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1. Why I choose my tool
I chose Microsoft Word because it works well for creating clear tables and one‑page reference guides. It helps present all the service prices neatly so customers can quickly scan the prices. I used Microsoft’s Word Help & Learning quick access page and a YouTube tutorial on the basics of working with charts Microsoft office word, these resources explained that grouping information in tables makes details easier to find, which supported my choice of Word for this price guide. 
2. What information I used
I used the service list and pricing data given for Campus Print Hub via email from the manager M. Khan. I organised this information so customers can easily find each service and cost.
3. How I created my artefact 
First, I typed all the services and prices into Word and created tables to hold the data. Then I separated the services into three groups: printing services, binding services and other services. After that, I added bold headings and selected a clear, consistent font so the page would be easy to view for customers. Finally, I double‑checked all prices and spelling to make sure there were no mistakes. I used a YouTube tutorial covering the basics of working with charts in Microsoft Word, and Microsoft’s Word Help & Learning page. These resources taught me how to create and format tables, organise content into clear sections and use bold headings so customers can quickly locate pricing information for Campus Print Hub.
4. What changes I made 
At first, I just had one long list of all services, but I found that a bit confusing. So I split it into three separate tables by service category. I made the headings bold and kept font sizes consistent so the page looked cleaner. I aligned the table columns so the service names and prices lined up neatly, making it faster for customers to scan. 
5. Feedback I used 
From the document layout guide I read, I learned that mixed up categories make it slow for customers to find information quickly. I also imagined feedback, if a customer saw my first draft, they would say it is hard to tell which service is which, so I added clear section titles to fix this and make navigation easier.
6. Final explanation 
This artefact helps the Campus Print Hub customers find service prices quickly. It uses Word to present information clearly, so they do not need to search through scattered notes or messages. This saves time and helps reduce the risk of quoting the wrong price.
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