DS2: Business Digital Task - Process Log
Artefact: Weekly Team Update
Purpose and Choice of Tool
I created a slide PowerPoint update for an internal team audience. PowerPoint is appropriate because it's a brief visual update that staff can scan. Word may be more suitable for a longer written report, with verified numerical data on response time versus Excel. The information provided is in the form of priorities and not measured results, so PowerPoint is most appropriate. 
Information and Sources Used
The primary source was Information for slide deck.docx provided by the course. It emphasizes improving response speed and outlines priorities: faster responses to customer emails, more effective tracking of customer requests, and improved communication within the team. I took the team image from Johns Presentation Slide 6.pptx and the alternative text provided in the handout. The slide structure and presentation quality were also informed by the Week 8 lesson and DS2 marking criteria. Based on Microsoft's accessibility guidance and W3C guidance on general contrast, I used dark text on a light background, readable slide titles, clear text, sufficient contrast, and alternative text (Microsoft, 2026; W3C, 2023).
Changes Made and Improvements
I created the content in slides, which is based on the Week 8 mini-deck activity. This slide has 1 key message. You will see the three priorities next to one relevant image. Consistent use of sans-serif type, large type, limited palette, contrast, spacing and alignment. The image includes alternative text, so screen-reader users can access its meaning. The selections reduce clutter and make the upgrade much easier to read and navigate. Concise headings and short bullets are used, adhering to the course guidance to keep business slides simple and focused.
Evaluation and Limitations
The presentation does not say the response times have been improved, but they said they are working on it. No figures or performance claims were included since none were provided. If the organisation has a response time measure, a later version could include this verified measure. I should open the file before submission in PowerPoint and use Review > Check Accessibility to check for issues.
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