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[bookmark: _Toc234574871]Task 1. e-Commerce Website builders/software solutions 
Contemporary e-Commerce Website Builders/Software Solutions
Modern e-Commerce website builders allow businesses to create and manage online stores without advanced programming knowledge. In the UK, platforms such as Shopify and Wix are widely used because they provide simple tools for designing websites, processing payments, and managing products. These platforms are especially useful for small and medium-sized businesses that want to sell products online quickly and efficiently.
[bookmark: _Toc234574872]Shopify
Shopify is one of the most popular e-Commerce website builders used by businesses in the UK and globally. The platform is designed mainly for online selling and provides an all-in-one solution that includes web hosting, payment systems, stock management, and marketing tools. According to recent UK technology reviews, Shopify is considered one of the strongest platforms for businesses that want to scale their online stores because of its professional selling features and wide range of integrations. 
One of Shopify’s main advantages is its ease of use. Businesses can choose from professional templates and customise their websites without coding skills. The platform also supports multiple payment gateways, including debit cards, PayPal, and Apple Pay, making it convenient for UK customers. Another important feature is its large app marketplace, which allows businesses to add extra functions such as customer loyalty systems, email marketing, and delivery tracking. 
Shopify is also highly scalable. Small businesses can begin with basic plans and later upgrade as sales increase. This flexibility makes the platform suitable for both start-ups and larger companies. In addition, Shopify provides secure hosting and automatic software updates, reducing technical maintenance for users. However, there are some limitations. Monthly subscription costs can become expensive when businesses add premium apps or advanced features. Some users also report that customising certain parts of the checkout process may require additional technical knowledge. 
Overall, Shopify is a reliable solution for businesses that want a professional and scalable e-Commerce platform with strong selling tools and secure payment systems.
[bookmark: _Toc234574873]Wix
Wix is another contemporary website builder that has become increasingly popular in the UK. Unlike Shopify, Wix was originally created as a general website builder, but it now includes powerful e-Commerce features for online businesses. Recent UK reviews describe Wix as one of the most flexible and beginner-friendly website builders available. 
A major strength of Wix is its drag-and-drop editor, which allows users to create attractive websites easily. The platform offers hundreds of templates suitable for online stores, restaurants, and service businesses. Wix also includes AI-powered design tools that can automatically generate website layouts and content suggestions, helping users create websites more quickly. 
Wix supports online payments, product catalogues, booking systems, and social media integration. This makes it suitable for small UK businesses that want both a website and an online store in one platform. Another advantage is affordability, as Wix provides different pricing plans that are generally cheaper than more advanced e-Commerce systems. The platform also includes built-in SEO tools to help businesses improve their visibility on search engines such as Google. 
Despite these benefits, Wix has some disadvantages. While it is excellent for beginners and small businesses, it may not be ideal for very large online stores with thousands of products. Some advanced e-Commerce features are more limited compared to Shopify, particularly for businesses that want extensive integrations or international selling options. 
In conclusion, Wix is a user-friendly and cost-effective e-Commerce website builder that is suitable for small businesses and individuals who want to create professional online stores without technical expertise [2].
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[bookmark: _Toc234574875]What is Mind Mapping?

Mind mapping is a visual technique used to organise information, ideas, and concepts around a central topic. Instead of presenting information in a traditional linear format, a mind map starts with a main idea placed at the centre of a page or screen, with related topics branching outward. These branches can then be divided into smaller subtopics, creating a clear visual structure that shows how ideas are connected. Modern software applications, such as MindView, XMind, and Ayoa, enable users to create digital mind maps that can be edited, shared, and integrated with other business tools. Digital mind mapping software also enables teams to collaborate remotely, making it a valuable resource for modern organisations [1].
Mind mapping is widely used in business environments for brainstorming, project planning, problem-solving, note-taking, and strategic planning. The visual nature of a mind map helps users identify relationships between ideas, making complex information easier to understand and manage. [1],[3].
[bookmark: _Toc234574876]Benefits of Mind Mapping in Business Operations
Improved Organisation and Planning
One of the main advantages of mind mapping is its ability to organise information effectively. Businesses often manage large amounts of data, tasks, and projects simultaneously. Mind maps provide a structured overview of information, helping employees break complex projects into manageable sections. This makes it easier to identify priorities, allocate resources, and track progress throughout a project lifecycle [2].
Enhanced Creativity and Innovation
Mind mapping encourages free-flowing thinking by allowing users to explore ideas without the restrictions of traditional note-taking methods. Employees can quickly record thoughts and create links between different concepts, which can lead to innovative solutions and new business opportunities. During brainstorming sessions, mind maps help teams visualise ideas and discover connections that may otherwise be overlooked.[2],[3].
Better Communication and Collaboration
Modern organisations increasingly rely on teamwork and collaboration. Digital mind mapping software enables multiple users to contribute ideas in real time, ensuring that all team members can participate in discussions and planning activities. Visual representations of information also improve communication by making complex topics easier to explain and understand. This can reduce misunderstandings and support more effective decision-making.
Increased Productivity
Mind mapping can improve workplace productivity by helping employees organise tasks, identify key objectives, and focus on priorities. A visual overview of projects allows teams to understand dependencies and next steps more clearly, reducing time spent searching for information or clarifying responsibilities. As a result, business processes can become more efficient and streamlined [3].
[bookmark: _Toc234574877]Development of mindmap
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Figure 1 Screenshot of created mindmap.
Improved Knowledge Retention
The combination of keywords, colours, images, and visual connections makes information easier to remember. Employees can quickly review a mind map and understand the relationships between concepts, which supports learning and knowledge sharing across an organisation. This is particularly useful during staff training, meetings, and strategic planning sessions [1].
Conclusion
Mind mapping is a powerful visual technique that helps businesses organise information, generate ideas, improve communication, and increase productivity. Contemporary mind mapping software provides organisations with flexible tools for planning projects, supporting collaboration, and managing knowledge more effectively. By transforming complex information into a clear visual format, mind mapping enables businesses to make better decisions and operate more efficiently in a competitive environment [3].
References
[1] The Mind Map Book, 6 September 1993, ISBN 0-563-36373-8
[2]University of Huddersfield: Create Visual Mind Maps with MindView. Available at: https://www.hud.ac.uk  Accessed on 15/06/2026
[3] Mind view: MindView | Library | The University of Sheffield Accessed on 15/06/2026
[bookmark: _Toc234574878]Task 3. Office Applications for creating, storing, presenting, and analysing information/data.
Modern businesses rely heavily on office software to create documents, analyse information, manage data and communicate effectively. Office applications improve productivity by enabling employees to complete tasks more efficiently, collaborate with colleagues and maintain accurate business records. The Microsoft Office suite remains one of the most widely used collections of business software in the UK because it provides tools for document creation, presentations, data analysis and database management.
This report explains four key office software solutions used in business operations: Microsoft Word, Microsoft PowerPoint, Microsoft Excel and Microsoft Access. It examines their main features, benefits and limitations, while demonstrating how they support organisations in everyday business activities.[1],[3].

[bookmark: _Toc234574879]1. Microsoft Word
Overview
Microsoft Word is a word-processing application used to create, edit, format and share professional documents. Businesses use Word for letters, reports, contracts, meeting minutes, policies, training materials and other written communications. Word is available through Microsoft 365 and continues to include collaborative and accessibility features that support modern workplaces. 
Major Features
Microsoft Word includes a wide range of tools designed to improve document creation and management:
· Professional document formatting 
· Templates for reports, letters and business documents 
· Spell check and grammar checking 
· Tables, charts and images 
· Track Changes and commenting tools 
· Real-time collaboration through cloud storage 
· Document recovery and autosave features 
· Accessibility checking tools for inclusive documents 
Benefits of Microsoft Word
Professional Document Creation
Word enables businesses to produce professional-looking documents quickly. Formatting tools help maintain a consistent appearance across company reports, policies and customer communications.
Improved Collaboration
Multiple employees can work on the same document simultaneously through Microsoft 365. This reduces duplication of work and improves teamwork across departments.
Increased Accuracy
Built-in spelling, grammar and proofreading tools help reduce errors in business documents, improving professionalism and reducing the risk of misunderstandings.
Time Saving
Templates and reusable document formats allow businesses to create documents more efficiently. Standardised templates also help ensure brand consistency.
Secure Storage
Documents can be stored securely using OneDrive and shared with authorised users. This reduces the likelihood of lost files and supports remote working. 
Limitations of Microsoft Word
Limited Data Analysis
Although Word can display tables and simple charts, it is not designed for advanced calculations or large-scale data analysis.
Formatting Issues
Documents may appear differently when opened on different devices or software versions, potentially affecting layout and presentation.
Large Documents Can Become Complex
Managing extensive reports with hundreds of pages can become difficult and may require advanced knowledge of styles, references and formatting tools.
Subscription Costs
Many advanced features require a Microsoft 365 subscription, which may increase costs for some businesses.
Business Example
A human resources department may use Microsoft Word to create employment contracts, staff handbooks and company policies. The Track Changes feature allows managers and legal teams to review amendments before documents are finalised.[1]

[bookmark: _Toc234574880]2. Microsoft PowerPoint
Overview
Microsoft PowerPoint is presentation software used to communicate information visually. Businesses commonly use PowerPoint for meetings, training sessions, sales pitches, project updates and conferences. It allows users to combine text, images, charts, videos and animations into engaging presentations. 
Major Features
PowerPoint offers several tools that help organisations create effective presentations:
· Slide-based presentation design 
· Professional templates and themes 
· Charts, diagrams and SmartArt graphics 
· Animation and transition effects 
· Video and audio integration 
· Presenter View and Speaker Coach 
· Real-time collaboration 
· AI-assisted design suggestions through PowerPoint Designer and Copilot features 
Enhanced Communication
 Benefits of Microsoft PowerPoint
Visual presentations often communicate information more effectively than written documents alone. Charts, diagrams and images help audiences understand complex information quickly.
Professional Appearance
Built-in templates and design tools help businesses create attractive presentations without requiring specialist design skills.
Improved Audience Engagement
Animations, videos and interactive content can capture audience attention and increase participation during meetings and training sessions.
Flexible Delivery
Presentations can be delivered in person, online or shared electronically. This flexibility supports hybrid and remote working environments.
Supports Training and Education
Businesses frequently use PowerPoint to train employees and communicate new policies, procedures and business strategies.
Limitations of Microsoft PowerPoint
Risk of Overloading Slides
Poorly designed presentations with excessive text or animations can reduce audience engagement and make information difficult to understand.
Dependence on Technology
Presentations require functioning hardware and software. Technical problems can disrupt meetings and training sessions.
Limited Data Processing
PowerPoint can display data, but it is not designed for advanced calculations or database management.
Time-Consuming Design
Creating high-quality presentations may require significant preparation time, especially for important business events.
Business Example
A sales team may use PowerPoint to deliver a product presentation to potential clients. Visual charts, product images and customer testimonials can help persuade customers and improve sales opportunities.[2]

[bookmark: _Toc234574881]3. Microsoft Excel
Overview
Microsoft Excel is a spreadsheet application used for storing, organising, calculating and analysing data. It is one of the most important tools in modern business because it supports budgeting, forecasting, financial reporting, inventory management and performance analysis. Excel remains widely used across organisations of all sizes due to its flexibility and analytical capabilities. 
Major Features
Excel contains powerful features that enable businesses to manage and analyse data effectively:
· Worksheets and workbooks 
· Mathematical formulas and functions 
· PivotTables 
· Charts and graphs 
· Conditional formatting 
· Data sorting and filtering 
· Forecasting tools 
· Data visualisation features 
· Integration with Microsoft 365 and Copilot tools for analysis and formula generation 
Benefits of Microsoft Excel
Powerful Data Analysis
Excel can analyse large volumes of business data quickly. Businesses use formulas and functions to calculate profits, expenses, sales performance and other key performance indicators.
Financial Management
Many organisations use Excel for budgeting, payroll calculations and financial forecasting. This helps managers make informed decisions based on accurate data.
Data Visualisation
Charts and graphs allow businesses to present information clearly and identify trends, patterns and opportunities.
Flexibility
Excel can be adapted to many different business functions, including accounting, marketing, operations and human resources.
Automation
Functions, templates and macros can automate repetitive tasks, improving efficiency and reducing manual errors.
Limitations of Microsoft Excel
Human Error
Manual data entry can lead to mistakes that affect calculations and reports. Small errors can sometimes have significant consequences.
Difficult for Very Large Datasets
Although Excel can manage substantial amounts of information, extremely large datasets may exceed practical limits and affect performance.
Security Risks
Sensitive business information stored in spreadsheets can be vulnerable if proper security measures are not applied.
Requires Training
Advanced features such as PivotTables, macros and complex formulas require specialist knowledge and training.
Business Example
A retail company may use Excel to track monthly sales figures. Managers can create charts showing sales trends, identify top-performing products and forecast future demand based on historical data.[3]

[bookmark: _Toc234574882]4. Microsoft Access
Overview
Microsoft Access is a database management system that enables organisations to store, organise and retrieve large quantities of structured information. Unlike Excel, which focuses primarily on spreadsheets, Access uses relational databases to manage interconnected data. Businesses often use Access for customer records, inventory management, employee information and operational databases.
Major Features
Microsoft Access provides several tools for managing business information:
· Relational database management 
· Tables for data storage 
· Queries for searching and analysing information 
· Forms for data entry 
· Reports for presenting information 
· Macros and automation tools 
· Integration with Microsoft Office applications 
· Database relationships between multiple tables 
Benefits of Microsoft Access
Efficient Data Management
Access can store large amounts of structured information while reducing duplication through relational database design.
Improved Data Accuracy
Validation rules and controlled data entry forms help reduce errors and improve data quality.
Powerful Reporting
Businesses can generate customised reports from database records, supporting decision-making and operational management.
Cost-Effective Database Solution
For small and medium-sized organisations, Access provides database functionality without the complexity and expense of larger enterprise database systems.
Integration with Other Office Applications
Access works effectively with Excel, Word and other Microsoft applications, allowing businesses to transfer and analyse information across multiple platforms.
Limitations of Microsoft Access
Limited Scalability
Access is generally more suitable for small and medium-sized databases. Larger organisations often require more powerful database systems such as SQL Server.
Windows Dependency
Access is primarily designed for Windows environments, which limits compatibility for organisations using other operating systems.
Multi-User Limitations
Although multiple users can access databases, performance may decline as the number of users increases.
Learning Curve
Database design requires specialist knowledge. Employees may need training to create effective database structures and queries.
Business Example
A customer service department may use Access to maintain customer records, service histories and complaint information. Employees can quickly search for customer details and generate reports that support decision-making and service improvement. [4]

Comparison of the Four Applications
	Application
	Primary Purpose
	Key Strength
	Main Limitation

	Microsoft Word
	Document creation
	Professional document formatting
	Limited data analysis

	Microsoft PowerPoint
	Presentations
	Visual communication
	Limited data processing

	Microsoft Excel
	Data analysis and calculations
	Powerful analytical tools
	Risk of user errors

	Microsoft Access
	Database management
	Structured data storage
	Less suitable for very large databases



Conclusion
Microsoft Word, PowerPoint, Excel and Access each perform important functions within business operations. Word supports professional document creation and communication, while PowerPoint enables organisations to deliver engaging presentations. Excel provides powerful tools for analysing business data, budgeting and forecasting, whereas Access offers effective database management for storing and retrieving structured information.
Together, these applications help businesses improve productivity, communication, decision-making and information management. Although each application has certain limitations, their combined use provides organisations with a comprehensive suite of tools for creating, storing, presenting and analysing information. As businesses continue to adopt digital technologies, these office software solutions remain essential components of modern business operations.[4],[5]
[bookmark: _Toc234574883]Testing of VLOOKUP Function
The VLOOKUP function was tested by creating a simple employee database containing Employee ID, Name, Department and Salary. A separate lookup table was created where an Employee ID was entered. The formula:
was used to return the employee's name automatically based on the ID entered. The same method was used to retrieve the employee's department and salary by changing the column index number. This demonstrated how VLOOKUP searches the first column of a table and returns matching information from another column. The feature is particularly useful for reducing manual searching, improving accuracy and saving time when working with large datasets.
Screenshot Evidence
· Screenshot 1: Original employee data table.
· Screenshot 2: VLOOKUP formula entered in the formula bar.
· Screenshot 3: Completed lookup showing the returned employee details.
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Figure 2 Testing of VLOOKUP.

[bookmark: _Toc234574884]Testing of Pivot Table
A Pivot Table was created using a sales dataset containing Product, Region, Salesperson and Sales Amount. After selecting the data, the Insert > PivotTable option was used. The Region field was placed in the Rows area, while Sales Amount was placed in the Values area to calculate the total sales for each region automatically.
The Pivot Table instantly summarised the data without altering the original dataset. Different fields were then moved between Rows, Columns and Filters to produce alternative summaries. This demonstrated how Pivot Tables allow users to analyse large amounts of information quickly and identify trends that would be difficult to see in raw data.
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Figure 3 Testing of Pivot Table 1
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Figure 4 Testing of Pivot Table 2
[image: ]
Figure 5 Final created Pivot Table.

[bookmark: _Toc234574885]Testing of IF Function
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Figure 6 Testing of IF function.

Conclusion
Testing both VLOOKUP and Pivot Tables demonstrated how Microsoft Excel can automate data retrieval and simplify data analysis. These features improve efficiency, minimise errors and provide users with clear summaries that support informed decision-making in business and academic environments.
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Digital communication and collaboration technologies have become fundamental to modern business operations. The widespread adoption of hybrid and remote working has increased the need for organisations to implement software solutions that support effective communication, knowledge sharing, and teamwork. Communication applications enable employees to exchange information quickly through messaging, calls, and virtual meetings, while collaboration tools allow teams to coordinate projects, manage tasks, and work together regardless of physical location. This report analyses Microsoft Teams as a contemporary communication application and Trello as a modern online collaboration tool, evaluating their key features, benefits, and limitations within today's business environment [1],
Overview
Microsoft Teams is a cloud-based communication platform that forms part of the Microsoft 365 ecosystem. It provides businesses with a centralised environment for instant messaging, video conferencing, voice calls, file sharing, and team communication. The platform is widely adopted across UK businesses and public sector organisations due to its integration with other Microsoft applications and its ability to support flexible working arrangements. Microsoft continues to invest heavily in Teams as part of its digital transformation strategy within the UK market.[3]
Key Features
One of the most significant features of Microsoft Teams is its real-time communication capability. Users can exchange instant messages individually or within group channels, helping employees communicate quickly without relying solely on email. Teams also supports audio and video conferencing, enabling organisations to conduct meetings remotely while maintaining employee engagement. Features such as screen sharing, meeting recordings, live captions, and transcripts improve accessibility and knowledge retention.[1]
Another important feature is document sharing and collaborative working. Employees can upload, edit, and share files directly within Teams, allowing multiple users to work on documents simultaneously. Integration with Microsoft Word, Excel, PowerPoint, and SharePoint creates a seamless digital workplace where communication and productivity tools operate together.

Teams also incorporates advanced security measures, including encrypted communication and identity management controls. These features are particularly valuable for businesses handling sensitive information and operating within regulated industries.[2][3]
Benefits
Microsoft Teams provides several benefits for organisations. Firstly, it improves communication efficiency by bringing messaging, meetings, and document sharing into a single platform. This reduces the need to switch between multiple applications and can increase employee productivity. Secondly, the platform supports hybrid and remote working by enabling employees to communicate effectively regardless of their location. This flexibility has become increasingly important for businesses seeking to attract and retain skilled employees.
The integration of Teams with Microsoft 365 applications further enhances productivity by allowing staff to collaborate on documents in real time. Businesses can therefore reduce duplication of work and improve version control. In addition, Microsoft's ongoing investment in artificial intelligence and workplace collaboration tools continues to expand the functionality available to users.[1][3]
Limitations
Despite its advantages, Microsoft Teams does have limitations. New users may initially find the platform complex because of the large number of features and settings available. Organisations may therefore need to provide staff training to maximise effectiveness. Additionally, businesses that do not already use Microsoft products may not benefit fully from the platform's integration capabilities.
A further limitation is the potential for information overload. Employees involved in numerous channels, chats, and meetings may experience excessive notifications, making it difficult to prioritise important communications. Recent developments within Teams have attempted to address these challenges through improved conversation management and interface redesigns.
[bookmark: _Toc234574887]Online Collaboration Application: Trello
Overview
Trello is an online project management and collaboration application that uses a visual Kanban-style system to organise work. Developed by Atlassian, the platform enables teams to plan projects, assign responsibilities, track progress, and manage workflows using boards, lists, and cards. Trello is particularly popular among small and medium-sized businesses due to its simplicity and ease of implementation.
Key Features
The core feature of Trello is its visual board system. Each project is represented by a board containing lists that reflect different stages of work, such as "To Do", "In Progress", and "Completed". Individual tasks are represented by cards, which can be moved between lists as progress is made. This visual approach enables team members to understand project status quickly and clearly.
Trello also provides task management functionality through checklists, deadlines, file attachments, labels, and comments. These features help teams organise work effectively and ensure accountability for assigned tasks. Team members receive notifications when changes occur, supporting real-time collaboration and communication.
Another valuable feature is Butler Automation, which allows users to automate repetitive processes. For example, tasks can be automatically assigned or moved between workflow stages when specific conditions are met. This reduces administrative workload and enables teams to focus on higher-value activities.
The platform also integrates with a wide range of business applications, including Microsoft Teams, Google Drive, and Slack. These integrations help organisations create connected digital workplaces without replacing existing software solutions.
Benefits
One of Trello's greatest strengths is its user-friendly design. Employees can learn the platform quickly with minimal training, reducing implementation costs and encouraging adoption across organisations. The visual structure also increases transparency by enabling managers and team members to easily monitor project progress.
Trello promotes collaboration by storing project information, task updates, and communication in a central location. This reduces the risk of information being lost in emails or separate systems. Evidence from business users highlights Trello's effectiveness for project management, task coordination, logistics planning, and team collaboration across organisations of different sizes.
Additionally, Trello's flexibility allows it to be adapted for a variety of business functions, including marketing campaigns, product development, event planning, and operational management.
Limitations
While Trello is highly effective for straightforward project management, it may be less suitable for large-scale projects requiring complex reporting, resource management, or advanced project planning techniques. Larger organisations may eventually require more sophisticated project management software with greater analytical capabilities.
Another limitation is that some advanced features are restricted to premium subscription plans, which can increase costs as organisations grow. Furthermore, projects with very large numbers of tasks may become difficult to manage visually, reducing some of the simplicity that makes Trello attractive in the first place.
Conclusion

Communication and collaboration applications play a crucial role in supporting modern business operations. Microsoft Teams provides a comprehensive communication solution through messaging, video conferencing, document sharing, and integration with Microsoft 365 services. Its ability to support remote and hybrid working has made it an essential platform for many UK organisations.[1]
Similarly, Trello offers an effective collaboration environment that enables teams to organise projects, manage tasks, and monitor progress through a simple visual interface. Its ease of use, flexibility, and automation capabilities make it particularly attractive to small and medium-sized businesses.
Overall, both applications contribute significantly to organisational productivity, communication efficiency, and collaborative working practices. Businesses selecting either solution should consider their specific operational requirements, workforce size, and long-term digital strategy.[1][2][3]
[bookmark: _Toc234574888]1. Communication Application: Microsoft Teams
Feature Tested: Instant Messaging (Chat)
Microsoft Teams is a widely used business communication platform that enables employees to exchange messages, conduct meetings and collaborate in real time. One of its most commonly used communication features is the Chat function, which allows users to send instant messages to individuals or groups. Teams supports text conversations, file sharing, emojis and message reactions, helping organisations communicate quickly and efficiently. Microsoft identifies chat as a core feature designed to improve workplace communication and productivity (Microsoft, 2025a).
The Chat feature was tested by sending a message to another user within Microsoft Teams.
Steps completed:

Opened Microsoft Teams.
Selected the Chat section.
Started a new conversation.
Typed and sent a message.
Received a reply from the recipient.
[image: ]
Figure 7 Testing of Messaging on Teams.
Description:
This screenshot shows the Chat area within Microsoft Teams where a new conversation was created. The interface displays existing conversations and the option to start a new chat.
Description:
This screenshot demonstrates a message being sent through Microsoft Teams. The message was delivered instantly, showing how Teams supports real-time communication between colleagues.
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Figure 8 Tesing of Sending a Message.

Description:
This screenshot provides evidence of successful two-way communication. The recipient responded to the message, confirming that the chat feature functions effectively for workplace communication.
Evaluation
The Teams chat feature proved simple and effective to use. Messages were delivered immediately, and the conversation was clearly organised within the application. This feature supports rapid communication and can reduce reliance on email for short discussions. However, users may become overwhelmed by notifications if they participate in numerous chats simultaneously.
[bookmark: _Toc234574889]2. Collaboration Application: Microsoft OneDrive
Feature Tested: File Sharing and Collaborative Editing
Microsoft OneDrive is a cloud-based collaboration platform that allows users to store, share and co-author files online. A key collaboration feature is file sharing, which enables multiple users to access and edit documents simultaneously. Microsoft states that OneDrive supports secure sharing through links and permission controls, allowing teams to collaborate regardless of location (Microsoft, 2025b).
Practical Test

The file-sharing feature was tested by uploading a document to OneDrive and sharing it with another user for collaborative editing.
Steps completed:
Logged into OneDrive.
Uploaded a Microsoft Word document.
Selected the Share option.
Generated a sharing link.
Sent the link to another user.
Both users edited the document.
Screenshot 4 – Uploading a Document

[image: ]
Figure 9 Testing of OneDrive
Description:
This screenshot shows a document being uploaded to OneDrive. The file is stored securely in the cloud and is ready to be shared with collaborators.
[image: ] 
Figure 10 Screenshot for File Sharing
Description:
This screenshot demonstrates the sharing process. A shareable link was generated and permissions were configured to allow collaborative editing.
Description: 
This screenshot shows evidence of collaborative working. Multiple users were able to access and edit the same document simultaneously, demonstrating OneDrive's real-time collaboration capability.
Evaluation
The file-sharing feature worked efficiently and allowed collaboration without exchanging multiple versions of the same document. Permission settings provided control over who could access the file, improving security. The ability for multiple users to edit a document at the same time can improve productivity and reduce version-control issues. However, an internet connection is required for real-time collaboration.
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