Software Solutions for Business - ACCA4026
Programme: 
CertHE Computing Skills for Workplace

Lecturer: Kwame Assa-Agei
Fahed Ahmed

Assignment Title
Component 1- Coursework: Portfolio

Student Name & ID: Fatima Bandali (2520390)
Submission Date: 30-07-2026

[image: ]
UNIVERSITY OF WALES TRINITY SAINT DAVID
3

Table of Contents
1.	Introduction	3
2.	Task 1: E-Commerce Website Builders / Software Solutions	3
2.1. Shopify	3
2.2. Wix	4
3.	Task 2: Mind Mapping and a Mind Map of Contemporary Business Solutions	5
4.	Task 3a: Office Applications for Creating, Storing, Presenting, and Analysing Data	7
4.1.1. Microsoft Word (Creating Information)	7
4.1.2. Microsoft PowerPoint (Presenting Information)	8
4.1.3. Microsoft Excel (Analysing Information)	8
4.1.4. Microsoft Access (Storing and Managing Information)	9
5.	Task 2b: Practical Application of Two Excel Features	10
5.1. The IF Function	11
5.2. The VLOOKUP Function	11
6.	Task 6: Communication and Collaboration Applications	12
6.1. Task 4a: Analysis of One Communication and One Collaboration Application	13
6.1.1. Communication Application: Microsoft Outlook	13
6.1.2. Collaboration Application: Microsoft Teams	13
6.2. Task 4b: Practical Testing of a Communication and a Collaboration Feature	15
6.2.1. Communication Feature Tested (Outlook Cc/Bcc)	15
6.2.2. Collaboration Feature Test (Teams Channel Post)	16
7.	References	18



1. [bookmark: _Toc236354227]Introduction
Modern organisations nowadays use many different software applications to manage their everyday work. These applications serve as a platform for businesspeople where they can sell products online, create documents, analyse information, and communicate with employees working in different locations. The use of digital tools has increased significantly in recent years, especially since the COVID-19 pandemic, as remote and flexible working have become more common [1]. This report completely presents a range of tools that are used in different businesses, and in some sections, this report also presents their practical use as well.
2. [bookmark: _Toc236354228]Task 1: E-Commerce Website Builders / Software Solutions
The trend of online working increased in the days of COVID-19 pandemic so online shopping has now become an important part of modern business rather than just an alternative to traditional stores [1]. One of the main pillars of this sudden change is the eCommerce website builder. These platforms allow businesses to create, manage and run online stores without needing advanced coding skills. Shopify and Wix are two widely used platforms that provide these services
[bookmark: _Toc236354229]2.1. Shopify
Shopify is a Canadian SaaS (Software as a Service) platform designed for the creation and management of online stores, launched in 2006 and powers millions of businesses from over 175 countries [2]. Shopify is not just a general website platform with a shopping feature added on, but a complete package of website hosting capabilities, a shopping cart-powered checkout with lots of payment gateways, inventory management, order processing tools, and marketing tools all in one subscription package [2]. It provides professional, customisable themes that could be edited via a structured editor, and helps you add unlimited products, track inventory in real-time, process orders automatically and abandon carts to messages. One advantage is multi-channel selling: it enables a merchant to sell on social media and online marketplaces from the same dashboard as online retail. 
[image: ]
Figure 1: Shopify online store builder interface.
Shopify's value can be seen from a strategic point of view using the Technology Acceptance Model (TAM), which indicates that perceived usefulness and ease of use are the two factors that make a difference in the rate of adoption [3], as Shopify's user-friendly configuration creates a barrier to market entry for companies that lack technical expertise [2]. It also has a large ecosystem of apps and integrations that can be scaled up with the growth of the store, and that's why the platform is often considered for serious, growth-oriented stores [2]. These benefits aren't free: merchants have ongoing subscription costs, plus extra transaction fees, and if they aren't utilising Shopify Payments, they will have to rely on third-party apps, which can increase the total expense of ownership [4]. Shopify is most suitable for medium to large or quickly growing companies that consider online business as one of its primary activities.
[bookmark: _Toc236354230]2.2. Wix
Wix is a general-purpose website builder that also offers the basic functionalities needed to create an online store such as product listings, payment options, subscription sales and basic inventory management, as well as a search-engine-optimisation (SEO) toolset, analytics and an app marketplace [4]. As like Shopify, it also allows selling through multiple channels and provides payment gateway options. What sets Wix apart is its ease of use and creative flexibility – its drag-and-drop builder provides plenty of design authority to non-technical users, making it an appealing option for small businesses, sole traders and freelancers who aren't looking for an online commerce platform but would still like to have a content-rich website with a small online shop included on the site. 
[image: ]
Figure 2: Wix e-commerce and website builder interface.
Due to its flexibility, this is also one of the biggest drawbacks of using Wix for larger sellers, as the commerce features are good enough, but not as specialised or scalable as a commerce-first platform; it can mean that businesses with complex catalogues or high transaction volumes may outgrow it [4]. Amongst all the platforms available, comparative analysis typically rank ease of use as their top priority and WordPress as their most important business tool, drawn to separating ease of use and business functionality, with Wix being their go-to for ease of use and WordPress their go-to for their business [5]. While Shopify is in the middle ground and is also a great choice [2]. The best choice will then be based on the company's objectives, technical skills, and future growth plans.
3. [bookmark: _Toc236354231]Task 2: Mind Mapping and a Mind Map of Contemporary Business Solutions
Mind mapping is a visual way of organising ideas and information around one main topic. It usually starts with a central idea, with related points shown as branches around it. These branches can then be divided into smaller sections to add more detail. Keywords, colours, symbols and images are often used to make the information easier to understand and remember. The modern concept of mind mapping was popularised by Tony Buzan, who suggested that presenting information through connected ideas and images reflects the way people naturally think and process information [6]. This theoretical grounding distinguishes a Buzan-style mind map from a simple list or spider diagram.
Anderson's initial Business Horizons article established mind mapping uniquely as a creative thinking tool for managers and marketers, suggesting that it triggers the imagination in the process of creating ideas [7]. This is ideal for brainstorming, as there is no linear logic, so ideas can branch out and connect with one another laterally. A second, well-documented advantage is enhanced organisation and understanding: complex processes like supply chain, workflows or project plans can be broken down into smaller, graphically linked components, making for easy, immediately visible relationships between tasks, responsibilities and goals, thus simplifying decision-making [6].
A third advantage is in the field of communication and collaboration. A shared map helps to remove ambiguity and maintain consistency among contributors in meetings. Mento, Martinelli and Jones have found it beneficial in executive education for structuring and communicating complex management problems, further confirming that it could be used in work environments as well as in the classroom [8]. Fourth, mind mapping helps with memory retention and learning. The brain is stimulated more by the combination of colour, imagery and keyword association, which is beneficial for memory retention and learning, than by monotonous text alone [6], [7]. Finally, the technique helps with problem solving and prioritisation: a problem map, along with possible causes, patterns, gaps and inefficiencies, becomes visible; and alternative solutions may be developed as competing branches to be visualised before deciding.
The evidence is not uniformly uncritical, and a balanced account should acknowledge its limits. Empirical studies have shown that perceived usefulness is related to the studied discipline and the individual: e.g., students of art and design seem to be more positive than students in the computing discipline about the use of mind-mapping software, while some researchers have warned that perceived usefulness does not equal the actual output of a mind map. Benefits also are dependent on proper application: as Buzan himself pointed out, many people use the technique incorrectly and ineffectively [6]. Taken together, the literature suggests that mind mapping can indeed be considered a valuable business tool for creativity, organisation, communication and recall, when it is used with discipline and on the basis of the task, and it is used by the user.
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Figure 3: Mind Map of Contemporary Software Applications

4. [bookmark: _Toc236354232]Task 3a: Office Applications for Creating, Storing, Presenting, and Analysing Data
Office application suites bundle several complementary programs that together meet an organisation's core information-processing needs, and Microsoft 365 remains the most widely used suite worldwide alongside alternatives such as Google Workspace and LibreOffice [9], [10]. 
[bookmark: _Toc236354233]4.1.1. Microsoft Word (Creating Information)
Microsoft Word is a word processor: a programme used to generate, edit, format, run, and share text-based documents like letters, CVs, reports, proposals [9]. Some of its major advantages include rich text formatting (font, styles, alignment, paragraph control), a comprehensive library of more than 250 templates, and integrated spelling and grammar checking to enhance accuracy [9]. In addition to these basics, Word has professional features that are particularly useful for business writing: Word can be co-authored and commented on in real-time through a cloud integration with OneDrive (revolutionised by the Office 365 Groups feature); it has a built-in table of contents, automatic citation generation, table of contents, and reference features with built-in heading styles and the citations manager; it allows for creation of tables, images, charts and hyperlinks; it has a mail-merge function for creating personalised letters or emails in bulk.
The main advantages include productivity and professionalism. Automation features such as the use of styles, templates and mail merge, as well as the export format of .docx and PDF, take up less time to create consistent, high-quality documents, and make communications with external parties easier [9]. The use of Word is widespread, which means that most employees now have basic competence, reducing the cost of training. Some of the biggest drawbacks are the cost and compatibility: The full features will require a paid subscription to Microsoft 365, which some may be sensitive to, and documents may even appear differently in various versions or competitors to this word processor. However, its functionality, ease of use, and compatibility ensure that Word remains the heart of business documents.
[bookmark: _Toc236354234]4.1.2. Microsoft PowerPoint (Presenting Information)
Microsoft PowerPoint is presentation software used to communicate ideas, information and data through slides that combine text, images, charts, video and animation [10]. Its ribbon is sectioned into tabs: Design, Transitions, Animations and Slide Show, which provide the user with control over the appearance of a deck and how objects and slides appear [10]. Some of the notable features are the logical organisation of information through the use of slides, the ability to integrate multimedia content for audience engagement, Entrance, Emphasis and Exit effects, and Motion Paths for displaying information to the audience; the ability to use charts, SmartArt and other data-visualization tools; and the option to have Presenter View up so the speaker can see notes and next slides, while the audience sees only the presentation. Multiple people can work on a deck at the same time with OneDrive collaboration. The advantages of PowerPoint lie in the avenues of communication and professionalism: images are understood better than text, and a properly designed PowerPoint leave an impression in the business and educational world. Easy to use and available for new users. It offers a drag-and-drop interface; it's flexible enough for applications that range from.
The training material is reported to the board [10]. Instead, the restrictions are more behavioural than any technical ones. Relying too heavily on slides can result in the presenter reading the slides that are too heavy on text are less effective, known as death by PowerPoint. The software is typically subscription-based, and the lower quality gadgets can be slow to respond due to big media embedded elements. When used properly, it is an effective and powerful means of communication.
[bookmark: _Toc236354235]4.1.3. Microsoft Excel (Analysing Information)
A spreadsheet software commonly referred to as Microsoft Excel, is used extensively for organizing, analysing and presenting data in a structured grid of rows and column; that is important in business data-driven decision making [11]. It is characterized by its cell-based grid and a very large library of formulas and functions, such as SUM, AVERAGE, IF, etc., lookups, such as VLOOKUP, financial and statistical functions, and more [11]. Excel also has some excellent data-visualisation and analysis tools: charts and graphs, PivotTables for summarising large data sets, conditional formatting to highlight bar graphs and outliers, and What-If tools like Goal Seek. Data-management capabilities such as data sorting, data filtering and data validation help to maintain accuracy, while the cloud integration via OneDrive supports collaborative working [11].
The advantages are efficiency, accuracy and analysis: Excel is an extremely time-efficient tool for calculations and data processing areas, reduces the likelihood of manual calculation errors, and transforms raw data into actionable intelligence, for novice users as well as those with high-level skills [11]. Its weaknesses are evident when utilised on a wide scale. If it comes to advanced features, Excel can become difficult to use for new users; it is not optimised for very large datasets and can fail to effectively handle them as a database could, and if the control is too weak, a formula error can compound and yield incorrect results. Its partnership – although improved – is in general not as smooth as purpose-built cloud instruments. These restrictions are one of the reasons Excel and Access can co-exist but can't be used interchangeably.
[bookmark: _Toc236354236]4.1.4. Microsoft Access (Storing and Managing Information)
Microsoft Access is a relational database management system (RDBMS) that is used by small and medium-sized organisations, such as customer relationship management, inventory control and employee records, to efficiently store, manage and analyse structured data [12]. Data in a relational database is held in tables, with links connecting them so that there is no duplication or inconsistency in data, as would happen in a flat file like a spreadsheet [12]. Access presents four main types of objects: tables containing raw data and keys to uniquely identify records; forms that allow convenient data entry but don't directly work in the tables; queries to retrieve and manipulate data based on specific criteria; and reports that present and summarise data for printing or export. Using macros and Visual Basic for Applications (VBA), users can create functions on their own; Access can also work with other Office programs, such as extracting information from an Excel spreadsheet [12].
The advantages are that data is organized and retrieved more effectively, related data is kept together, it is accurate (no duplicate, no inconsistent data), and it is easier to use than enterprise databases, at a low cost, part of the Office suite of applications [12]. The downsides of its limitations include scalability and reach, meaning it becomes slower with significant volumes of data or multiple simultaneous users; it is mostly a desktop app; and collaboration is less robust than what is provided by cloud-based database services. For larger or high-traffic requirements, enterprise systems such as Microsoft SQL Server or Oracle Database are more appropriate. For small-to-medium needs, however, Access provides a flexible, affordable and capable data-management solution and the contrast with Excel illustrates the wider principle that spreadsheets suit smaller, calculation-focused tasks whereas databases suit larger, multi-user, relationship-rich data [11], [12].
Table 1: Comparative summary of the four Microsoft Office applications.
	Application
	Major features
	Key benefits
	Main limitations

	MS Word
	Formatting, templates, spell/grammar check, mail merge, TOC & citations, co-authoring
	Fast, professional documents; widely known; exports to PDF/.docx
	Subscription cost; cross-version compatibility issues

	MS PowerPoint
	Slides, multimedia, transitions & animations, SmartArt, Presenter View
	Strong visual communication; easy to use; flexible uses
	"Death by PowerPoint"; slow with heavy media; subscription

	MS Excel
	Cell grid, formulas (IF, VLOOKUP), PivotTables, charts, Goal Seek, conditional formatting
	Efficient, accurate analysis; insight for decisions; flexible
	Weak with very large data; silent formula errors; steep advanced curve

	MS Access
	Relational tables, forms, queries, reports, macros/VBA, Office integration
	Reduces duplication; accurate; low-cost RDBMS for SMEs
	Limited scalability; desktop-bound; weaker collaboration



5. [bookmark: _Toc236354237]Task 2b: Practical Application of Two Excel Features
Two Excel features were tested on a small, simulated product-sales dataset containing no live or sensitive information. The dataset lists six products (PPC001-PPC006) with units sold, unit price and total revenue. The two features selected are the IF function and VLOOKUP, both of which appear on the assessment list and were demonstrated in the Week 5 seminar.
[bookmark: _Toc236354238]5.1. The IF Function
The IF function returns different values depending on whether a logical condition is true or false, using the syntax =IF(condition, value-if-true, value-if-false). Here it was used to classify each product's performance: revenue of £900 or more is labelled "High", otherwise "Low". The formula entered in cell F4 was =IF(E4>=900, "High", "Low") and was then filled down the column. As Figure 4 shows, PPC003 (£772) and PPC005 (£880) are correctly returned as "Low" while the remaining products are "High". This function makes it easier to compare product performance because Excel checks the condition automatically for every row. It also reduces the need to review each revenue value manually, which can save time when working with a large amount of business data. If the revenue figures are updated, the results in the performance column will also change automatically according to the condition used. In a business setting this allows managers to flag under-performing lines automatically and target improvement efforts. The logic can also be extended with nested IFs, for example adding a "Very High" band, to provide more detailed performance categories for management review and decision-making.
[image: ]
Figure 4: The IF function applied to classify sales performance in MS Excel
[bookmark: _Toc236354239]5.2. The VLOOKUP Function
VLOOKUP (vertical lookup) searches for a value in the first column of a range and returns a corresponding value from another column in the same row, using the syntax =VLOOKUP(lookup-value, table-range, column-index, exact-match). It was used to retrieve a product's unit price from its Product ID. The formula entered in cell F2 was =VLOOKUP(F4, A4:D9, 4, FALSE), where F4 holds the lookup ID "PPC004", A4:D9 is the data table, 4 is the column index of Unit Price and FALSE forces an exact match. As Figure 5 shows, the function correctly returns £28.00 for PPC004. This makes it easier to find information quickly because the user only needs to enter the Product ID instead of searching through the table manually. It is especially useful when a worksheet contains many products and related details. The same formula can be used with different Product IDs to return their matching prices automatically. This is valuable in business for pulling matching records, such as prices, stock levels or customer details, out of large tables without manual searching, reducing both time and error. It can also make business records easier to manage and keep information consistent.
[image: ]
Figure 5: The VLOOKUP function retrieving a unit price in MS Excel.
6. [bookmark: _Toc236354240]Task 6: Communication and Collaboration Applications
Communication and collaboration software underpins the modern, increasingly distributed workplace. Distinguish between synchronous (real-time) and asynchronous (time-delayed) exchanges (e.g., calls, video conferencing, instant communication vs email, discussions), as they enable different working patterns [13]. This section analyses one communication application (Microsoft Outlook) and one collaboration application (Microsoft Teams), accompanied by examples of the features in practice.
[bookmark: _Toc236354241]6.1. Task 4a: Analysis of One Communication and One Collaboration Application
[bookmark: _Toc236354242]6.1.1. Communication Application: Microsoft Outlook
Microsoft Outlook is an e-mail and personal-information-management (PIM) application that is widely used and is included in Microsoft 365 (previously known as Microsoft Office 365) as a desktop application [13]. Often it is called an email application, but it is actually an integrated productivity package. They include the email function (with Cc, Bcc), the Calendar function for scheduling meetings, the Contacts function and Contact groups, and the Task function with Reminders, as well as the ability to create professional email signatures and out-of-office replies [13]. The difference between Cc and Bcc is practical: In Cc, all recipients know who else is on the Cc list, whereas Bcc recipients (the ones listed) do not know who else is on the Cc list. This is important for etiquette and data security purposes if you are sending to a large number of people or a combination of people. One of the key advantages of Outlook is security. It continually looks for spam and malicious attachments on messages and attaches them to Microsoft's enterprise-class infrastructure to help stop phishing and spoofed e-mail (which is a major entry point to data breaches because it takes advantage of human vulnerabilities instead of technical vulnerabilities) [13]. The principle benefit of Outlook is, therefore, that it brings together communication, scheduling, and security in a secure, and organized, manner. It has a long list of drawbacks and fairly good alternatives, like Gmail, Mozilla Thunderbird, and the privacy-focused Proton Mail, which provide similar services with different degrees of integration, costs and encryption [13]. But for an organisation that's already committed to Microsoft 365, Outlook is the obvious communication centre.
[bookmark: _Toc236354243]6.1.2. Collaboration Application: Microsoft Teams
Microsoft Teams is an all-in-one collaboration platform including persistent chat, video meetings and file sharing across desktop, mobile and web [14]. Work is organised into Teams and Channels, where each channel provides a centralised, searchable space for a department, project or topic. Conversations include @mentions to alert individual users, and channel tabs provide instant access to shared content, including Files, collaborative OneNote Notes and some integrated apps like Planner and Power BI [14]. Meetings scheduled in Teams seamlessly show up in the Outlook calendar, files shared in the channel appear in the SharePoint file system, and capabilities like screen sharing, meeting recording and Microsoft Whiteboard for collaborative work enable real-time teamwork throughout the rest of Microsoft 365 such as Outlook, SharePoint, and OneDrive. They provide broad evidence that is largely positive, but needs to be read with a critical eye. But vendor-linked and academic sources record positive results: For example, one report on using Teams to communicate with staff found that the platform could boost employee productivity by approximately 20%, and by enhancing engagement and cross-departmental collaboration, Microsoft's Teams is a comprehensive solution for hybrid and remote working [15], [16]. 
However, these are some of the strongest figures from vendor-commissioned studies, and need to be treated with caution. Recent longitudinal research on technology in teamwork cautions that nothing is to be expected from technology itself to solve collaboration problems; these are sociotechnical and partly the user's and partly the organisation's challenges [16]. In addition, there is a host of concrete restrictions: the free version allows for meetings of 60 minutes and 100 people, provides 5 GB of storage per user, and does not include the recording feature, advanced security and full integration with Microsoft 365 [14]. But there are alternatives like Zoom, Google Meet and Slack which play overlapping roles, and the reasonable verdict is that Teams offers companies that are focused on Microsoft some real value but needs to be used well in collab to be a real asset. 
Table 2: Comparative Summary of Microsoft Outlook and Microsoft Teams.
	Dimension
	Microsoft Outlook (Communication)
	Microsoft Teams (Collaboration)

	Primary purpose
	Asynchronous email plus calendar, contacts and tasks
	Synchronous & asynchronous team chat, meetings and file sharing

	Key features
	Cc/Bcc, calendar, signatures, auto-replies, spam/malware filtering
	Teams & channels, @mentions, video meetings, Files/Notes tabs, app integration

	Main benefit
	Consolidated, secure professional communication
	Centralised, searchable teamwork across locations

	Limitations
	Cost/complexity of M365; feature overload
	Free-tier limits (60 min, 100 users, 5 GB)

	Evidence
	[13]
	[14], [15], [16]



[bookmark: _Toc236354244]6.2. Task 4b: Practical Testing of a Communication and a Collaboration Feature
[bookmark: _Toc236354245]6.2.1. Communication Feature Tested (Outlook Cc/Bcc)
For the purpose of checking communication feature, an email was composed in Outlook using the Cc and Bcc fields together with a professional signature (all data simulated). As Figure 7 shows, the message is addressed to the member of a company in the To field, a information centre email is added in Cc so they can see and be seen on the thread, and a third business manager email is placed in Bcc, so their address stays hidden from the other recipients. This demonstrated the privacy distinction discussed above. This mirrors the Week 7 seminar activity and shows correct, professional email practice.
[image: ]
Figure 6: Creating a New Email.
[image: ]
Figure 7: Email Composed Using Cc, & Bcc.
[bookmark: _Toc236354246]6.2.2. Collaboration Feature Test (Teams Channel Post)
A post was made in a Teams channel using an @mention and a shared file (all data simulated). As Figure 8 shows, within the General channel of the module team a message is posted and a teammate is notified directly using @ACCA4026 Project_GRP, which triggers an alert for relevant persons; a file, Task2MindMap.png, is shared to the channel's Files tab so all members can access it, and reactions and threaded replies keep the discussion organised and searchable. This demonstrates the centralised, transparent teamwork that distinguishes a collaboration tool from simple messaging.
[image: ]
Figure 8: channel post with @mention and shared file on Microsoft Teams
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