
	£1.50

	Laminating A3
	£2.50

	Poster Printing
	£8.00




1. Introduction and business need
Campus Print Hub is a student printing service that provides activities like printing, binding, and finishing of printed documents. The manager M. Khan wants a simple but professional price guide to make it easier for students to choose among the services available. The main objective is to provide students with details of services and prices without the need to search for long explanations. The digital artifact that serves this purpose is a one-page price guide that appears at the beginning of this Word document. Here, eight services are provided under three broad headings: Printing, Binding, and Others.
2. Why I chose Microsoft Word
I chose to use Microsoft Word as it is good for creating a simple and neat information sheet. With Word, I can add a title, subheadings and tables, and choose the font, line spacing and alignment. Thus, the price sheet is easy to read and understand for the students. I can also change the file if the manager increases the cost or introduces a new service. It can be printed out at the shop or converted into a PDF file in order to send the information digitally. It is unnecessary to use a more sophisticated designing program since the goal is to communicate information rather than decorate it beautifully.
3. How I created the digital artefact
I started with going through the guidelines provided by the manager, in which I identified eight types of services offered and their prices. The information was divided into three categories, as per the original business brief so that it is clear to anyone going through it. A heading and introductory line were added to give a clear idea to the students on the document. The prices and services were presented in a table, where the service names were on the left, while the prices were shown on the right. I ensured that the headings were uniform, that the font was readable, and that there was enough white space in the document.  After checking the document, I verified that all the prices were in sync with the information shared, including the difference between A4 and A3 prices.
4. Accuracy, layout and usability
It is important to ensure accuracy in the guide since the student might use it as a basis for their financial planning. The cost of printing Black and White A4 pages is £0.10. The cost of Colour A4 pages is £0.50 and that of colour A3 pages is £1.00. The cost of Spiral Binding is £3.00. The cost of Comb Binding is £2.50. The price of Laminating A4 is £1.50, Laminating A3 is £2.50 and Poster printing costs £8.00. The information is only partial because the manager did not provide any discounts, hours of business or other details. Correct use of the pound sign and properly labelled prices will help avoid confusion.
5. Benefits for the business and students
The guide is beneficial for the organization as it decreases the number of price inquiries and allows employees to give customers uniform information. Customers can assess alternatives prior to placing their order, for example, they could choose whether to print in black-and-white or color or how to bind the book (spiral or comb). Putting similar services together also makes the guide workable. Since the price guide takes only one page, it could be displayed on a noticeboard, at the checkout counter, or via electronic means. Besides, a straightforward format will make it easier to revise in the future.
6. Review, improvements and conclusion
Prior to completing the artefact, I looked over the spelling, headings, prices and the artefact's overall look. I also thought about whether a student who is new to the guide would understand it without any additional information. An option for improvement would be to include the company's logo and contact information, if it is made available by the manager. Also, advice from customers may help to understand whether a larger font or a different arrangement is beneficial for better reading. Generally, using Microsoft Word is a good solution for this work.

