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[bookmark: _Toc233032982][bookmark: _Toc234335380][bookmark: _Toc234336215][bookmark: _Toc234493583][bookmark: _Toc234919120]   1. COMPARISON OF E-COMMERCE WEBSITE BUILDERS: SHOPIFY AND WIX 
[bookmark: _Toc233032983][bookmark: _Toc234335381][bookmark: _Toc234336216][bookmark: _Toc234493584][bookmark: _Toc234919121]   INTRODUCTION
Digital commerce has transformed the way businesses sell products and interact with customers. Today, even small businesses can establish an online presence using website builders without requiring specialist programming skills. E-commerce website builders have made it possible for organizations of all sizes to establish professional online stores without requiring advanced technical knowledge [1]. Among the most widely used platforms today are Shopify and Wix, both of which offer distinct approaches to online retail that suit different business needs and strategic objectives [2].
 Selecting an appropriate e-commerce platform is a strategic business decision because it influences operational efficiency, customer experience, scalability and long-term business performance [1]. This section critically compares Shopify and Wix by examining their usability, features, pricing, scalability and suitability for different business environments.
[bookmark: _Toc233032984][bookmark: _Toc234335382][bookmark: _Toc234336217][bookmark: _Toc234493585][bookmark: _Toc234919122]SHOPIFY OVERVIEW
Shopify is a dedicated subscription-based e-commerce platform founded in 2006, designed mainly to help businesses of all sizes build and manage professional and scalable online stores [3]. It is one of the most widely used e-commerce platforms in the world, supporting over one million businesses across more than 175 countries [3]. It provides advanced tools such as inventory management, secure payment processing, marketing tools, and integration with social media platforms like Facebook, Instagram and Amazon [3]. Shopify also supports multichannel selling, which allows businesses to sell products across different platforms at the same time. This makes it suitable for medium and large businesses that expect growth and higher customer demand. One of the major benefits of Shopify is its user-friendly interface, which allows beginners to set up a professional online store quickly [3]. Its key strength is scalability. It is designed to handle large product catalogues and high website traffic without affecting performance. It also offers strong security features and reliable customer support. However, Shopify does have some limitations. For example, users who do not use Shopify Payments are charged additional transaction fees, and costs can increase significantly on higher-tier plans [3]. It may also require some learning time for beginners due to its advanced features.
From a strategic perspective, Shopify provides considerable value for organizations pursuing long-term growth through digital commerce. Its robust infrastructure, extensive integration capabilities and scalability support business expansion while reducing operational inefficiencies [3]. However, for micro-businesses or entrepreneurs with limited budgets and relatively simple online selling requirements, the platform's advanced functionality may exceed immediate business needs, making less specialized alternatives more cost-effective during the early stages of operation.
[bookmark: _Toc233032985][bookmark: _Toc234335383][bookmark: _Toc234336218][bookmark: _Toc234493586][bookmark: _Toc234919123] WIX OVERVIEW
Wix is a cloud-based website builder that allows users to create websites and online stores using a simple drag-and-drop editor, which allows users to design websites easily without coding [2]. It is particularly popular among small and medium-sized businesses due to its affordability and ease of use [1]. Key features of Wix include customizable templates, abandoned cart recovery, built-in SEO tools, and an app marketplace with many free and paid applications [2]. A major benefit of Wix is that users with no coding experience can build an attractive online store within hours [1]. Additionally, Wix does not charge extra transaction fees when using Wix Payments [2]. However, Wix has some limitations. Storage space is restricted unless you upgrade to the most expensive plan, and once a template is selected it cannot be changed without rebuilding the entire site from scratch [1]. It is also less effective for large product inventories and may not scale well as a business grows.
From a strategic perspective, Wix provides an excellent entry point for new businesses seeking an affordable and user-friendly website solution. Its low learning curve, attractive visual design tools and integrated business features enable organizations to establish an effective online presence with minimal technical barriers [2]. However, as operational complexity increases, businesses may find greater long-term value in adopting a more specialized e-commerce platform capable of supporting sustained organizational growth.








[bookmark: _Toc234493587][bookmark: _Toc234919124]Comparison and Analysis

	[bookmark: _Toc234506240][bookmark: _Toc234506423][bookmark: _Toc234506535][bookmark: _Toc234506871]Criterion
	[bookmark: _Toc234506241][bookmark: _Toc234506424][bookmark: _Toc234506536][bookmark: _Toc234506872]Shopify
	[bookmark: _Toc234506242][bookmark: _Toc234506425][bookmark: _Toc234506537][bookmark: _Toc234506873]Wix
	[bookmark: _Toc234506243][bookmark: _Toc234506426][bookmark: _Toc234506538][bookmark: _Toc234506874]Critical Evaluation

	[bookmark: _Toc234506244][bookmark: _Toc234506427][bookmark: _Toc234506539][bookmark: _Toc234506875]Ease of Use
	[bookmark: _Toc234506245][bookmark: _Toc234506428][bookmark: _Toc234506540][bookmark: _Toc234506876]User-friendly interface with a moderate learning curve due to its extensive e-commerce features.
	[bookmark: _Toc234506246][bookmark: _Toc234506429][bookmark: _Toc234506541][bookmark: _Toc234506877]Highly intuitive drag-and-drop editor requiring minimal technical expertise
	[bookmark: _Toc234506247][bookmark: _Toc234506430][bookmark: _Toc234506542][bookmark: _Toc234506878]Wix is more suitable for beginners and small business owners seeking rapid website development, whereas Shopify requires greater initial learning but offers more advanced capabilities for business growth.

	[bookmark: _Toc234506248][bookmark: _Toc234506431][bookmark: _Toc234506543][bookmark: _Toc234506879]Scalability
	[bookmark: _Toc234506249][bookmark: _Toc234506432][bookmark: _Toc234506544][bookmark: _Toc234506880]Designed to support growing businesses with large product catalogues and increasing transaction volumes.
	[bookmark: _Toc234506250][bookmark: _Toc234506433][bookmark: _Toc234506545][bookmark: _Toc234506881]Suitable for small and medium-sized businesses but less efficient for complex or high-volume operations.
	[bookmark: _Toc234506251][bookmark: _Toc234506434][bookmark: _Toc234506546][bookmark: _Toc234506882]Shopify provides greater long-term value for organizations anticipating expansion because its infrastructure can accommodate increased operational demands

	[bookmark: _Toc234506252][bookmark: _Toc234506435][bookmark: _Toc234506547][bookmark: _Toc234506883]Pricing
	[bookmark: _Toc234506253][bookmark: _Toc234506436][bookmark: _Toc234506548][bookmark: _Toc234506884]Subscription plans begin at a higher cost, with additional fees for some third-party payment gateways.
	[bookmark: _Toc234506254][bookmark: _Toc234506437][bookmark: _Toc234506549][bookmark: _Toc234506885]Lower entry-level pricing and competitive value for smaller businesses
	[bookmark: _Toc234506255][bookmark: _Toc234506438][bookmark: _Toc234506550][bookmark: _Toc234506886]Wix offers a lower initial investment, making it attractive for start-ups, whereas Shopify's higher costs can be justified by its advanced business functionality and scalability.

	[bookmark: _Toc234506256][bookmark: _Toc234506439][bookmark: _Toc234506551][bookmark: _Toc234506887]E-commerce Features
	[bookmark: _Toc234506257][bookmark: _Toc234506440][bookmark: _Toc234506552][bookmark: _Toc234506888]Comprehensive inventory management, multi-channel selling, advanced analytics, shipping management, and extensive third-party integrations.
	[bookmark: _Toc234506258][bookmark: _Toc234506441][bookmark: _Toc234506553][bookmark: _Toc234506889]Core e-commerce functionality with strong website design capabilities and essential online selling tools.
	[bookmark: _Toc234506259][bookmark: _Toc234506442][bookmark: _Toc234506554][bookmark: _Toc234506890]Shopify delivers a more comprehensive e-commerce ecosystem, making it more appropriate for businesses where online retail represents the primary business activity.

	[bookmark: _Toc234506260][bookmark: _Toc234506443][bookmark: _Toc234506555][bookmark: _Toc234506891]Search Engine Optimization (SEO)
	[bookmark: _Toc234506261][bookmark: _Toc234506444][bookmark: _Toc234506556][bookmark: _Toc234506892]Advanced SEO tools and extensive optimization options.
	[bookmark: _Toc234506262][bookmark: _Toc234506445][bookmark: _Toc234506557][bookmark: _Toc234506893]Good built-in SEO functionality suitable for most small businesses.
	[bookmark: _Toc234506263][bookmark: _Toc234506446][bookmark: _Toc234506558][bookmark: _Toc234506894]Both platforms provide effective SEO features; however, Shopify offers greater flexibility for businesses implementing advanced digital marketing strategies.

	[bookmark: _Toc234506264][bookmark: _Toc234506447][bookmark: _Toc234506559][bookmark: _Toc234506895]Customization
	[bookmark: _Toc234506265][bookmark: _Toc234506448][bookmark: _Toc234506560][bookmark: _Toc234506896]Extensive customization through themes, coding, and third-party applications.
	High visual design flexibility using the drag-and-drop editor but fewer advanced technical customization options.

	Wix enables users to produce visually attractive websites quickly, whereas Shopify offers greater flexibility for businesses requiring bespoke functionality.


	[bookmark: _Toc234506266][bookmark: _Toc234506449][bookmark: _Toc234506561][bookmark: _Toc234506897]Customer Support
	[bookmark: _Toc234506267][bookmark: _Toc234506450][bookmark: _Toc234506562][bookmark: _Toc234506898]24/7 customer support through multiple communication channels.
	[bookmark: _Toc234506268][bookmark: _Toc234506451][bookmark: _Toc234506563][bookmark: _Toc234506899]Online help center, community forums, and customer support depending on subscription level.
	[bookmark: _Toc234506269][bookmark: _Toc234506452][bookmark: _Toc234506564][bookmark: _Toc234506900]Shopify provides more comprehensive customer support, which is particularly valuable for businesses where website downtime may directly affect revenue generation.





While both Shopify and Wix are effective e-commerce solutions, they are designed to serve fundamentally different business needs and strategic objectives.This reflects their differing target markets and depth of business functionality.
[bookmark: _Toc233032986][bookmark: _Toc234335385]Together, these criteria point to a consistent pattern: Shopify's scalability and business tooling make it the stronger long-term choice for growth-focused sellers, while Wix's affordability and simplicity make it the more practical starting point for small businesses and beginners.
From a strategic perspective, Shopify offers greater competitive advantage for growth-focused businesses through superior scalability and operational tools [3]. Wix, on the other hand, excels in cost leadership and ease of use, making it suitable for early-stage ventures and design-centric businesses. However, both platforms risk creating vendor lock-in, which can increase long-term migration costs.
[bookmark: _Toc234336220][bookmark: _Toc234493588][bookmark: _Toc234919125]CONCLUSION
In conclusion, Shopify and Wix serve fundamentally different business needs rather than competing for the same market. Shopify is better suited for businesses that are focused purely on e-commerce and want to scale [3], while Wix is ideal for beginners and small businesses looking for an affordable and easy-to-use solution [1]. The choice ultimately depends on business size, technical skill and long-term goals rather than which platform simply has more features. From my analysis, Shopify is more suitable for long-term business growth, while Wix is better for beginners who want simplicity and quick setup in 2026.
Porter’s competitive advantage framework helped me understand that businesses should choose technology based on their own needs and goals [21]. From my research, I found that Shopify gives businesses an advantage through its strong ecommerce features, scalability and ability to support growth. On the other hand, Wix provides an advantage through being affordable and easier to use, which makes it suitable for beginners and small businesses. This shows that the best platform is not always the one with the most features but the one that matches the business situation.
After comparing both platforms, I believe Shopify has stronger features for businesses that want to grow in the future. However, if I was starting a small online business with limited experience, I would choose Wix because it is easier to learn and set up. This comparison helped me understand that technology decisions should depend on the goals and needs of the user rather simply choosing the most popular platform.
[bookmark: _Toc233032987][bookmark: _Toc234335386][bookmark: _Toc234336221][bookmark: _Toc234493589][bookmark: _Toc234919126]  2. MIND MAP OF SOFTWARE APPLICATIONS
[bookmark: _Toc233032988][bookmark: _Toc234335387][bookmark: _Toc234336222][bookmark: _Toc234493590][bookmark: _Toc234919127]2a. INTRODUCTION
Mind mapping is a visual thinking technique used to organise information around a central concept by connecting related ideas through branches and sub-branches. Unlike traditional linear note-taking, mind maps represent information in a hierarchical and interconnected structure, enabling users to understand relationships between concepts more effectively [4], [25]. Mind mapping was introduced by Tony Buzan as a way of organizing ideas using keywords, colors, images and branches [22]. I found this approach useful because it presents information in a visual way, making it easier to understand connections between different ideas and remember important points.
In modern business environments, mind mapping has become a useful tool for planning, problem-solving and teamwork [5]. During my research, I found that digital mind mapping tools such as Mindmeister, Coggle and Canva allow teams to share ideas and work together even when they are in different locations [6].
[bookmark: _Toc233032989][bookmark: _Toc234335388][bookmark: _Toc234336223][bookmark: _Toc234493591][bookmark: _Toc234919128]Benefits of Mind Mapping in Business
Mind mapping offers several benefits for business operations. Firstly, it improves creativity by encouraging teams to think outside the box and explore new ideas because ideas are shown visually and not in long text form [5]. This is useful during brainstorming sessions where teams need to generate new ideas quickly. Unlike traditional notes, mind maps do not follow strict sentence structures, which allows more flexible thinking. Secondly, mind mapping enhances project management by allowing businesses to create structured plans, timelines and Work Breakdown Structures [4]. This reduces confusion because everything is shown in a clear layout. It also helps businesses save time during meetings since ideas are already organized visually. Thirdly, it improves collaboration as teams working from different locations can work together on online mind maps in real time because the information is simple and structured [4]. This improves communication and ensures that all team members are involved in planning. Additionally, mind mapping helps businesses organize large amounts of information into a simple and clear visual format [6]. Finally, it supports better decision-making by helping managers and executives visualize their goals and strategies clearly [5].
 However mind mapping has some limitations. For example, large projects may become difficult to organize visually if too many branches are added. It can also become confusing if it is not structured properly. In addition, some users may prefer traditional notes because they are more detailed and easier to write in formal situations. Despite these limitations, mind mapping is still a very effective tool in modern business. It improves creativity, organization and decision making. It is especially useful in early stages of planning when ideas are still being developed and structured. In conclusion, mind mapping is a powerful tool that helps individuals and businesses organize information visually. It improves creativity, memory, teamwork and planning. Although it has some limitations, its benefits make it a valuable tool in both education and business environments.
From a theoretical perspective, Rogers' Diffusion of Innovation theory suggests that new tools and technologies are adopted gradually within organizations as users recognize their practical value [24]. Mind mapping tools such as MindMeister have followed this pattern, moving from niche academic use to mainstream business adoption as organizations recognized their value in improving communication and strategic planning. Rogers’ theory helps explain how mind mapping tools moved from being used by a small group of users to becoming common tools in many businesses. As organizations experienced the benefits of these tools for communication and planning, more people became willing to adopt them.

[bookmark: _Toc233032990][bookmark: _Toc234335389][bookmark: _Toc234336224][bookmark: _Toc234493592][bookmark: _Toc234919129]2b. MIND MAP
The mind map has “Business Software Applications” as the central node. Main branches include:
· Office Applications (Microsoft Word, Excel, PowerPoint, Access)
· Communication & Collaboration Tools (Microsoft Teams, Google Docs, Slack)
· E-commerce Platforms (Shopify, Wix)
· Project Management Tools (Trello, Asana, Microsoft Project)
· Data Analysis & CRM Tools (Power BI, Salesforce)
Different colors were used for each main branch to improve visual clarity and differentiation. This structure helps users quickly understand the ecosystem of software tools available to support various business functions.

[image: ]
                 Figure 1: Mind map of contemporary software applications used in business

When I created this mind map using MindMeister, I initially found it challenging to decide how to categorize the different software applications. However, once I placed Business Software Applications at the center and began adding branches, the relationships between different tools became much clearer. I found that the visual format helped me understand the digital business ecosystem more effectively than reading about it in text form.
For example, I had not previously considered that tools like Salesforce and Power BI belong to the same category of data analysis and CRM tools. The mind map made this connection immediately obvious. This experience reinforced my understanding of why mind mapping is such a valuable tool for learning and planning in business environments.
One limitation I observed during the process was that MindMeister's free version restricts the number of mind maps that can be created. This highlights an important consideration for businesses evaluating digital tools; free versions may be sufficient for individual use but may not meet the demands of larger teams or more complex projects.
[bookmark: _Toc234493593][bookmark: _Toc234919130]Discussion
The mind map effectively demonstrates how integrated software suites and specialized tools work together to support different business functions. The central node Business Software Applications connects five major categories, each representing a distinct area of organizational activity [4].
Office Applications such as Microsoft Word, Excel, PowerPoint and Access form the foundation of daily business productivity. Communication and Collaboration Tools such as Microsoft Teams and Google Docs enable real-time teamwork across geographical boundaries. E-commerce Platforms such as Shopify and Wix support digital commerce and customer engagement. Project Management Tools such as Trello and Asana improve planning and task coordination. Finally Data Analysis and CRM Tools such as Power BI and Salesforce enable data-driven decision making [5].
The use of different colors for each primary branch enhances visual clarity by distinguishing individual software categories while emphasizing their relationship within the wider business technology ecosystem. This visual organization reduces cognitive overload and enables users to identify connections between different business functions more efficiently [6]. Overall the mind map illustrates that modern business software is not a collection of isolated tools but an interconnected ecosystem where different applications complement each other to support organizational goals. This understanding is particularly valuable for business managers who must make strategic decisions about software procurement and digital transformation.
[bookmark: _Toc234336225][bookmark: _Toc234493594][bookmark: _Toc234919131]
Conclusion
Mind mapping is a powerful visual technique that enhances creativity, organization, and collaboration in business environments. The mind map developed for this assignment demonstrates how contemporary software applications support different organizational functions including productivity, communication, project management, e-commerce and data analysis [4].
By illustrating the relationships between these technologies, the mind map provides a holistic understanding of the modern digital business environment and highlights the importance of selecting appropriate software solutions to improve organizational efficiency and competitiveness. Although large or highly detailed mind maps may become difficult to manage, their benefits generally outweigh these limitations when applied appropriately [5].
Creating this mind map also developed my own ability to think visually and systematically about complex topics, a skill that I expect to apply regularly in both academic and professional contexts going forward.










[bookmark: _Toc233032991][bookmark: _Toc234335390][bookmark: _Toc234336226][bookmark: _Toc234493595][bookmark: _Toc234919132] 3. OFFICE APPLICATIONS FOR BUSINESS.
[bookmark: _Toc234919133]3.1 Introduction
Digital technology has transformed the way organizations operate, communicate and make business decisions. Businesses of all sizes now rely on software applications to improve productivity, manage information and support collaboration among employees. As organizations continue to adopt remote and hybrid working practices, the effective use of business software has become essential for improving efficiency, reducing costs and maintaining a competitive advantage.
Business productivity applications such as Microsoft Word, Excel, PowerPoint and Access help organizations create documents, analyze data, deliver presentations and manage information. Communication and collaboration tools, including Microsoft Teams and Google Docs, allow employees to communicate, share files and work together regardless of their location. When these applications are used effectively, they improve teamwork, support informed decision-making and increase overall organizational productivity.
The purpose of this report is to analyze the role of business productivity, communication and collaboration applications in modern organizations. It examines the key features, advantages, limitations and practical business uses of Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Access, Microsoft Teams and Google Docs. The report also compares these applications to show how they support different business activities and contribute to organizational performance.
The discussion is supported by academic and industry sources using the IEEE referencing style. Practical examples are included throughout the report to demonstrate how these applications are used in real business environments and why they remain important tools for organizations operating in today's digital economy.
[bookmark: _Toc234919134]3.2 Business Productivity Applications
[bookmark: _Toc234919135]3.2.1 Microsoft Word
Every organization depends on well-prepared documents to communicate with employees, customers and business partners. Reports, contracts, business letters, meeting minutes and proposals all require a professional format and accurate content. Microsoft Word helps organizations create these documents efficiently while maintaining a consistent standard across the business [7].
One of the main strengths of Microsoft Word is that it combines simple editing tools with advanced document management features. Templates, styles, spell check and grammar suggestions help users produce professional documents with fewer errors. For organizations where several employees contribute to the same document, features such as Track Changes and comments allow team members to review edits, provide feedback and approve revisions before the final version is completed [7], [8].
Another advantage is its integration with Microsoft 365 services such as OneDrive and Microsoft Teams. Documents can be stored securely in the cloud, making it easier for employees to access the latest version from different locations. This reduces the risk of different versions being shared by email and supports collaboration between office-based and remote employees.
Honestly, before this assignment, I never realized how many features Word has beyond basic t document creation. The track changes tool in particular was something I had seen but never properly used until I started reviewing my own work for this submission.
Microsoft Word is widely used across different departments within an organization. For example, a human resources department may use it to prepare employment contracts, job descriptions and staff policies, while a marketing team can develop business proposals, newsletters and promotional materials. Using templates also helps organizations maintain a consistent layout and professional image across all official documents.
Despite its many strengths, Microsoft Word has some limitations. New users may need time to learn advanced features such as mail merge, references and document formatting tools. Large documents containing many tables, images or references can also become difficult to manage if they are not organized carefully. However, these limitations are generally outweighed by the software's flexibility, reliability and wide acceptance in business environments.
Overall, Microsoft Word remains one of the most important productivity applications because it supports professional document creation, improves collaboration and helps organizations communicate more effectively. Its combination of ease of use and powerful editing features makes it suitable for businesses of all sizes [7].
[bookmark: _Toc234919136]3.2.2 Microsoft Excel
Businesses generate large amounts of data every day, including sales figures, financial records, employee information and customer data. However, collecting data alone is not enough. Organizations also need to organise, analyze and present that information so managers can make informed decisions. Microsoft Excel is widely used because it provides a practical way to manage data and turn it into meaningful business information [8].
One of Excel's greatest strengths is its ability to perform calculations quickly and accurately using formulas and functions. Businesses can automate tasks such as budgeting, payroll calculations and financial forecasting, reducing the time spent on manual calculations while improving accuracy. Excel also includes tools such as PivotTables, charts and conditional formatting, which help users identify trends, compare performance and present data in a way that is easy to understand [8], [9].
These features are particularly valuable when organizations need to make decisions based on data. For example, a retail company can use Excel to compare monthly sales across different branches, identify its best-selling products and monitor stock levels. Managers can then use this information to plan future orders, adjust marketing strategies or improve inventory management. Presenting the results through charts and graphs also makes it easier to communicate findings during management meetings.
When I first opened Excel to try the IF function, I was not sure where to start. I spent about ten minutes just reading the formula syntax before I felt confident enough to type it in. That small struggle actually made me appreciate how the function works much more than simply reading about it would have.
Another advantage of Microsoft Excel is its integration with other Microsoft 365 applications. Data can be imported from different sources and shared with colleagues through OneDrive or Microsoft Teams, allowing employees to work together using the latest information. This improves collaboration and ensures that business decisions are based on accurate and up-to-date data.
Despite its many benefits, Microsoft Excel also has some limitations. Large spreadsheets can become difficult to manage, especially when several users edit the same file at the same time. Errors in formulas or data entry can also affect the accuracy of reports if they are not identified early. In addition, Excel is less suitable than database software for storing and managing very large volumes of structured data over a long period.
Overall, Microsoft Excel is one of the most valuable productivity applications used in business because it supports data analysis, financial management and informed decision-making. Its flexibility, wide range of analytical tools and ease of use make it an essential application for organizations seeking to improve efficiency and make better use of business information [8].
[bookmark: _Toc234919137]3.2.3 Microsoft PowerPoint
Presenting information clearly is an important part of business communication. Whether an organization is introducing a new product, presenting financial results or training employees, information needs to be delivered in a way that is easy to understand. Microsoft PowerPoint helps businesses create professional presentations that communicate ideas effectively through text, images, charts and other visual elements [10].
One of PowerPoint's main strengths is its ability to present complex information in a simple and engaging format. Features such as themes, templates, SmartArt, charts and multimedia allow users to organise information clearly while keeping the audience interested. Presenter View and presentation tools also help speakers deliver presentations with greater confidence by providing notes and timing controls [10].
Recording my voice-over slides for Assignment 2 was more nerve-wracking than I expected. I recorded myself three times before I was happy with the pacing. This experience gave me a much better appreciation of why presentation skills matter in business.
PowerPoint is widely used across different business functions. For example, managers can use it to present quarterly performance reports to senior executives, while sales teams can prepare presentations to introduce products or services to potential clients. Human resource departments also use PowerPoint during employee training sessions and company inductions because visual presentations make it easier to explain new policies and procedures. Using charts, diagrams and images can help employees understand information more quickly than reading long documents.
Another advantage of Microsoft PowerPoint is its integration with other Microsoft 365 applications. Users can import charts from Excel, tables from Word and collaborate on presentations using OneDrive or Microsoft Teams. This allows employees to keep presentation content up to date while working together from different locations.
Despite its many benefits, Microsoft PowerPoint also has some limitations. Poorly designed presentations with too much text or excessive animations can make it difficult for audiences to stay focused. In addition, creating high-quality presentations requires time and careful planning. Without clear content and good presentation skills, even well-designed slides may not communicate information effectively.
Overall, Microsoft PowerPoint remains an important business productivity application because it helps organizations communicate ideas in a clear, professional and engaging way. Its combination of visual design tools, collaboration features and ease of use makes it suitable for meetings, employee training, client presentations and business reporting [10].
[bookmark: _Toc234919138]3.2.4 Microsoft Access
As organizations grow, they collect increasing amounts of information about customers, employees, products and business operations. Managing this information in spreadsheets can become difficult as the volume of data increases. Microsoft Access provides a database management solution that helps businesses store, organise and retrieve large amounts of structured data efficiently [11].
One of the main strengths of Microsoft Access is its ability to organise information into related tables. This reduces data duplication and improves accuracy because the same information does not need to be entered repeatedly. Access also allows users to create forms for entering data, queries for searching information and reports for presenting business data in a structured format. These features make it easier to manage information while reducing the risk of errors [11], [12].
Access was the one application I knew least about before this module. When I first looked at it, I honestly thought it looked complicated and wondered why businesses would use it instead of just Excel. After researching it properly, I now understand the difference between data storage and data analysis.
Microsoft Access is particularly useful for organizations that need to manage records on a daily basis. For example, a small business can use Access to maintain customer records, track inventory and manage supplier information in one database. Employees can quickly search for specific records, update information and generate reports without sorting through large spreadsheets. This improves efficiency and helps managers access accurate information when making business decisions.
Another advantage of Microsoft Access is that it integrates with other Microsoft Office applications. Data can be imported from Excel or exported to Word for reporting purposes, allowing businesses to combine database management with document creation and data analysis. This flexibility makes Access suitable for organizations that already use other Microsoft 365 applications.
Despite these advantages, Microsoft Access also has some limitations. It is more complex than Microsoft Excel and may require users to understand basic database concepts before they can design effective databases. Access is also best suited to small and medium-sized organizations, as larger businesses often rely on more powerful database management systems such as Microsoft SQL Server or Oracle Database to handle large numbers of users and much bigger datasets [12].
Overall, Microsoft Access is a valuable business productivity application because it provides a structured way to manage large amounts of information. While it has a steeper learning curve than Excel, its ability to organise data, improve accuracy and generate useful reports makes it a practical solution for businesses that need more than a simple spreadsheet [11].
[bookmark: _Toc234919139]3.2.5 Comparison of Microsoft Office Applications
Although Microsoft Word, Excel, PowerPoint and Access are all part of the Microsoft 365 suite, each application is designed to support a different aspect of business operations. Rather than replacing each another, they work together to improve productivity, communication and information management within an organization.
Microsoft Word is best suited for creating and editing professional documents such as reports, contracts and business correspondence. It provides tools that help users produce well-formatted documents while making it easier for teams to review and edit content before it is finalized. Word is therefore most appropriate when the main task involves preparing written business communication [7].
Microsoft Excel is more suitable when organizations need to analyze numerical data or support business decision-making. Features such as formulas, PivotTables and charts allow users to identify trends, prepare budgets and evaluate business performance. While Word focuses on written information, Excel is designed to transform data into meaningful insights that support planning and decision-making [8].
Microsoft PowerPoint focuses on presenting information in a clear and engaging way. It is commonly used for business meetings, staff training, sales presentations and project updates. By combining text, charts, images and multimedia, PowerPoint helps organizations communicate complex information more effectively to different audiences [10].
Microsoft Access serves a different purpose by providing a structured way to store, manage and retrieve large amounts of business data. Unlike Excel, which is mainly used for analyzing data, Access is designed to organise related information through databases. This makes it more suitable for managing customer records, inventory systems and other business information that requires regular updating and accurate record management [11].
Although each application has its own strengths, businesses often achieve the greatest benefits by using them together. For example, sales data may first be stored in an Access database, analyzed in Excel to identify trends, summarized in a Word report and finally presented to management using PowerPoint. This integration allows information to move efficiently between applications while supporting different stages of business operations.
Overall, Microsoft 365 provides organizations with a complete set of productivity tools that address different business needs. Choosing the right application depends on the type of task being performed. Word is most effective for document creation, Excel for data analysis, PowerPoint for presentations and Access for database management. When used together, these applications improve efficiency, support collaboration and enable organizations to make better-informed business decisions.



Table 3.1 summarizes the primary functions of the four Microsoft Office applications.
	Application
	Primary Purpose
	Typical Business Uses
	Key Strength

	Microsoft Word
	Document creation and editing 
	Reports, contracts, business letters, policies
	Professional document preparation and collaboration

	Microsoft Excel
	Data analysis and calculations
	Budgeting, forecasting, financial analysis, payroll, inventory management
	Advanced analytical and reporting capabilities

	Microsoft PowerPoint
	Presentation and visual communication
	Meetings, project proposals, sales presentations, staff training
	Clear and engaging communication of information

	Microsoft Access
	Database management
	Customer records, inventory databases, employee information, asset management
	Efficient storage and retrieval of structured data



[bookmark: _Toc234919140][bookmark: _Toc233032999]3.3 Conclusion
Business productivity applications play an important role in helping organizations manage information, improve efficiency and support everyday business activities. Microsoft Word, Excel, PowerPoint and Access each serve a different purpose, but together they provide a complete set of tools that support communication, data analysis, presentations and information management.
The analysis shows that each application is most effective when used for the task it was designed to perform. Microsoft Word helps create professional business documents, Excel supports data analysis and informed decision-making, PowerPoint improves the communication of ideas through presentations, and Access provides an efficient way to manage large amounts of structured business data. Rather than working independently, these applications complement one another and are often used together to complete business processes more effectively.
As organizations continue to adopt digital technologies and new ways of working, the ability to use business productivity applications effectively has become an essential workplace skill. Employees who understand how to select and apply the right application for different business tasks can improve productivity, reduce errors and support better decision-making. For this reason, Microsoft 365 remains one of the most widely used productivity suites in modern organizations and continues to play a significant role in supporting business success [7]–[12].

[bookmark: _Toc234335398][bookmark: _Toc234336234][bookmark: _Toc234493603][bookmark: _Toc234919141]3b PRACTICAL APPLICATIONS OF EXCEL FUNCTIONS
[bookmark: _Toc233033000][bookmark: _Toc234335399][bookmark: _Toc234336235][bookmark: _Toc234493604][bookmark: _Toc234919142]IF FUNCTION
The aim of this practical exercise was to demonstrate the use of the IF function in Microsoft Excel to perform logical decision-making based on predefined conditions. The IF function enables Excel to evaluate whether a specified condition is true or false and return different results accordingly. In business environments, this function is widely used to automate decision-making processes such as grading student performance, calculating employee bonuses, determining loan eligibility, classifying inventory levels, and evaluating sales targets 
Formula Used
=IF(Logical_Test, Value_if_True, Value_if_False)
For this exercise, the IF function was applied to evaluate data automatically based on the criteria specified in the worksheet. If the condition was satisfied, Excel returned one result; otherwise, it returned an alternative result. This eliminated the need for manual evaluation of each record.
Procedure
A dataset was first entered into Microsoft Excel containing the relevant information required for the exercise. The IF function was then inserted into the appropriate cell, specifying the logical test together with the values to be returned when the condition evaluated to TRUE or FALSE. After confirming the formula, it was copied down the remaining rows using Excel's AutoFill feature, enabling every record in the dataset to be evaluated automatically.


[image: ]
Figure 2: Screenshot demonstrating the IF function formula =IF (B2>=50,"Pass","Fail") applied to a student grade dataset in Microsoft Excel [12]
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[bookmark: _Toc233033001]                 Figure 3: IF Function in Microsoft Excel result
The IF function successfully evaluated each record according to the predefined condition and produced the appropriate result for every entry in the worksheet. The exercise demonstrated how Excel can automate logical decision-making, ensuring that all records are assessed consistently without requiring manual calculations.
The practical application highlights the importance of the IF function in business operations. Organizations frequently use logical functions to automate repetitive tasks such as determining employee performance ratings, calculating commissions, identifying customers who qualify for discounts, monitoring inventory levels, and assessing whether financial targets have been achieved. By replacing manual decision-making with automated logical rules, businesses improve processing speed, increase accuracy, and reduce the likelihood of human error.
Another significant advantage of the IF function is consistency. Once a logical rule has been defined, Excel applies the same criteria uniformly across all records, ensuring fairness and reliability in business processes. This is particularly valuable in finance, human resources, education, and sales, where decisions must be based on clearly defined organizational policies.
Although the IF function is highly effective for straightforward logical tests, it becomes more difficult to manage when numerous conditions are nested within a single formula. Complex decision-making scenarios may therefore require multiple nested IF statements or newer Excel functions such as IFS, which improve readability and simplify formula management in recent versions of Microsoft Excel [12].
Reflection
This practical exercise enhanced my understanding of how logical functions can automate routine business decisions using Microsoft Excel. I learned that the IF function not only reduces the time required to process large datasets but also improves consistency and accuracy by applying the same decision rules to every record. The activity demonstrated the practical value of spreadsheet automation and reinforced the importance of Excel as a decision-support tool in modern business environments.
[bookmark: _Toc234335400]What surprised me most about the IF function was how simple the formula was compared to how powerful its applications are in real business scenarios. I can now see myself using this function in future work situations such as tracking performance or managing inventory.

[bookmark: _Toc234336236][bookmark: _Toc234493605][bookmark: _Toc234919143]VLOOKUP FUNCTION
The aim of this practical exercise was to demonstrate the use of the VLOOKUP function to retrieve information automatically from a reference table. In business environments, VLOOKUP is commonly used to search for related information such as employee details, product prices, inventory records, customer information, and sales data. Automating data retrieval improves efficiency while reducing manual searching and data entry errors.
Formula Used
=VLOOKUP(Lookup Value, Table_ Array, Column_Index_Number, FALSE)
The FALSE argument was used to ensure that Excel returned an exact match, which is essential when working with business data where accuracy is critical.
Practical Procedure
A worksheet containing reference data was created, including unique product or employee identification numbers together with their corresponding information. The VLOOKUP function was then applied to retrieve the required information automatically based on the selected lookup value. The function successfully searched the reference table and returned the correct record without requiring manual searching.
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Figure 4: Screenshot demonstrating the VLOOKUP function formula =VLOOKUP (E2, A2:C5, 3, FALSE) used to retrieve product prices from a dataset in Microsoft Excel [12]"
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                  Figure 5: VLOOKUP in Microsoft Excel result
The successful execution of the VLOOKUP function demonstrated Excel's ability to retrieve information efficiently from large datasets. Rather than manually searching through numerous records, the function automatically located the correct matching value and returned the associated information. This significantly improves productivity while reducing the likelihood of human error.
Within business environments, VLOOKUP is widely used in inventory management to retrieve product prices, in payroll systems to obtain employee salary information, in sales management to identify customer records, and in procurement to locate supplier details. Automating these processes improves operational efficiency and ensures greater consistency when handling large volumes of organizational data.
Although VLOOKUP remains one of Excel's most widely used lookup functions, it has certain limitations. The function can only search from left to right within a table and may return errors if the lookup value does not exist or if the table structure changes. More recent versions of Microsoft Excel include XLOOKUP, which overcomes many of these limitations by providing greater flexibility and improved error handling. Nevertheless, VLOOKUP continues to be extensively used in many organizations because of its simplicity and compatibility with existing spreadsheet systems.
Reflection
This practical activity demonstrated the importance of spreadsheet automation in supporting business operations. The VLOOKUP function significantly reduces the time required to retrieve information from large datasets while improving accuracy and consistency. Through this exercise, I developed a better understanding of how lookup functions support data management and decision-making in real business environments.
 Before this exercise, I had never used VLOOKUP before and found it slightly confusing at first. However, after practicing with the product dataset I understood how it works and can see why it is so widely used in business for retrieving information quickly from large tables.
[bookmark: _Toc234506289][bookmark: _Toc234506472][bookmark: _Toc234506584][bookmark: _Toc234506920][bookmark: _Toc234507095][bookmark: _Toc234919144]3.4 Conclusion
The practical exercises successfully demonstrated the application of Microsoft Excel's IF and VLOOKUP functions in solving common business problems. The IF function illustrated how logical tests can automate decision-making by classifying data according to predefined conditions, while the VLOOKUP function demonstrated the efficient retrieval of related information from reference tables. Together, these functions reduce manual processing, improve data accuracy, and enhance operational efficiency.
The practical activities also highlighted Excel's value as a business decision-support tool. By automating calculations and data retrieval, organizations can minimize human error, increase productivity, and make faster, evidence-based decisions. The exercise reinforced the importance of spreadsheet skills in finance, human resources, sales, inventory management, and other business functions where accurate and timely information is essential.
[bookmark: _Toc233033002][bookmark: _Toc234335401][bookmark: _Toc234336237][bookmark: _Toc234493606][bookmark: _Toc234919145]4. Communication and Collaboration Applications
[bookmark: _Toc234919146]4.1 Introduction
The way organizations communicate has changed significantly over the last few years. With more businesses adopting hybrid and remote working, digital communication and collaboration tools have become part of everyday business operations. Instead of relying only on face-to-face meetings, employees can now communicate, share information and work on projects from different locations using online platforms. As a result, choosing the right communication and collaboration tools has become an important business decision because it affects teamwork, productivity and the way employees work together.
Although communication and collaboration applications are often used together, they serve different purposes. Communication tools help people exchange information through messaging, voice calls and video meetings, while collaboration tools allow several users to work on shared documents, files and projects in real time. Many organizations use a combination of both to improve efficiency and support teamwork across different departments.
This section examines Microsoft Teams as a communication platform and Google Docs as a collaboration application. It discusses their main features, strengths, limitations and how they are used in business environments. The section also compares the two applications to show how they support different aspects of teamwork and why many organizations choose to use them together [13].
[bookmark: _Toc234919147]4.2 Microsoft Teams
Microsoft Teams is a communication and collaboration platform developed by Microsoft as part of the Microsoft 365 suite. It combines messaging, video meetings, voice calls, file sharing and collaboration tools into one platform, allowing employees to communicate and work together without switching between different applications [13]. This makes it a practical solution for organizations that support remote, hybrid or office-based work.
One of the main strengths of Microsoft Teams is that it keeps communication organized. Instead of relying on long email chains, employees can communicate through individual chats or team channels created for specific departments, projects or tasks. This makes it easier to keep discussions focused and helps employees find previous conversations when they need them. Teams also supports video meetings, screen sharing and meeting recordings, allowing staff to work together even when they are in different locations [13], [14], [15].
Another useful feature is its integration with other Microsoft 365 applications. Employees can open and edit Word, Excel or PowerPoint files directly within Teams while continuing their discussions through chat or online meetings. This reduces the need to send multiple versions of the same document by email and helps everyone work from the most up-to-date version. Microsoft has also introduced AI-powered features through Microsoft Copilot, which can generate meeting summaries, organise notes and suggest follow-up tasks, helping employees save time and manage their workload more efficiently [13].
Many organizations use Microsoft Teams for project meetings, employee training and day-to-day communication. For example, a project manager can schedule an online meeting, share project documents with the team and discuss progress using dedicated channels without leaving the application. Having communication and shared files in one place improves coordination and reduces the chances of important information being overlooked.
Although Microsoft Teams offers many useful features, it also has some limitations. New users may find the interface difficult to navigate because there are many menus and settings to explore. The free version also limits meeting duration, participant numbers and cloud storage compared to the paid version [16], [17]. Like most cloud-based applications, Teams depends on a stable internet connection, and poor connectivity can interrupt meetings or delay file synchronization.
Overall, Microsoft Teams is an effective communication platform because it brings together messaging, meetings and file sharing in a single workspace. While it may take some time for new users to become familiar with all its features, its ability to improve communication and support teamwork makes it a valuable tool for modern organizations [13].
[bookmark: _Toc234919148]4.3 Google Docs
Google Docs is a cloud-based word processing application that forms part of Google Workspace. It allows multiple users to create, edit and review the same document at the same time through a web browser, making collaboration simple and accessible from almost any device [18], [19]. Because documents are stored online, team members can continue working together even when they are in different locations.
One of the biggest advantages of Google Docs is real-time collaboration. Instead of sending different versions of a document by email, everyone works on a single shared file. Changes appear instantly, allowing team members to see updates as they happen. This reduces confusion, saves time and helps ensure that everyone is working on the latest version of the document [18].
Google Docs also includes features that make reviewing work more organized. Users can leave comments, suggest changes and assign tasks without editing the original text directly. The Version History feature records previous edits, making it possible to review earlier versions or restore content if mistakes are made. These tools support teamwork by providing a clear record of changes while making it easier for team members to discuss and improve documents together [18], [19].
Businesses use Google Docs for many everyday activities, including writing reports, preparing proposals, recording meeting minutes and developing project documentation. For example, a team preparing a business proposal can work on the same document simultaneously, leave comments for one another and finalize the report without exchanging multiple email attachments. This not only improves efficiency but also makes collaboration more organized.
Another strength of Google Docs is its accessibility. Since documents are stored in the cloud, employees can access their work from different devices, whether they are using a laptop, tablet or smartphone. Sharing documents is also straightforward because users only need to send a secure link and can control whether others are allowed to view, comment on or edit the document [7], [19]. For small businesses and educational institutions, Google Docs is also a cost-effective solution because many of its core features are available at no additional cost through a Google account.
Despite these advantages, Google Docs has some limitations. Although offline editing is available, most collaboration features work best with a stable internet connection [20]. It also provides fewer advanced formatting and document design options than Microsoft Word, which may be a disadvantage for organizations producing highly formatted reports or technical documents. In addition, some businesses may have concerns about storing confidential information on cloud-based servers, particularly where strict data security or regulatory requirements apply [18], [20].
Overall, Google Docs is an effective collaboration tool because it makes it easy for people to create, review and share documents together in real time. Its simple interface, automatic saving and collaborative editing features make it particularly suitable for organizations that value teamwork, flexibility and efficient document management.
[bookmark: _Toc234919149]4.4 Comparison of Microsoft Teams and Google Docs
Although Microsoft Teams and Google Docs both support teamwork, they are designed to solve different business challenges. Microsoft Teams focuses on communication by bringing together messaging, meetings and file sharing in one platform. Google Docs, on the other hand, is designed for collaborative document creation, allowing several users to work on the same file at the same time. Rather than competing with each other, the two applications complement one another and are often used together in modern organizations.
Microsoft Teams is particularly effective when employees need to communicate regularly, coordinate projects or hold virtual meetings. Features such as team channels, video conferencing and screen sharing help staff stay connected regardless of their location. This makes Teams a good choice for organizations with remote or hybrid working arrangements where communication is essential for completing daily tasks [13], [15].
Google Docs performs better when the main task involves creating or reviewing documents collaboratively. Instead of sending several versions of the same file by email, team members can edit one shared document, leave comments and suggest changes in real time. This makes it especially useful for preparing reports, meeting minutes, proposals and other documents that require input from multiple people [18], [19].
Many organizations choose to use both applications because they complement each other. For example, a project team might hold a planning meeting in Microsoft Teams, discuss ideas through the chat function and then work together on a shared proposal using Google Docs. Using both platforms allows communication and document collaboration to take place smoothly without interrupting the workflow.
The widespread use of Microsoft Teams and Google Docs can also be explained using the Technology Acceptance Model (TAM), developed by Davis. The model suggests that people are more likely to adopt a technology if they believe it is useful and easy to use [23]. Microsoft Teams is valued because it combines several communication tools into one platform, improving efficiency for many organizations. Google Docs is widely adopted because its simple interface, automatic saving and real-time editing make collaboration straightforward, even for users with limited technical experience. These characteristics help explain why both applications have become important tools in modern workplaces.
Overall, neither application is better in every situation because they are designed for different purposes: one for coordination, the other for document production. The comparison suggests they are best treated as complementary rather than competing tools.

Table 4.1 summarizes the key differences between Microsoft Teams and Google Docs.
	Criterion
	Microsoft Teams
	Google Docs
	Evaluation

	Primary Purpose
	Communication and collaboration platform
	Collaborative document editing
	Teams offers broader organizational functionality.

	Real-time Collaboration
	Documents, chat, meetings, file sharing
	Collaborative document editing
	Both provide excellent collaboration but in different contexts.

	Communication Features
	Chat, voice calls, video meetings, channels
	Comments and suggestions only
	Teams provides significantly stronger communication capabilities.

	Integration
	Microsoft 365 ecosystem
	Google Workspace ecosystem
		Both integrate well within their respective ecosystems.




	Ease of Use
	Moderate learning curve
	Simple and intuitive interface
	Google Docs is easier for new users.

	Security
	Enterprise-grade security and compliance
	Strong cloud security with Google Workspace
	Teams offers more advanced enterprise management features

	Business Suitability
	Medium and large organizations; hybrid work
	Small businesses, education, collaborative writing
	Suitability depends on organizational needs and scale.



[bookmark: _Toc233033006][bookmark: _Toc234335405][bookmark: _Toc234336241][bookmark: _Toc234493610][bookmark: _Toc234919150]4.5 Conclusion
In conclusion, Microsoft Teams and Google Docs address different needs rather than competing for the same purpose: Teams centralises real-time communication by bringing together messaging, video and telephony in one place, while Google Docs centralises collaborative document editing through real-time co-authoring from anywhere in the world [13]. In practice, most organisations get the most value from using both together, for example, discussing ideas in Teams before drafting the resulting report in Google Docs. Used this way, the two tools support productivity and teamwork across both remote and office-based work environments [15].
From a theoretical perspective, the Technology Acceptance Model (TAM) proposed by Davis suggests that users adopt technology based on two factors: perceived usefulness and perceived ease of use [23]. Applying this model, Microsoft Teams scores highly on perceived usefulness due to its comprehensive communication features, while Google Docs scores highly on both usefulness and ease of use due to its simple interface and real time collaboration capabilities. Using TAM helped me understand why Microsoft Teams and Google Docs are widely used. During my testing, I noticed that both platforms are easy to access and provide useful features that support communication and teamwork, which encourages users to continue using them
[bookmark: _Toc233033007][bookmark: _Toc234335406][bookmark: _Toc234336242][bookmark: _Toc234493611][bookmark: _Toc234919151]4b) PRACTICAL TESTING OF MICROSOFT TEAMS AND GOOGLE DOCS FEATURES.
[bookmark: _Toc233033008][bookmark: _Toc234335407][bookmark: _Toc234336243][bookmark: _Toc234493612][bookmark: _Toc234919152]MICROSOFT TEAMS.
The aim of this practical exercise was to explore how Microsoft Teams supports communication and collaboration in a business environment. I tested some of its main features, including chat, meetings and file sharing, to understand how they can help teams work together more effectively, especially when employees are working from different locations.
Procedure
I started by signing in to Microsoft Teams using my school email account. After logging in, I created a team and explored the different communication features available. I used the chat function to send and receive messages, which showed how quickly team members can communicate without relying on email.
Next, I scheduled a meeting using the Teams calendar and joined it through the meeting link. During the meeting, I tested screen sharing to present information and uploaded files so they could be accessed by everyone in the team. This allowed me to see how Teams combines communication, meetings and document sharing in one place, making it easier to manage group work.
[image: ]
                                       Figure 6: Microsoft teams chat message test
The practical exercise showed that Microsoft Teams is designed to make communication quick and organized. Messages sent through the chat feature appeared almost immediately, making conversations much faster than exchanging emails. I also found that keeping discussions within one team helped organise information and reduced the chances of missing important messages.
The meeting feature worked well together with screen sharing and file sharing. Instead of switching between different applications, everything could be managed from the same platform. This would be useful in a business where employees regularly meet online, share documents and work on the same projects [13].
One feature that stood out during the exercise was file sharing. Once a document was uploaded, everyone in the team could access the latest version without sending multiple email attachments. This reduces confusion and helps team members work from the same document, which can improve teamwork and reduce errors.
Although Microsoft Teams offers many useful features, I noticed that it can feel overwhelming when using it for the first time because there are many menus and options to explore. It also depends on a reliable internet connection, especially during video meetings. However, after spending some time using the platform, I found it much easier to navigate and understand.
[bookmark: _Toc234493613][bookmark: _Toc234919153]Reflection
The chat feature enables instant communication, reducing reliance on email and improving response times in team environments. The screenshot above demonstrates the use of the chat messaging feature in Microsoft Teams. A message was sent to a contact using the chat function, which allows employees to communicate instantly without the need for emails. This feature is widely used in businesses to improve internal communication and reduce response times [13].
Before this practical exercise, I mainly used Microsoft Teams to attend online classes. I had never explored many of its collaboration features in detail. Testing the platform myself helped me understand how businesses use it to organise meetings, communicate with colleagues and share files in one place.
[bookmark: _Toc233033009]The exercise also showed me that Microsoft Teams is more than just a messaging application. Bringing chat, meetings and document sharing together makes teamwork much easier, particularly when employees are working remotely. I now feel more confident using these features and believe they will be useful during future group assignments and in my professional career.
[bookmark: _Toc234335408][bookmark: _Toc234336244][bookmark: _Toc234493614][bookmark: _Toc234919154]GOOGLE DOCS — TESTED FEATURE: Comment Feature
The aim of this practical exercise was to explore how Google Docs supports collaboration through cloud-based document editing. I wanted to test how people can create, edit and review the same document at the same time, and understand why many organizations use Google Docs for team work.
Procedure 
I signed in to my Google account and opened Google Docs through Google Workspace. I created a new document and added a title, headings and some sample text to test the basic editing tools. As I worked, I noticed that the document was saved automatically without needing to click the save button.
Next, I shared the document and explored the different permission settings, including Viewer, Commenter and Editor. I also tested the comment and suggestion features to see how feedback can be provided without changing the original content. Finally, I checked the Version History feature to see how previous changes were recorded and how earlier versions of the document could be restored if necessary.

[image: ]
                                   Figure 7: Comment feature in Google docs
The practical exercise showed that Google Docs makes collaboration simple because several people can work on the same document at the same time. Any changes made to the document appeared almost instantly, so everyone could see the latest version without sending files back and forth through email.
One feature I found particularly useful was automatic saving. Every change was saved to Google Drive while I was working, which reduced the risk of losing my work. I also liked the Version History feature because it allowed me to view earlier versions of the document and track the changes that had been made. This would be especially useful when several people are editing the same report or project document.
The comment and suggestion tools also improved collaboration. Instead of editing someone else's work directly, I could leave feedback for them to review first. This creates a clear review process and helps avoid confusion, especially when different team members are contributing to the same document [18].
Although Google Docs is very easy to use, I noticed that it does not offer as many advanced formatting options as Microsoft Word. Some features also work best when there is a stable internet connection. Even so, for everyday collaboration and group work, I found Google Docs to be simple, reliable and efficient.
[bookmark: _Toc234493615][bookmark: _Toc234919155]Reflection
The comment and suggestion features facilitate constructive feedback without altering the original content, making Google Docs highly effective for collaborative document development and review processes.
The screenshot above demonstrates the use of the comment feature in Google Docs. A comment was added to a selected section of text to provide feedback and suggestions for improvement. This feature is particularly useful in business as it allows team members to collaborate and review documents without directly editing the original content [13].
The real time editing feature in Google docs allows users to type and edit documents while changes are saved automatically. In this test, a document was created and text entered successfully. The system automatically saved the work, showing how Google docs supports smooth collaboration and prevents data loss.
Before completing this practical exercise, I mainly used Google Docs for basic typing and class assignments. I had never really explored features such as suggestion mode or Version History. Testing these tools helped me understand how they support teamwork by making it easier to review changes, give feedback and keep track of document updates.
The exercise also changed the way I think about collaborative work. Instead of sending different versions of the same document by email, everyone can work on one shared file and see updates immediately. I can see how this would save time, reduce mistakes and improve communication in both academic group assignments and business environments. Overall, I feel much more confident using Google Docs as a collaborative tool than I did before this practical.
[bookmark: _Toc234919156]4.6 Comparative Reflection on Microsoft Teams and Google Docs
Using Microsoft Teams and Google Docs during the practical helped me understand that, although both applications support teamwork, they are designed for different purposes. Before completing the exercises, I thought they performed similar functions. After testing them, I realized that each platform has its own strengths and works best in different situations.
Microsoft Teams was more useful for communication. Features such as chat, meetings and file sharing made it easy to keep conversations and project files in one place. I found it convenient because I did not have to switch between different applications when communicating with team members. This would be especially useful for organizations where employees need to discuss ideas, hold meetings and share updates throughout the day.
Google Docs, on the other hand, was better for creating and editing documents together. I liked being able to see changes appear immediately as the document was updated. Features such as comments, suggestion mode and Version History made it easier to review work without creating multiple copies of the same document. I can see how this would save time when several people are working on one report or proposal.
One difference I noticed was that Google Docs was easier to learn because its layout is simple and familiar. Microsoft Teams has many more features, so it took a little longer to become comfortable using the platform. However, once I explored the different tools, I could see why many businesses use Teams as their main communication platform.
Overall, I do not think one application is better than the other because they are designed for different tasks. Microsoft Teams is more suitable for communication and project coordination, while Google Docs works better for collaborative document writing. Based on this practical exercise, I believe the best results are achieved when both applications are used together, as each one complements the other and helps improve teamwork in different ways.
[bookmark: _Toc234919157]4.7 Conclusion
This practical exercise helped me understand how Microsoft Teams and Google Docs support communication and collaboration in different ways. Although I was already familiar with both applications, using their features during the practical gave me a better understanding of how they are used in real business environments.
Microsoft Teams proved to be a useful platform for communication, meetings and file sharing, while Google Docs made it easy to create and edit documents with other users in real time. Testing these features showed me that both applications improve teamwork, but they do so in different ways. Teams helps people stay connected and coordinate their work, whereas Google Docs makes it easier to collaborate on shared documents.
Overall, this practical exercise improved both my technical skills and my understanding of digital collaboration. I am now more confident using these applications and can see how they would support teamwork in academic projects as well as in the workplace. As more organizations continue to adopt hybrid and remote working, I believe these skills will be valuable in my future career.





[bookmark: _Toc234919158]Overall Reflection — My Learning Journey in Software Solutions for Business (ACCA4026)
 Completing this assignment has been one of the most practically valuable experiences of my studies so far. Before starting this module, I viewed software applications as straightforward tools that simply helped people type documents or create spreadsheets. What this assignment taught me is that software is not just a tool, it is a strategic asset that shapes how businesses compete, communicate and make decisions in the digital age.
Task 1 fundamentally changed how I think about technology selection. When I began comparing Shopify and Wix, I assumed the better platform would simply be the one with more features. After applying Porter's Competitive Advantage framework, I realized that the right platform depends entirely on what a business is trying to achieve. A startup trying to get online quickly has completely different needs from an established retailer scaling to international markets. This insight will stay with me because it applies beyond e-commerce, it applies to every technology decision a business makes.
Task 2 surprised me most. I had used mind maps before as a note-taking shortcut, but creating one for this assignment showed me their real power. When I built the MindMeister diagram and placed Business Software Applications at the center, connections I had never previously noticed became immediately obvious. I had not considered before that Salesforce and Power BI belong to the same strategic category as tools that turn data into competitive advantage. Applying Rogers' Diffusion of Innovation theory also helped me understand why some teams resist new tools even when those tools would clearly improve their work.
Task 3 was where I grew the most practically. I had used Word for years without ever properly understanding track changes. I had opened Excel hundreds of times without ever writing a formula more complex than a sum. Working through the IF function and VLOOKUP from scratch, making mistakes, rereading the syntax, getting it wrong and trying again, taught me more about Excel in one afternoon than I had learned in years of casual use. I now understand why employers list Excel proficiency as a requirement for almost every business role. It is not about typing numbers into cells, it is about automating decisions and surfacing insights that would take hours to find manually.
Task 4 confirmed something I had experienced during group assignments but never had the language to explain. Microsoft Teams and Google Docs are not alternatives, they are complements. Teams is where conversations happen and Google Docs is where the output of those conversations takes shape. Understanding the Technology Acceptance Model helped me see why both tools have been adopted so widely, they succeed because they make people feel more capable rather than more confused.
Looking back across all four tasks the most important thing I am taking away is not any specific software skill. It is the ability to evaluate a tool strategically, to ask not just what it does but whether it fits the context, the business size and the long-term goal. That thinking is what separates a competent technology user from someone who can genuinely help an organization make better decisions through software. I intend to carry that approach into everything I do going forward.

Date: 24 August 2026
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