Decision and Explanation Log

Why I chose my tool
I decided on using Microsoft PowerPoint because I have found it to be a very useful and versatile tool for creating posters. My previous experience using it demonstrated that it allows for design elements to be manipulated in multiple different ways, such as resizing text, layering shapes and changing the colours. This is essential for creating a bold and easy to read poster for a small business like Campus Print Hub.
To further support my choice, I referred to Microsoft Support website for more guidance [Changing Layouts, Microsoft Support, 2026]. This confirmed that my chosen tool would be the best choice for as it will allow me the full creative flexibility required for my digital artefact.

What information was used
I used the exact stores data and prices sent in the memo from the manager, M. Khan. This included separate categories:
· Printing: Black and White A4 (£0.10 per page), Colour A4 (£0.50 per page), Colour A3 (£1.00 per page).
· Binding: Spiral Binding (£3.00), Comb Binding (£2.50).
· Other services: Laminating A4 (£1.50), Laminating A3 (£2.50), Large Poster Printing (£8.00)
The information sent in the memo was sufficient to create the poster and no other outside sources were used.

How I created my artefact
· First, I went into PowerPoint, loaded a new document and then cleared the default text boxes to start with a blank canvas.
· Next, I used the design tab and clicked on Custom Slide Size to change my poster layout from landscape mode to portrait format. When prompted, I chose the option to ensure it will fit my page perfectly.
· After that, I inserted a dark navy-blue block to create a space for the header. I then typed in the businesses name inside it using a bold, white font.
· Finally, I inserted vertical text boxes to form the layout of my columns, allowing me to keep a consistent lay out while producing my poster.

 
What changes I made
· At first, my poster was in a landscape lay out but I then decided to change I to a portrait format to make it look sleeker and resembling a real shop poster. 
· After watching a video on LinkedIn Learning [Holden. C, 2024], I decided that changing from Calibri to a bolder, more condensed font would make the poster look professional and modern.
· I originally used muted colours for my first draft. After a peer review, I changed to using a Navy blue, Sky blue, Teal and white to give the poster more of a pop.
· I made the currency numbers bolder and darker to stand out from the surrounding text. The prices of each service more visible from a distance, making it easier for students too read.
· In my first draft, there were no lines separating each column. I decided to add thin grey lines to clearly distinguish each box and make the layout look less crowded.

Feedback I used
My peer feedback noted that while my structure was clear, my colour scheme lacked contrast. The original background was bright white, my header box was dark green and the font was black. This would made it difficult to see from a distance and visually impaired students may struggle to read it comfortably. 

I improved the poster based on the feedback by changing the dark green header to a navy blue and then also swapped the black font for white. I also changed the back ground colour to a soft light blue to contrast nicely with the header and give the poster a more complete, polished look.

All of the combined changes made the poster visually standout than my original idea, gave a more modern look and made it easier to read from long distances.

Final explanation 
My final digital artefact helps the manager show students exactly what services are available at a single glance. It ensures that prices can be read accurately and easily from a distance. Creating this poster proves how effective of a tool Microsoft PowerPoint is for basic graphic design tasks. It allows you to create engaging, informative and visually striking content that is suitable for businesses and academic needs alike.
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