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[bookmark: _Toc160375380]Introduction
Hi, my name is Dolapo Owolabi. My student ID 2518096. 

[bookmark: _Toc160375381]Main Body  :Software Applications for Business


[bookmark: _Toc160375382]Task 1        
(10 marks)

[bookmark: _Toc160375383]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). 
Wix is a cloud-based website builder designed to help individuals and businesses create professional websites without advanced technical skills. Wix allows users to design and customise their own websites without need to know how to code. Wix provides range of pre-designed templates suitable for business websites, portfolios and e-commerce stores. Key feature of Wix includes built-hosting, domain management, SEO tools and image galleries for businesses, Wix also offers e-commerce such as product listing, online payments, booking systems and basic inventory management. Benefit of using Wix is that Is very easy to use meaning make it ideal for small businesses able to start creating their website with limited technical knowledge. Users can be able to build and publish websites without hiring professional developers, which reduce costs. Wix also supports business growth by offering plans, analytics tools and customer management systems. All these features are all in Wix which saves times by combining design, hosting and maintenance in one solution. Wix also have limitations as a software builder. Advanced customisation is restricted compared to fully coded websites, which may limit flexibility for larger or more complex business needs. Website built on Wix cannot be easily transferred to another platform, creating platform dependency. Higher tier plans are required to remove Wix branding and access advanced business features, which can increase long term costs. With these limitations Wix still remains a popular and effective solution for small to medium-sized business operations [1].
Shopify is Cloud based e-commerce website builder designed to help businesses create, manage, and scale online stores efficiently. It provides an all-in-one platform that includes website hosting, secure payment processing, inventory management and order fulfilment tools. Shopify also offers a wide range of designed templates that can be customisable for your business and allowing businesses to create visually appealing online stores without advanced coding skills. Benefit of Shopify is it easy of use making it good for small businesses, growing their enterprises. The platform reduces technical complexity by handling hosting, security updates and system maintenance. Shopify also allows businesses to expand their operations as their sales grow; The use of the feature analytics tools support will help business make better decision making by tracking customer behaviour and sales performance. Shopify provides strong customer support and extensive documentation, which helps users resolve issues quickly. However, Shopify also have limitation such as monthly subscription fees and additional transaction costs which can lead to operating expenses can have effect on small business. Shopify also have limited customisation options and also can require advanced features for certain features required for your business. Despite these limitations, Shopify remains a powerful and reliable e-commerce solution for business operations [2].


[bookmark: _Toc160375384]Task 2  
(15 marks)
[bookmark: _Toc160375385]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 map is a visual tool used to organise your ideas and information around a central idea. Mind map works with one main topic in the centre and the branches out into sub-topics. These branches can also be split into further levels to show relationships, ideas and processes. Mind map help with brainstorming, planning and problem- solving and improving memory by presenting information in a structured but creative format. [3]. The benefits of using mind map in business operations are mind maps help teams break down complex business information into clear and visual structures. This makes it easier to see tasks. Another benefit of mind map is better decision – making with clear structure allows businesses to make more informed and strategic decisions. The use of mind map increases your productivity and efficiency by planning tasks quickly and reduce time spent reading long documents. Key benefit of using mind maps in business operation is by presenting information in a visual format that is easy for everyone to understand. Instead of relying on reports or spreadsheets, mind maps allow managers and employees to quickly grasp the main ideas, follow project progress, and identify responsibilities. This reduces misunderstandings, speeds up meeting and ensure that all team members share the same understanding of their goals and processes. Overall, mind maps help create clearer, faster and more effective communication across the organisation. Mind maps provide a shared visual reference that helps teams align on goals, responsibilities, and timelines, reducing misunderstanding. Mind mapping supports faster decision-making as all relevant information such as risks, options and outcomes can be viewed in one place. Overall, mind mapping increases productivity, supports strategic planning, and helps businesses work more efficiently by transforming complex information into clear visual structures [4].

b. Create a mind map of contemporary software applications that are used to support day-today business/Organisation operations. 10 marks
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[bookmark: _Toc160375386]Task 3 
(50 marks)

[bookmark: _Toc160375387]Office Applications for Creating, Storing, Presenting, and Analysing Data 
(Approx. 2000 words)

[bookmark: _Toc160375388]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).   
MS word is Microsoft word that widely used word-processing application that supports many business operations such as reporting, communication, documentation and planning. MS word enables to produce professional documents quickly and efficiently, making it a tool in modern office environments. Major features of MS word are providing formatting tools, style and layout options for creating business reports. Ms word has built in templates offers templates for invoices, reports, CVs and business letters to save time and ensure consistency. MS word works smoothly with Excel, PowerPoint, Outlook, OneDrive for workflow and data sharing. Ms word allows insertion of images, SmartArt, tables, charts and diagrams to enhance business presentations and reports. The benefits of MS word in business operations improves professional communication by creating clear documents that improve the quality of internal and external communication. Increases productivity by providing Templates and features and reduce errors. Another benefit of Ms Word is easy to use because available on computers and phones through Microsoft 365, with an interface that most employees already understand. This software solution Is very useful for business operation by enhancing team collaboration by allowing multiple users can edit a document and making teamwork more efficient. Limitations of Ms word requires subscription cost full features require a Microsoft 365 subscription, which may be expensive for small businesses or individuals. Is not idea for complex Graphics Design meaning more advanced publishing tasks may require Adobe InDesign or Microsoft publisher. Performance issues with large files can be big problem when using Ms word documents with many images or complex formatting can become slow or unstable. Another limit while using Ms word is features like mail merge, IF function and templates need additional learning [5]. 
Microsoft PowerPoint is a widely used presentation software that supports business operation by enabling organisations to communicate ideas, data and strategies in visual and structured manner. MS PowerPoint is used for meeting, staff training and project and marketing presentations. Power point integrates seamlessly with other Microsoft applications, making MS power point it a core tool in modern business environments. Major feature of MS Power point it has a wide of range of slid creation and design tools usefully for users to choose from pre-designed templates to help ensure professional and consistent presentation layouts. PowerPoint supports text formatting, images, charts, tables, SmartArt diagrams, animations, and slide transitions, which help make content visually engaging. Multimedia features allow the insertion of audio and video to enhance presentations. Additionally, PowerPoint offers collaboration tools such as comments, real-time co-authoring, and version control through cloud services like OneDrive and SharePoint. Integration with Microsoft Excel allows users to import and update data-driven charts easily, supporting accurate business reporting. The benefits Of Ms power point in business operations are it improves communication by transforming complex information into visual content making it easier for audience to understand. This is especially useful for explaining financial data, strategies, and performance indicators to stakeholders. PowerPoint also enhances productivity, as templates and reusable slide decks reduce the time needed to prepare presentations. Collaboration features enable teams to work together efficiently, even when working remotely. Furthermore, PowerPoint supports consistent branding across an organisation by allowing businesses to use standard fonts, colours, and layouts. Its flexibility makes it suitable for various business functions, including training, marketing, management reporting, and client communication. Ms PowerPoint has served limitation such as creating effective presentations may require good design skills and inexperienced users may produce slides that are overly text-heavy or visually cluttered, reducing their impact. Overuse of animations and transitions can distract audiences rather than support the message. PowerPoint is also not ideal for complex data analysis or advanced graphic design, as specialised software may be required for those tasks. Large files containing high-resolution images or videos can cause performance issues and make sharing difficult. Additionally, full access to PowerPoint’s advanced features requires a Microsoft 365 subscription, which may increase costs for small businesses. In conclusion, Microsoft PowerPoint is a powerful and versatile software solution for business operations. While it has limitations, its features and benefits make it an essential tool for effective communication, collaboration, and presentation in professional environments when used appropriately [6].


Microsoft Excel is a powerful spreadsheet software widely used in business operations for data organisation, analysis, reporting, and decision-making. As part of the Microsoft 365 suite, Excel supports a wide range of business activities, including financial management, budgeting, forecasting, inventory tracking, performance analysis, and data visualisation. Its flexibility and widespread adoption make it an essential tool in modern organisations. One of the major features of Microsoft Excel is its ability to organise large volumes of data in structured tables using rows and columns. Excel provides extensive calculation capabilities through built-in formulas and functions such as SUM, IF, VLOOKUP, XLOOKUP, and statistical functions, enabling accurate and efficient data analysis. Advanced features such as PivotTables and Pivot Charts allow users to summarise and analyse complex datasets quickly. Excel also offers data visualisation tools, including charts, graphs, and conditional formatting, which help users identify trends and patterns. In addition, Excel supports automation through macros and Visual Basic for Applications (VBA), reducing repetitive tasks and improving productivity. Integration with other Microsoft applications and cloud services enables collaboration, real-time editing, and secure data sharing. The benefits of Microsoft Excel in business operations are significant. Excel improves decision-making by enabling managers to analyse financial data, sales performance, and operational metrics effectively. Its flexibility allows it to be used across various departments, including finance, human resources, marketing, and operations. Excel enhances productivity by automating calculations, reducing manual errors, and allowing quick updates to report. Collaboration features in Microsoft 365 support teamwork by enabling multiple users to work on the same spreadsheet simultaneously. Furthermore, Excel is widely recognised and easy to learn at a basic level, making it accessible to users with different skill sets. Despite its strengths, Microsoft Excel has several limitations. Large or complex spreadsheets can become difficult to manage, increasing the risk of errors if formulas are not handled correctly. Excel is not designed for handling extremely large datasets compared to dedicated database systems, which can lead to performance issues. Advanced features such as macros and VBA require technical knowledge, creating a learning curve for some users. Additionally, improper use of Excel for critical business systems can result in version control problems and data security risks. Therefore, while Excel is a powerful tool, it must be used carefully and appropriately within business operations. In conclusion, Microsoft Excel remains a vital software solution for businesses due to its strong analytical capabilities and versatility. When used correctly, it supports efficient data management, analysis, and informed decision-making [7].



Microsoft Access is a desktop database management system (DBMS) designed to help businesses store, manage, and analyse structured data efficiently. It is part of the Microsoft 365 and Microsoft Office suite and is commonly used by small to medium-sized organisations for managing records, tracking transactions, and supporting operational decision-making. Microsoft Access combines a relational database engine with a user-friendly interface, making it suitable for users who require database functionality without the complexity of enterprise-level database systems. One of the major features of Microsoft Access is its relational database capability. Access allows users to create multiple related tables using primary and foreign keys, ensuring data consistency and reducing duplication. It supports queries that enable users to retrieve, filter, sort, and analyse data efficiently using SQL or a graphical query designer. Access also provides powerful form and report tools, allowing businesses to create customised data-entry forms and professional reports without advanced programming knowledge. These features improve data accuracy and presentation. Additionally, Access includes automation tools such as macros and Visual Basic for Applications (VBA), which can be used to automate repetitive tasks and enforce business rules. Integration with other Microsoft applications such as Excel, Word, and Outlook further enhances its functionality, allowing data import, export, and reporting across platforms. The benefits of Microsoft Access in business operations are substantial. One key advantage is improved data organisation and management. Access enables businesses to centralise information such as customer records, inventory data, employee details, and transaction histories in a structured and secure manner. This reduces reliance on multiple spreadsheets and minimises data inconsistencies. Access also supports better decision-making by enabling users to run queries and generate reports that provide insights into business performance. Another benefit is cost-effectiveness, as Access is included in many Microsoft Office and Microsoft 365 plans, making it an affordable database solution for small businesses. Its user-friendly design allows non-technical users to build and maintain databases, reducing the need for specialist IT support. Furthermore, Access supports multi-user environments, allowing several employees to work with the same database simultaneously, which improves collaboration and operational efficiency. Despite its advantages, Microsoft Access has several limitations that businesses must consider. One major limitation is scalability. Access is not designed to handle very large databases or high numbers of concurrent users, making it unsuitable for large enterprises or mission-critical systems. As data volume increases, performance issues such as slow queries and data corruption risks may occur. Another limitation is platform dependency, as Microsoft Access is primarily designed for Windows operating systems and has limited support on macOS. Security is also a concern for some organisations, as Access does not offer the same level of advanced security features as enterprise database systems such as Microsoft SQL Server or Oracle. Additionally, while Access is easier to use than many database systems, advanced features such as complex queries, macros, and VBA require technical knowledge, which can present a learning curve for users. In conclusion, Microsoft Access is a powerful and flexible database solution for small to medium-sized businesses that need to manage structured data efficiently. Its features support data storage, analysis, automation, and reporting, while its benefits include improved organisation, cost-effectiveness, and ease of use. However, its limitations in scalability, security, and platform compatibility mean it is best suited for smaller business operations rather than large-scale enterprise systems. When used appropriately, Microsoft Access can significantly enhance business data management and operational efficiency [8].


 
[bookmark: _Toc160375389]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. 
-Note: This task is based on your own practical activity. 

[bookmark: _Toc160375390]Task 4 
(25 marks)
[bookmark: _Toc160375391]Communication and Collaboration applications 
(Approx. 1000 words)

[bookmark: _Toc160375392]a. 13 marks
Analyse one contemporary Communication (Email, MS Teams etc.) and one Collaboration (SharePoint, One Drive etc.) applications/tools used frequently in 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) 


Microsoft Outlook is one of the most widely used email communication applications in the modern business world. It is part of the Microsoft 365 ecosystem and is used by organisations of all sizes to manage professional email communication, scheduling, collaboration, and information flow. Outlook functions not only as an email client but also as a productivity and communication hub that integrates messaging, calendars, contacts, and task management into a single platform. One of the key features of Microsoft Outlook is its professional email management system. It supports business email accounts with custom domains, advanced inbox organisation tools such as folders, rules, categories, and focused inbox, which help users prioritise important messages. Outlook includes an integrated calendar that allows users to schedule meetings, send invitations, book meeting rooms, and view colleagues’ availability. Additional features include contact management, task lists, email encryption, spam filtering, and integration with Microsoft Teams for instant messaging and video meetings. Outlook also supports cloud-based access, enabling users to access emails across desktop, web, and mobile devices. The benefits of using Microsoft Outlook in business operations are significant. It enhances professional communication by providing a reliable and secure platform for internal and external emails. The integration with Microsoft 365 applications such as Word, Excel, PowerPoint, and OneDrive improves productivity by allowing users to share files, collaborate on documents, and manage workflows directly from the email interface. Outlook also supports collaboration by synchronising calendars and enabling efficient meeting coordination, which is essential in fast-paced business environments. Its security features, including encryption and advanced threat protection, help protect sensitive business information and maintain compliance with organisational policies. Despite its advantages, Microsoft Outlook also has several limitations. The interface can feel complex for new users, and advanced features may require training to use effectively. Performance issues may occur when handling very large mailboxes or numerous shared folders. Outlook also relies heavily on the Microsoft ecosystem, which can limit flexibility for organisations using alternative platforms. Additionally, full access to Outlook’s advanced features requires a Microsoft 365 subscription, which may increase costs for small businesses. In conclusion, Microsoft Outlook is a powerful and widely adopted email communication tool that supports modern business operations through its strong integration, collaboration features, and security capabilities. While it has some limitations related to complexity and cost, it remains a core communication solution for professional environments [9].
[image: Outlook Log In | Microsoft 365]
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Microsoft OneDrive is a cloud-based file storage and collaboration application that has become essential in modern business operations. As part of the Microsoft 365 ecosystem, OneDrive allows organisations to store, access, share, and manage files securely from anywhere, supporting remote work and team collaboration. It integrates seamlessly with other Microsoft applications, including Word, Excel, PowerPoint, Teams, and Outlook, creating a unified productivity environment for business users. One of the key features of OneDrive is its cloud storage capability. Users can upload files and folders, organise them with directories, and access them across devices, including desktops, laptops, tablets, and smartphones. OneDrive supports file versioning, allowing users to track changes, restore previous versions, and maintain document history. Sharing and collaboration features are also robust; files can be shared with colleagues or external partners with customizable permissions, such as view-only or edit access. Real-time co-authoring enables multiple users to work on documents simultaneously, with automatic updates reflecting changes instantly. OneDrive also offers advanced search capabilities, offline access, and integration with Microsoft Teams for seamless collaborative workflows. The benefits of using OneDrive in business operations are significant. It improves collaboration by allowing teams to work together efficiently, regardless of location, which is crucial in today’s remote and hybrid work environments. Centralised cloud storage reduces dependency on local drives or email attachments, minimising the risk of data loss and ensuring consistency in document management. OneDrive enhances productivity by supporting real-time editing, automatic syncing, and easy access to business-critical files across devices. Its integration with Microsoft 365 applications streamlines workflows and reduces the need to switch between multiple platforms. Furthermore, OneDrive provides enterprise-grade security features, including file encryption, multi-factor authentication, and compliance with industry standards, safeguarding sensitive business information. Despite its advantages, OneDrive also has some limitations. File syncing can sometimes be slow for large files or when network connectivity is limited, which may affect workflow efficiency. The platform heavily relies on a stable internet connection, which can be a challenge in areas with poor network infrastructure. Additionally, while OneDrive offers generous storage, organisations may need to purchase higher-tier plans to accommodate large teams or extensive data requirements. Compatibility issues may arise when collaborating with users who use alternative cloud platforms. Finally, some users may require training to utilise advanced features such as version control, shared permissions, and integration with Teams effectively. IN conclusion, Microsoft OneDrive is a powerful collaboration and cloud storage tool that enhances productivity, supports secure file management, and facilitates teamwork in modern business environments. While there are limitations related to connectivity, storage costs, and platform dependency, its benefits in enabling remote collaboration and integrating with the Microsoft 365 ecosystem make it an essential solution for businesses of all sizes. [10].


[bookmark: _Toc160375393]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.
[bookmark: _Toc160375394]Conclusion
[bookmark: _Toc160375395]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.
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[bookmark: _Toc160375396]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.
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