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[bookmark: _dnigc0ejhjfg]Introduction
This portfolio has been produced for the module Software Solutions for Business (ACCA4026) and demonstrates my understanding of how contemporary software applications are used to support day-to-day business operations. The work combines research, critical analysis and practical activities to show both theoretical knowledge and hands-on competence with a range of digital tools commonly used in modern workplaces.
In Task 1, I analyse contemporary e-commerce website builders, comparing their main features, benefits and limitations for businesses that trade online. Task 2 introduces mind mapping as a technique for organising information and presents a visual mind map of current software applications used in organisations. Task 3 focuses on core office applications—Microsoft Word, Excel, PowerPoint and Access—exploring how they are used to create, store, present and analyse data, and providing practical evidence of selected features in use. Finally, Task 4 examines one communication tool and one collaboration tool, analysing their role in modern business communication and illustrating how they support file sharing and teamwork.

[bookmark: _af6z237rebrn]Main Body 


[bookmark: _lv92q03hoqld]Task 1        
(10 marks)

[bookmark: _fj0m7yodq5he]e-Commerce Website builders/software solutions 
(Approx. 500 words) 
Name several e-Commerce website builders/software solutions most popularly used and give a description of 2 contemporary e-Commerce website builders/software solutions based on their major features, benefits and limitations (approx. 2/3 sources). 
Shopify, Wix, Squarespace, and WooCommerce are among the most widely used e-commerce website builders for both established businesses and small entrepreneurs. They offer a wide range of features that make them attractive options for creating and managing online stores [1].
Shopify is particularly user-friendly for individuals with little or no coding experience. Its drag-and-drop graphical user interface (GUI) allows users to design and structure their websites quickly and efficiently. One of Shopify’s main advantages is its integrated payment system, which eliminates the need for third-party transaction services [1].Features such as Shop Pay, an accelerated one-tap checkout option, enhance the user experience by providing faster transactions and greater convenience [2]—factors that can lead to higher customer satisfaction and increased sales.
Furthermore, Shopify bundles essential tools into a single platform, including hosting, payment processing, security, and social-media marketing integrations. This significantly simplifies the process of launching and managing an e-commerce site.However, Shopify has certain limitations. Its content-management capabilities are relatively limited compared to more flexible platforms, as its primary focus is on online retail rather than content marketing. Additionally, because Shopify operates on a fully hosted infrastructure, businesses are dependent on its environment, making migration to another platform more complex and restrictive[1].
BigCommerce, on the other hand, supports both Business-to-Consumer (B2C) and Business-to-Business (B2B) models within a single platform [3]. This multi-functional structure allows users to manage multiple storefronts from one BigCommerce account, enabling businesses to reach diverse customer segments across different regions.
Another key strength of BigCommerce is its multi-channel selling capability. It integrates seamlessly with major online marketplaces such as Amazon, eBay, Walmart, and social media platforms like Instagram and TikTok [4]. This feature allows sellers to manage all their sales channels from one place, increasing efficiency and market reach.
BigCommerce also includes strong SEO (Search Engine Optimisation) tools — such as customisable URLs, meta descriptions, and automatic image optimisation — all built into the platform [3]. These tools help businesses improve their online visibility without relying on external applications.
One of its most attractive advantages is the absence of transaction fees. BigCommerce does not charge extra fees beyond those set by the chosen payment gateway, giving small businesses and entrepreneurs a competitive financial advantage over platforms that impose such charges [3].
However, BigCommerce can feel complex and overwhelming for beginners because of its wide range of features [4]. Some users may prefer a simpler and more intuitive interface, such as Shopify’s. Additionally, its pricing plans include annual sales limits, meaning that small businesses may need to upgrade to higher plans as their revenue grows [3]. The platform also offers a limited number of free design themes, which can make stores appear visually repetitive.
Overall, while Shopify provides a more user-friendly and visually intuitive experience, BigCommerce excels in flexibility and cost-effectiveness. Each platform has its own strengths: Shopify suits small businesses and entrepreneurs seeking simplicity, whereas BigCommerce is better for growing companies that require advanced multi-channel capabilities.
[1]What is Shopify and how does it work? (2025). (2025, September 8). Shopify. https://www.shopify.com/uk/blog/what-is-shopify
[2]Nguyen, R. (2024, December 30). Shopify Pros and Cons – Is it worth using? PageFly. https://pagefly.io/blogs/shopify/shopify-pros-and-cons
[3]Ecommerce Solutions through Open-Platform Flexibility | BigCommerce. (n.d.). BigCommerce. https://www.bigcommerce.com/product/
[4]BigCommerce Help Center. (n.d.). https://support.bigcommerce.com/s/article/Multi-Storefront?language=en_US#:~:text=Multi%2DStorefront%20(MSF)%20allows,specific%20product%20or%20campaign%20launch.
[bookmark: _81c6g8j7pesg]Task 2  
(15 marks)
[bookmark: _o4idx5j0nnp6]Mind-map of Contemporary Software Applications 
(Approx. 500 words)

a. Describe mind mapping and explain the benefits of using mind mapping in business operations (approx. 2/3 sources). 5 marks
Mind mapping helps businesses to hold and organise information, and learning does need repetition ,as a mind map collects and organizes information quicker and easier for businesses to manage and plan any future tasks [1].
Information already known , gets connected to new and extended information e.g., knowing many businesses names , could potentially be connected with , when did they started, how did that exact business grew along the years , and what made it successful , all that information may be connected with the mind map , allowing business to share and analyze their current information, take action according to what they have [1].
Mind mapping also helps to dismantle complex information, making it easier for businesses to understand and analyze the information , eliminating the stress and tension [2].
As mind maps provide shared ideas , groups and teams can collaborate more , as the ideas are more clear and smaller, which makes it easier to pick and work on each idea.This could potentially boost the problem identification , and structure problem [2].
This increases efficiency and productivity. simpler topics → fast pick of ideas→ process information → fast productivity. [3]
Business can set their goals on a mindmap , the information gets tracked and keep to continue developing the ideas and which objectives are to be prioritized and which ones are not, this to throw light on the path, that helps business to be motivated and be exact to what they need to do [1].

[1] Guthrie, G. (2025, February 13). 13 science-backed benefits of mind mapping - Nulab. Nulab. https://nulab.com/learn/strategy-and-planning/8-science-backed-benefits-of-mind-mapping/#:~:text=Mind%20mapping%20makes%20it%20easier,an%20average%20of%2023%20percent.
[2] Atlassian. (n.d.). What is a mind map? Learn its benefits and how to create one | The Workstream. https://www.atlassian.com/work-management/project-management/mind-mapping#:~:text=A%20mind%20map%20visualizes%20ideas,and%20understand%20how%20information%20works.
[3] Mind mapping in the workplace - Business use | MindMapping.com. (n.d.). MindMapping. https://www.mindmapping.com/mind-mapping-in-business#:~:text=Over%20the%20last%20few%20years,Mind%20Mapping%20Productivity%20Boost


b. Create a mind map of contemporary software applications that are used to support day-today business/Organisation operations. 10 marks
 

MindMap Link:https://mm.tt/map/3847906048?t=e3T3mvMUTd

[image: ]
[bookmark: _am9e358yuiey]Task 3 
(50 marks)

[bookmark: _1jl73gtweiv3]Office Applications for Creating, Storing, Presenting, and Analysing Data 
(Approx. 2000 words)

[bookmark: _1bnb5xw8xthb]a. 
30 marks
Explain four office software solutions for business operations (MS Word, MS PowerPoint, MS Excel, and MS Access), highlighting their major features, benefits, and limitations (if there are any). You can use some images in addition to text (approx. 4/5 sources).   
- Please try to avoid using bullet points. Rather, describe them in separate paragraphs.

[bookmark: _xcjdpy559zol]Microsoft Word
Microsoft Word contains a variety of tools that are intuitive and easy to use because of its friendly user interface. This makes Microsoft Word one of the most widely used word-processing software solutions in business environments. Users can track work and collaborate on the same document, which enhances team productivity. They can also add many different elements, similar to working on a physical sheet of paper, such as photos, charts, tables, shapes, 3D models and SmartArt graphics [1]. These capabilities allow businesses to create professional reports, letters, proposals and other formal documents in a consistent and efficient way.
The core functionality of Microsoft Word focuses on text editing and formatting. Users can type, cut, copy, paste, delete and move text easily within a document. They can change fonts, sizes and colours, apply formatting such as bold, italics and underline, and use predefined styles for headings and body text. Word also enables users to control layout and structure by adjusting page size and margins, setting indentations, and adding columns, headers, footers and page numbers. In addition, built-in tools such as spell check, grammar suggestions, auto-correction and automatic table of contents generation help users produce accurate and professional work more quickly [1] 
In business settings, Microsoft Word offers several important benefits. It is a standard tool that many employees already know, which reduces training time and supports consistent document formatting across an organisation. Word makes it straightforward to create templates for recurring documents such as invoices, contracts or company policies, saving time and ensuring that branding and layout remain uniform. Integration with other Microsoft 365 services, such as OneDrive and SharePoint, allows documents to be stored in the cloud and shared with colleagues, supporting real-time collaboration and remote working.
However, Microsoft Word also has some limitations. It is not designed to manage large volumes of numerical data or perform complex calculations, so it is less suitable for tasks that are better handled in spreadsheet software such as Microsoft Excel. Very long documents with many images and complex formatting can become slow or difficult to manage, and formatting may change when files are opened on different devices or in different versions of Word. In addition, although collaboration features such as comments and track changes are powerful, they can become confusing when many people are editing the same document at the same time [1].
[image: ][1]



Microsoft PowerPoint
Microsoft PowerPoint is one of the most widely used tools for creating professional slideshows. It allows users to combine text, graphs, images, audio and video to build presentations that communicate information in a more organised and visually engaging way [2]. In modern businesses, it is commonly used for meetings, training sessions, sales pitches and project updates, helping presenters structure their ideas and deliver them clearly to different audiences.
PowerPoint offers a range of features that support this process. Users can choose from predefined slide layouts and design templates, which simplify the process of creating consistent, visually appealing presentations. They can customise themes, colours and fonts to match corporate branding, and insert charts, diagrams and SmartArt to represent data and relationships visually. Animations and slide transitions can be applied to highlight key points or control the flow of information across slides. Presenter View and slideshow tools also support presenters by showing notes and upcoming slides on their screen while the audience only sees the current slide [2]
[image: ][2]
These features provide several benefits for business communication. PowerPoint helps to break down complex topics into manageable segments and supports a logical sequence of ideas. Visual elements such as charts and diagrams make numerical data easier to understand for non-specialist audiences, which is important in meetings with mixed roles. Presentations can be reused and adapted for different clients or internal meetings, which saves time compared with creating new material from scratch. Integration with Microsoft 365 also means that PowerPoint files can be shared via OneDrive or Teams, allowing colleagues to collaborate on slides and present remotely.
At the same time, PowerPoint has some notable limitations. Many users tend to overload slides with text, which can reduce audience engagement and make the presentation harder to follow. Overuse of animations and transitions can distract from the main message rather than supporting it. PowerPoint is also primarily a one-way communication tool, so interaction with the audience is limited unless the presenter deliberately includes questions or discussion [2]. Finally, PowerPoint is not suitable for storing detailed documentation or complex datasets; it works best as a visual summary of information that is stored and managed elsewhere, for example in Word or Excel.
[bookmark: _wcggxp74b044]Microsoft Excel
Microsoft Excel is a spreadsheet application that is widely used to organise, analyse and visualise data in both personal and professional contexts. It allows users to work with data arranged in rows and columns, perform calculations and present results using tables and charts [3]. In business environments, Excel is commonly used for financial modelling, budgeting, forecasting, sales reporting and other forms of data analysis.
A key strength of Excel is its combination of basic and advanced features. At a basic level, users can enter numbers and text, sort and filter data, and apply formatting to make tables easier to read. More advanced functionality includes formulas and functions for performing calculations, such as SUM, AVERAGE, IF and VLOOKUP, as well as tools for conditional formatting, which can highlight important values automatically. Excel also provides charts and graphs to visualise trends and comparisons, and PivotTables and PivotCharts, which enable users to summarise large datasets and explore them from different perspectives without changing the underlying data [3] .
These features offer significant benefits for business operations. Excel supports data-driven decision making by allowing users to test scenarios, compare results and identify patterns in large volumes of information. It is flexible enough to be used in many different departments, including finance, human resources, operations and marketing. Because Excel is part of the Microsoft 365 suite and widely taught in education, many employees arrive in the workplace with at least some familiarity with it, which reduces training effort for employers. Files can also be shared through OneDrive or SharePoint, enabling multiple colleagues to collaborate on the same workbook when creating reports or forecasts.
However, Excel also has limitations that businesses must consider. Complex spreadsheets that rely on many formulas and cross-references can be difficult to understand and maintain, especially when several people have edited them over time. Human error in formulas or data entry can lead to inaccurate results, which may affect important business decisions. Excel is also not the best solution for very large or highly relational datasets, where a database management system such as Microsoft Access or SQL Server would be more appropriate [3]. In addition, although Excel offers collaboration features, simultaneous editing by many users can sometimes cause version-control issues or performance problems.

[bookmark: _ts11ouhpwxi0]Microsoft Access
Microsoft Access is a database management system that is part of the Microsoft 365 office suite. It combines a relational database engine with a graphical user interface and a set of development tools, allowing users to create and manage databases without needing to write extensive code [4]. Access is often used by small and medium-sized organisations to store and manage structured data, such as customer records, inventory information or internal tracking systems.
Access is built around several core components: tables, queries, forms and reports. Tables store data in a structured way, with rows and columns representing individual records and fields. Relationships can be defined between tables, which supports a relational database design and helps to avoid duplication of data. Queries allow users to retrieve and filter information based on specific criteria, while forms provide a user-friendly interface for entering and editing records. Reports can be designed to present data in a formatted layout suitable for printing or distribution, such as invoices, summaries or performance dashboards [4]. Access also includes features such as macros and wizards that help automate common tasks and simplify application development.
For businesses, Microsoft Access offers several advantages. It provides an affordable and relatively simple way to build custom database solutions compared with larger enterprise systems. Non-programmers can create useful applications by using the graphical tools, templates and wizards that Access provides. Because it integrates with other Microsoft 365 applications, data from Access can be exported to Excel for analysis or linked to Word for generating letters and documents. This makes Access a practical option for small teams or departments that need more structure than Excel can reliably provide, but do not require a full-scale corporate database solution.
Despite these benefits, Access also has important limitations. It is primarily a desktop application that runs on Windows, which limits its use in cross-platform or cloud-native environments. Access databases are not designed to scale to extremely large datasets or very high numbers of simultaneous users, so performance can degrade as the database grows or as more people connect to it. Managing relationships, queries and security settings can be challenging for users without a technical background, which may increase the risk of design errors or data integrity problems [4]. As a result, Access is best suited to small-scale business applications rather than mission-critical systems.

[1] The Knowledge Academy, “What is Microsoft Word? Definition, Uses and Features,” 
    The Knowledge Academy, 2025. [Online]. Available: 
    https://www.theknowledgeacademy.com/blog/what-is-microsoft-word/

[2] The Knowledge Academy, “What is PowerPoint? Introduction, Features & Uses,” 
    The Knowledge Academy, 2025. [Online]. Available: 
    https://www.theknowledgeacademy.com/blog/what-is-powerpoint/

[3] Coursera Staff, “What Is Excel? Formulas, Functions, and More,” 
    Coursera, Feb. 25, 2025. [Online]. Available: 
    https://www.coursera.org/articles/what-is-excel

[4] J. Terra, “What Is Microsoft Access? An Introductory Guide,” 
    Simplilearn, Jun. 19, 2025. [Online]. Available: 
    https://www.simplilearn.com/what-is-microsoft-access-article



[bookmark: _e03hqz5veyb7]b.  
20 marks
Test some (Two different functions/tools from two different software applications. Show the process step by step through screenshots) business-related features of Office Applications (e.g., Mail merge, IF Function, VLOOKUP, Pivot Table, Goal Seek, Database concept using MS Access) and document several screenshots with accompanying description to provide evidence of practical use. [image: ]
-Note: This task is based on your own practical activity. 
Mail Merge
(This exercise is done within an excel document , to make it work as i am using the labels option form mail merge:
)
· In a Word Black document select mailings > then start a Mail merge > Step by step mail merge wizard
[image: ][image: ]

This will show the list of the type of mail merge that you can do :
In this case we will choose Labels




· [bookmark: _5mhmmf3fgpn1]Next we click on starting a document 
· [image: ]
· Click on select document and label options [image: ]
· Now Choose your vendors and your product number
· [image: ]


· Now click on select recipients and browse.( In this case am using my own list)[image: ][image: ]

[bookmark: _303zmmd80o6c]
[bookmark: _taphgi8w1r1r]                                                   
[bookmark: _lzjcqer4fl9p]
[bookmark: _3qcm16so7utq]                                                                                     [image: ]
Once you find your recipients , in this case an excel sheet , select the sheet and click ok.
[image: ]
It will then show you the column and all the data, click ok.


· Now click on next step > arrange you labels then address block 
· [image: ] >[image: ]
[bookmark: _vlraq24tq0lx]
[bookmark: _2fw7l0d29ph2]
[bookmark: _7ztgcpr7836u]
[bookmark: _662n08bnles2]
[bookmark: _nv452k54vmq0]
[bookmark: _woqkosvbwzl8]

· Select you address elements and click ok
[image: ]
· Now to replicate the first label > select update all labels
· Then to preview your labels click on next and preview your labels
[image: ]
And you will see you label preview
[image: ]
You can also change which label you want to preview by clicking on the recipient No
[image: ]
To finish click on complete the merge
[image: ]

[bookmark: _agfs2t55edkm]Task 4 
(25 marks)
[bookmark: _1cwkyvz5jlt8]Communication and Collaboration applications 
(Approx. 1000 words)

[bookmark: _eq8e00ml5gy0]a. 13 marks
Analyse one contemporary Communication (Email, MS Teams etc.) and one Collaboration (SharePoint, One Drive etc.) applications/tools used frequently in the modern business world and document a summary of their key features, benefits and limitations using written text with some images and relevant citations. (approx. 2/3 sources) 
Communication tools: 
· Outlook
· Microsoft Outlook can offer an interesting user interface which matches with the modern aesthetic from MS , this new interface is easier to understand and use which improves email management and efficiency.
· It also has an enhanced integration with Microsoft services, such as Microsoft teams, OneDrive , Bing, etc. this also improves collaboration as a team and business
· Microsoft Teams 
· Gmail
· slack

[bookmark: _frho01agv84m]Analysis of One Communication Tool and One Collaboration Tool
Digital communication and collaboration platforms are essential in modern organisations, especially with the growth of hybrid and remote working. Communication tools enable users to exchange information quickly through email and other messaging channels, while collaboration tools focus on storing, sharing and co-authoring files. This section analyses Microsoft Outlook as a contemporary communication application and OneDrive for Business as a collaboration and cloud-storage platform, highlighting their key features, benefits and limitations in a business context.
[bookmark: _kw5l8xp0vh30]
[bookmark: _lls51gw5opmo]
[bookmark: _z9ojb3beaam7]
[bookmark: _fsab1yuij9oc]Microsoft Outlook – Communication Application
Microsoft Outlook is an email and personal information management application that forms part of the Microsoft 365 suite. It allows users to manage email, calendar appointments, contacts and tasks within a single interface, making it a central tool for day-to-day communication in many organisations [1][2]. Employees can use Outlook to send and receive emails, schedule meetings, store contact details and keep track of to-do lists, which helps them coordinate work and maintain professional communication with colleagues and clients.
Outlook offers a range of features designed to support efficient email management. The inbox includes folder structures, categories, flags and rules that help users organise messages and highlight important items [1][3]. A “focused inbox” view can automatically prioritise messages that are likely to be more relevant, while less important ones are moved to a separate view [1]. The built-in search function allows users to quickly locate specific emails, even in large mailboxes, which is particularly useful for staff handling high volumes of correspondence [3]. Outlook also integrates calendar and scheduling tools, enabling users to create appointments, invite participants to meetings, check availability and reserve meeting rooms directly from the application [4]. These elements make Outlook more than just an email client; it becomes a central hub for planning and communication.
For businesses, Outlook provides several clear benefits. Because email, calendar, contacts and tasks are combined in one place, users can manage their day from a single application, reducing the need to switch constantly between different tools [1]. Integration with other Microsoft 365 services, such as Teams and OneDrive, allows users to attach cloud-stored files, create online meetings and share calendars easily, which supports collaboration and hybrid work [1][4]. Outlook is also available on desktop, web and mobile, so staff can access their email and calendar from different devices, helping them stay responsive when working remotely or travelling [2]. In addition, Outlook is widely used across industries, meaning that many new employees already have some familiarity with it, which can lower training requirements.
However, Outlook also has limitations. New or less experienced users may find the interface complex, with many folders, options and configuration settings that can be confusing at first [5]. Large mailboxes with thousands of messages can become difficult to manage, and important emails may still be missed if users rely too heavily on the focused inbox. Like other cloud-based tools, Outlook depends on network connectivity and server availability, so technical problems or outages can temporarily disrupt access to email and calendars. Finally, organisations must manage security and compliance settings carefully, as email remains a common channel for phishing and other cyber-attacks [5]. These issues show that, while Outlook is powerful, it needs good configuration and user training to be used effectively.
[bookmark: _4h7csmiwaljt]
[bookmark: _z7ltnsp21ln1]
[bookmark: _wq8rjwupjzjk]OneDrive for Business – Collaboration and Cloud-Storage Application
OneDrive for Business is Microsoft’s cloud-storage and file-sharing service for organisations. Each user is given personal online storage space where they can save work documents and access them from multiple devices [3]. When used with a work or school account, OneDrive for Business is tightly integrated into the Microsoft 365 ecosystem, connecting to applications such as Word, Excel, PowerPoint, Teams and SharePoint [3][6]. It is often described as the main storage system within Microsoft 365, bringing company documents into the cloud and making them available wherever employees are working [6].
OneDrive for Business provides several core features that support collaboration. First, it offers cloud-based file storage, allowing users to save documents, images and other files in a secure online location instead of only on their local computer [3]. Second, it includes synchronisation tools so that files stored in OneDrive can be synced to a user’s device, enabling offline access and automatic updates when the device reconnects to the internet [8]. Third, OneDrive supports file sharing with internal colleagues or external partners through permission-controlled links, where users can specify whether others can view or edit a file [3][7]. A key collaborative feature is real-time co-authoring, which allows multiple people to work on the same document simultaneously in Office applications, with each user’s changes visible as they are made [1][3]. OneDrive also keeps a version history for files, so earlier versions can be restored if necessary.
For organisations, these features offer important benefits. OneDrive for Business enables secure, centralised storage of work documents, helping to protect data against device loss, theft or hardware failure [7]. Because files can be accessed from any device with an internet connection, employees can work from home, the office or while travelling without needing to copy files manually [3][8]. The ability to share files via links and collaborate in real time supports more efficient teamwork and reduces the need to send multiple email attachments, which often leads to version-control problems. Integration with Microsoft 365 security and compliance tools also means that businesses can apply policies for data protection, retention and access control across OneDrive as part of their wider governance strategy [6][7].
Despite these advantages, OneDrive for Business has some limitations. Its effectiveness depends on reliable internet connectivity; users with poor connections may experience delays when uploading, downloading or synchronising files [8]. Synchronisation conflicts can occur if files are edited simultaneously in different locations or if offline changes are not uploaded correctly, which can create duplicate versions or confusion for users [7]. Managing sharing links and permissions can also be challenging, and if configured incorrectly, they may either block legitimate access or expose documents more widely than intended. Furthermore, while OneDrive is suitable for personal and small-team storage, organisations still need platforms such as SharePoint for more complex, structured document libraries and intranet sites [6]. These limitations highlight the importance of user training and clear organisation policies when adopting OneDrive for Business.
[bookmark: _tvpceicdfr6]Comparative Comment
Microsoft Outlook and OneDrive for Business support different but complementary aspects of digital work. Outlook focuses on communication through email and scheduling, helping users manage messages, appointments and tasks in one interface. OneDrive for Business focuses on file storage and collaboration, ensuring that documents are securely stored in the cloud and can be accessed and edited from multiple devices. When used together, these tools allow employees to share links to OneDrive files directly from Outlook, schedule meetings where those files are discussed and maintain a more efficient, connected workflow. However, to gain the full benefits, organisations must address issues such as information overload in Outlook and permission management in OneDrive through appropriate training and governance.
[1] Microsoft, “Outlook for everyday email and calendars,” Microsoft 365, 2025.
[2] “Microsoft Outlook,” Wikipedia, 2025.
[3] Microsoft, “Overview of OneDrive in Microsoft 365,” Microsoft Learn, Mar. 2025. Microsoft Learn+1
[4] Microsoft, “Basic tasks in Outlook,” Microsoft Support, 2025. Soporte de Microsoft+1
[5] LuxHosting, “Pros and Cons of Microsoft Outlook for Business,” 2021.
[6] intranet.ai, “OneDrive: How Microsoft’s Cloud Storage Works,” 2024. intranet.ai
[7] Windward Studios, “What is OneDrive – The Complete Guide,” 2023. windwardstudios.com
[8] Ramsac, “An Introduction to OneDrive,” 2023. ramsac Ltd

[bookmark: _7tmgufdmg6yj]b. 12 marks
Test some features of a freely available Communication (1) and Collaboration (1) application and document several screenshots with brief accompanying description to provide evidence of practical use.
-First you need to consider one communication and one collaboration application. Then discuss one use (How they are getting used in the business world) of each application showing the process step by step through screenshots.
-Note: This task is based on your own practical activity.
In this part of the task, I demonstrate practical use of Microsoft Outlook and OneDrive for Business in typical business scenarios. The evidence for this section is provided through screenshots and short descriptions.
First, I use Microsoft Outlook to compose and send a professional email to a colleague.
[image: ][image: ]
[image: ]

 The screenshots show the Outlook inbox, the “New Email” window and a completed message with a clear subject line, structured content and a file attached from my OneDrive storage. This illustrates how Outlook is used to send formal messages and share documents within an organisation.
 Additional screenshots show the Outlook calendar being used to schedule a meeting, invite participants and set a reminder, which demonstrates how employees coordinate appointments and manage their time using the integrated calendar [1][4].
[image: ]
Second, I use OneDrive for Business to upload and share a document.
 The screenshots show the OneDrive web interface or desktop client with a project folder created for the activity. I then upload a Word document into this folder and use the Share option to generate an editable link for a colleague. 
[image: ]
The final screenshot shows the sharing pane with the colleague’s name listed as having access. This sequence provides evidence that I can store files in OneDrive, manage their location in the cloud and share them with specific users for collaboration [3][7][9].
[image: ]
[image: ]
Together, these practical activities show how Outlook and OneDrive for Business can be combined to support everyday digital work. Outlook is used to send messages, schedule meetings and notify colleagues, while OneDrive is used to store and share the files that are discussed and edited. This combination reflects the way many organisations use Microsoft 365 to streamline communication and collaboration.

[bookmark: _lg6is7p5d13s]Conclusion
Microsoft Outlook and OneDrive for Business are widely used communication and collaboration tools that play a central role in modern digital workplaces. Outlook helps users organise email, calendars, contacts and tasks in a single application, improving the coordination of communication and scheduling. OneDrive for Business provides secure, cloud-based file storage and sharing, supporting flexible working and real-time co-authoring of documents. When used together, these tools enable employees to access information from multiple devices, share documents efficiently and maintain more effective workflows. Although both applications present challenges—such as information overload in Outlook and synchronisation or permission issues in OneDrive—these can be managed through appropriate training, careful configuration and clear organisational policies.
[bookmark: _clyjnw6cjeet]References
Present 10-15 sources. Please use IEEE referencing style. Do not forget to use in-text citations all the way through out this portfolio report.
[bookmark: _mwxkb536duv3]Appendices
-Supplementary information (Optional)

An appendix page/section can be used to include relevant supplementary information such as indirect supporting information to task answers, tutorial activity answers, any other evidence.
NB: Also, look at your assessment brief to see the guidance for students in completion of the tasks section, students’ feedback form for overall marking criteria and assessment criteria to understand your level of work for grading. 
Thanks, and good luck.






image27.png
Shopify
Wix
E-commerce platforms

WooCommerce

BigCommerce

Microsoft Teams
Communication tools Outlook

Gmail

Contemporary software

applications Onedrive

T————— Coliaboration tools SharePoint

Google Drive

Word
MysQL
Office Applications Excel
PowerPoint

Access




image21.png
How to use Microsoft Word effectively

Creating anew Formatting Page Layout Collaboration and Printing
document text and Design sharing documents

| | l !

Opening Microsoft Typing and Inserting images saving Reviewing and
Word editing text ‘and media documents editing




image29.png
heknowledgeacademy

Features of PowerPoint

A SETEN B\
-\ __ o (e

g -
| o=
L S rm e = Ic,,::x‘:;wlr’ N

woltmedia )
'\“";.,":;:':" A Rt
- 7/ _ 7




image19.png
File  Home Insert Draw Page layout Formu

Eﬁ 4 Cut AptosNarow  <[[11

[@copy ~
paste |2 CoPY B I U-|HE-|l&-
~ < Format Painter

Clipboard [ Font

K124TR





image17.png
A autosse @)

File  Home

Insert

9+ 0 =

Draw

Design

Document! - Word

Layout

=l
B>

Envelopes Labels

Create.

References

gs

Review  View

Write & Insert Felds

Preview Results Finish

Vi

Eduardo Ismael Erazo Lopez , Studentid :2518857




image5.png
MailMerge v X

Select document type
‘What type of document are.
youworking on?

® Letters
Email messages.
Envelopes
Labels
Directory

Labels

Print address labels for a
group mailing.

Click Next to continue,




image24.png
Step1of6
—> Next: Starting document




image30.png
MailMerge v X

Select starting document
How do you want to set up
your mailing labels?

® Change document layout
Start from exsting document
(G docmment beyost SN

Click Lael options to choose.
a label size.

B Label options,




image25.png
@7 Eduardo Ismael Erazo Lopez Student ID: 2518857

Label Option
Printer information
Continuous-feed printers
Pageprinters  Tray: |Defaut tray
Label information
Label vendors: | IV
Find updates on Office.com

Product number Label information

(00750 Self-Laminating D Labels A| Type  Seff-aminating ID Labels
eif-Laminating ID Labs

e -Laminating D Label e
eif-Laminating ID Labs U TR

eif-Laminating ID Labs Page size; 21.59 cm x 27.94 am.
eif-Laminating ID Labs

Details. New Label,





image20.png
Step20f6
—> Next: Selectrecipients
& Previous: Select document ty




image10.png
MailMerge v X
Select recipients
® Use an existing st
Select from Outiook contacts
Type s new st
Use an existing list

Use names and addresses
from afile or a database.

) mrowse
B





image16.png
Select Table

Name

B sheets.

Description Modified
12:0000 AM
12:00:00 AM

Created  Type
120000 AM TABLE
120000 AM TABLE

First row of data contains column headers.

Cancel





image11.png
Meil Merge Recipients o x

This is thelist of recipients that will be used in your merge. Use the options below to add to or change your list, Use
the tickboxes to add or remove recipients from the merge. When your lst i ready, lick OK.

vendorssheetxisc [V Detella 19 swisn
vendorssheetxls [V Jonel 2 Ki24m
Dsta Source Refine recient at
vendors shestata 2| sort

T Fiter

R, Find dupliates..
5] Find secpient.
[} Validate addresses.

Edt. Refresh

ok
]





image8.png
Step30f6
—> Next: Arrange your labels
& Previous: Starting document




image4.png
MailMerge v X

(Roxamge youlahek: SR
1fyou have not already done
50, lay out your abel using
the first label on the sheet.

To add recipient information
to your label, lck a location
in the first label,then dick
one of the items below.

) Adaressblock.
[ Greeting ine.
PEYR—
5 More tems.

When you have finished
arranging your label, dick
Next. Then you can preview
each redpient's abel and
make any individual changes.

[Rephcate laheh BN
You can copy the layout of
the first label o the other
Tabels on the page by cicking
the button below.

Update al labels





image22.png
Insert Address Block

Specify address elements
Insert recipient’s name in this format:

Josh ~
Josh Randall Jr

Josh Q. Randall

Joshua.

Joshua Q. Randall Jr
Insert company name

Insert postal address:

Never include the country/region in the address
‘Always include the country/region i the address
Only include the country/region if different than:

United Kingdom

Format address according to the destination country/region

Preview
Here is 2 preview from your recipient lst:

N W

Alicia
13556

Correct Prablems

Ifitems in your address block are missing or out of order, use.
Match Fieids to identiy the correct address elements from

Match Fields.

ok Cancel





image6.png
Step4of 6
=5 Next: Preview your labels

& Previous: Select recipients




image12.png
Jonel

K12 4TR

Mail Merge v X

Exerie, poilabicl: SN
Some of the merged labels
are previewed here. To
preview another label, click
one of the following:

22 Recipient:3 [53

(] Find a recpient...

[k chinges S
You can also change your
recipient lst:

7 Eait redpient ..
When you have finished
previewing your labels, dick
Next. Then you can print the
‘merged labels or edit
individual labels to add
personal comments.

Step5of 6
—> Next: Complete the merge

& Previous: Arrange your labels




image1.png
MailMerge v X

Preview your labels
‘Some of the merged labels
are previewed here. To
preview another label, click
one of the following:

22 Recipient:3 [53

(] Find a redpient.

[k chinges S
You can also change your
recpient lst:

7 et recpint st
When you have finished
previewing your labels, click
Next. Then you can print the
merged labels or edit

individual labels to add
personal comments.




image15.png
Step 5 of 6
—> Next: Complete the merge

& Previous: Arrange your labels




image23.png
File  Home View H

E=n

~ Favourites

3 Inbox 44 |




image14.png
To | © Eduardo Ismael Erazo Lopez (2518857) X





image7.png
File Home View Help Message Insert Formattext Draw Options

vigation pane & v G Link v [ Signature v (X Record (g Pictures (©) Emoji [ Table Apps oli Polls [3 () Loop components [, Scheduling poll

.

O Browse this computer

used Other O {

@ OneDrive
€3 Upload and share §r Emalls @) To | © Eduardo Ismael Erazo Lopez (2518857) X
® com
© Link A
|5 [
Suggested files
don Timetabling 29 # Mind map
5§| Documentdocx *Group Allocation ...
8 Gpened s rous a0
| LDE Assignement 1 guideline templ... - don Timetabling @ #
@Y Openes 1 montn sgo 3p Change Confirmatio...

| Task 2 Task 2 Collaborative Mind Ma...
Opened 1 montn ago




image13.png
= Home View Help

. Day ~ | B School week | (1) Week Month m @ Share ©

' December2025 1 & Today < > 08-12 December, 2025 -

M T WTF s s

08 09

Monday Tuesday
220080l Q_
15 16 17 18 19 20 21

2 23 24 25 2 27 2

12 3 4 5 6 7

2930 3 1 2 3 4 1
5 6 7 8 9 10 11

8 Add calendar 2

B Go to my booking page

\ My calendars

© Calendar

Show all




image3.png
OneDrive

Eduardo Ismael Erazo Lopez (25188...

(@ Home

£ My fles

Withyou Byyou ((A1 ) ( mm Folder | ( # Word

Name

Cert HE Computing Skills SFE Guide_October 2025_London
Manna Tsang’s Files

O Search

£ Excel @ PowerPoint B POF

Dateshared | v

Sep 14

Shared by ~

Manna Tsang




image2.png
B Open v Bl Openlocation [ Share G Copylink Yy Favorite (7] Addshortcut v E]) Rename Fg Moveto (O Copyto

°

° % Cert HE Computing Skills SFE Guide_October 2025_Lon...

Ask owner to share “Cert df*

to invit

& Add a name, group, or email

. Eduardo Ismael Erazo Lopez (2518857)
Student

° Eduardo Ismael Erazo L. (via Google Siides)

eduardoismaelerazolopez@gmailcom

M8 ondon Timetabling





image18.png
Request sent for Eduardo Ismael ...Lopez
(2518857) to view
“Cert HE Co...London.pdf"




image31.png




image9.jpg
UWTSD

London




