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[bookmark: _Toc212037696]Introduction
This report outlines key contemporary software used in today’s organisations. It introduces popular e-commerce website builders, reviews essential office applications, presents a mind map of commonly used tools, and examines communication and collaboration platforms through practical examples.
[bookmark: _Toc212037697]Task 1. e-Commerce Website builders or software solutions
1.1 [bookmark: _Toc212037698]Wix
[image: ]
Figure 1 : Wix editor website e-portfolio[ https://hebunay9.wixsite.com/my-site-7 ]
[bookmark: _Toc212037699]Wix eCommerce, by contrast, is a general website builder enhanced with integrated selling functions. It is known for its drag-and-drop interface, which allows users to position design  elements freely, enabling greater creative control than many competitors offer. Wix supports product listings, discount creation, automated tax settings, secure payment gateways, and mobile-friendly templates. The platform also includes a built-in marketing dashboard and an AI-powered tool called Wix ADI, which generates personalised website layouts based on user preferences. While Wix offers strong design flexibility, its commerce functions are less advanced than Shopify’s, especially for businesses managing large inventories or complex commercial processes.

Wix – Structured Overview


1. What is this software?
A general website builder that incorporates e-commerce functionality.
2. Key features:
– Drag-and-drop design freedom
– Product listing and inventory controls
– Secure payment systems
– Automated tax and shipping settings
– Mobile-optimised templates
– AI-generated site design with Wix ADI
3. Advantages:
– Very beginner-friendly
– Low cost compared to specialised platforms
– Strong creative flexibility
– Integrated SEO and marketing features
4. Limitations:
– Limited scalability for large stores
– Simplified inventory and reporting tools
– Fewer advanced commerce functions
5. Best suited for:
Small businesses, freelancers, boutique stores, and design-focused users.

1.2 Shopify

Figure 2 : Shopify editor website e-shop
Shopify
Shopify is an all-in-one platform built to help users create and run online shops without dealing with technical tasks. The system manages hosting, security, and updates, so businesses can focus on products and customers. It provides editable store themes, a simple design editor, product and inventory tools, a secure checkout process, and its own payment service. Shopify also offers many optional apps for marketing, analytics, automation, shipping, and selling through multiple channels. Although the platform is dependable and suitable for growth, the monthly subscription and extra app fees may be costly for small or new businesses.
Shopify – Structured Overview

1. What is this software?
A specialised e-commerce website builder designed to create professional online stores.
2. Key features:
– Product creation and inventory management
– Secure payment processing via Shopify Payments
– Commercial templates and visual design editor
– Fully hosted infrastructure and built-in security
– Extensive app/plug-in marketplace
– Mobile-responsive layouts
3. Advantages:
– No technical skills required
– Strong multichannel selling (Instagram, TikTok, Amazon)
– Advanced SEO and marketing tools
– High scalability
4. Limitations:
– Monthly fees and optional app costs
– Deep customisation may require coding
– Transaction fees when not using Shopify Payments
5. Best suited for:
Medium and large businesses, growth-focused brands, and professional e-commerce operations.


[bookmark: _Toc212037700]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc212037701]Mind mapping and explain the benefits of using mind mapping in business operations
Mind mapping is a simple visual method used to organise ideas by placing one main topic in the centre and showing related ideas around it. Instead of writing information in long paragraphs, a mind map presents it in short keywords and branches. This makes it easier to see how different ideas connect. The technique is popular because it helps people think clearly, remember information better, and generate new ideas without getting overwhelmed.
In business operations, mind mapping is useful because companies deal with many tasks, projects, and decisions every day. A mind map helps break down complicated information into smaller, clearer parts. When employees see information visually, they understand it faster and make fewer mistakes. It also reduces the amount of time spent reading or rewriting long notes, which increases efficiency.
One important benefit of mind mapping is that it supports better decision-making. Managers often need to compare options, understand problems, or plan solutions. By placing all relevant points on one page, a mind map allows them to see the whole situation at once. This makes it easier to identify priorities, possible risks, and the steps required to move forward.
Mind mapping also improves teamwork. During meetings or brainstorming sessions, teams can use a shared mind map to collect ideas from everyone. This ensures all voices are heard and encourages participation. Digital tools such as MindMeister, Miro, and Microsoft Whiteboard also allow team members to work together even if they are in different places. These tools update in real time, making collaboration smoother and more organised.
In project management, mind maps help teams plan and track work more effectively. A project can be shown as a group of branches that represent tasks, deadlines, responsibilities, and resources. This makes the project easier to understand for everyone involved. If something changes later, the mind map can be updated quickly without rewriting everything. Because it shows both the big picture and small details, it helps teams stay focused and avoid confusion.
Mind mapping is also helpful in training and communication. New employees can learn processes more easily when information is shown visually. A mind map simplifies instructions and makes them easier to remember. This can reduce training time and improve work quality. Since mind maps can be saved, shared, or updated, they are a practical tool for long-term learning in organisations.
In summary, mind mapping is a clear and flexible method that supports many business activities. It helps employees understand information quickly, improves decision-making, strengthens teamwork, and supports better planning. Because businesses today must adapt to fast changes, mind mapping remains a valuable tool for organising ideas and managing daily operations in a simple and effective way.

b. [bookmark: _Toc212037702]Create a mind map of contemporary software applications

[bookmark: _Toc212037703]Figure 3 : Mind Map of Contemporary software applications from mindmeister.
[ https://www.mindmeister.com/app/map/3844885054?t=HDPVSjAhOC ]
Task 3. Office Applications
0. [bookmark: _Toc212037704]Four office software solutions for business operations
[bookmark: _Toc212037705]MS Word
[image: C:\Users\atılım\Desktop\mc world hebunay.png]
Figure 4 : Microsoft Word Application Interface.
Microsoft Word is a widely used word-processing application designed to help individuals and organisations create, edit, and store written documents in a structured and efficient manner. It supports a broad range of document types including reports, letters, manuals, forms, contracts, and academic papers. Because Word is part of the Microsoft Office suite, it integrates smoothly with other business tools, making it a central application for daily information management.
· Key Features
Microsoft Word offers formatting controls, template libraries, spelling and grammar checking, real-time collaboration, version history, headers and footers, tables, styles, mail merge, and cloud-based storage through OneDrive or SharePoint. These features allow employees to maintain consistency and accuracy across organisational documents. Word also includes accessibility tools, such as Read Aloud and dictation, which support diverse working needs.
· Benefits
The primary advantage of Microsoft Word is its flexibility. Users can write simple text-based documents or build complex, multi-section business reports. Templates improve productivity by giving organisations pre-designed structures for recurring tasks such as invoices or meeting minutes. Collaboration tools allow multiple colleagues to edit the same document simultaneously, which supports remote and hybrid work environments. The review tools—comments, track changes, and comparison—enhance quality control and team communication.
· Limitations
Word documents can become difficult to manage when they contain very large amounts of text, images, tables, or embedded content. Complex formatting may break when shared across different versions of the software. Another limitation is that Word is primarily text-based, making it less suitable for highly visual tasks that might be better handled in PowerPoint or dedicated design software.
· Business Use Example
A service-based company may use Word to prepare proposals, client agreements, policy documents, or operational manuals. For instance, an HR department can maintain employee handbooks and update them easily using revision tools.

[bookmark: _Toc212037706]MS PowerPoint
[image: C:\Users\atılım\Desktop\powerrr.png]
Figure 5 : Microsoft Word Powerpoint Interface.
Microsoft PowerPoint is a presentation software application used to create visual slide decks for communication, training, briefing, and reporting purposes. It allows users to combine text, images, tables, diagrams, animations, and multimedia content into a structured visual narrative.
· Key Features
PowerPoint includes slide templates, design themes, SmartArt diagrams, animation and transition effects, embedded audio/video, presenter view, screen recording, and real-time collaboration. The Designer tool automatically improves the visual layout of a slide by recommending professional-looking arrangements. PowerPoint can also export files as PDFs, videos, or image sequences, making it a flexible tool for various platforms.
· Benefits
PowerPoint supports clear communication by allowing complex information to be presented visually. Diagrams and charts help simplify statistical or analytical data, making it easier for audiences to understand. Presenter tools assist speakers in maintaining flow and timing, while notes panes allow private reminders during presentations. Because PowerPoint integrates with Excel, users can embed charts directly from spreadsheets and update them automatically.
· Limitations
PowerPoint presentations can become overwhelming if slides contain too much text or unnecessary animations. Overuse of decorative elements can distract rather than support communication. Another limitation is that poorly designed layouts may reduce audience engagement. Additionally, PowerPoint is not ideal for storing detailed written content; therefore, it works best alongside Word and Excel.
· Business Use Example
Businesses use PowerPoint for staff training, investor presentations, sales pitches, project updates, and strategic planning meetings. Marketing teams often rely on PowerPoint to communicate brand concepts to clients with visual clarity.


[bookmark: _Toc212037707]MS Excel
[image: C:\Users\atılım\Desktop\excel.png]
Figure 6 : Microsoft excel Interface.
Microsoft Excel is a spreadsheet application used for storing, organising, calculating, and analysing numerical data. It is essential in finance, accounting, data analysis, forecasting, reporting, and operational planning. Excel’s grid-based design allows users to perform both simple and highly complex calculations.
· Key Features
Excel offers formulas and functions (e.g., IF, VLOOKUP, SUM, AVERAGE, COUNT), conditional formatting, pivot tables, charts, data validation, macros, scenario analysis, and Power Query for advanced data management. The software supports importing data from various sources and integrates with Power BI for deeper analytics.
· Benefits
Excel is one of the most powerful non-programming tools for business analysis. It enables fast numerical calculations, creates dynamic reports, and processes large datasets. Pivot tables simplify data exploration by allowing users to group, filter, and summarise information instantly. Charts and graphs help present patterns and trends visually. Excel also supports automation through macros, reducing repetitive work.
· Limitations
Although Excel is versatile, it becomes difficult to manage when datasets are extremely large (e.g., millions of rows). Mistyped formulas can produce incorrect results, which may lead to flawed business decisions. Excel is also less suitable for multi-user editing compared to cloud-native platforms such as Google Sheets. Another challenge is that inexperienced users may misuse functions without understanding data structures.
· Business Use Example
A retail company may use Excel to track monthly sales, calculate profits, forecast inventory demand, or analyse customer buying patterns using pivot tables and charts.


[bookmark: _Toc212037708]MS Access
[image: C:\Users\atılım\Desktop\accesss.PNG]
Figure 7 : Microsoft Acces Interface.
Microsoft Access is a database management application used to store, organise, and retrieve structured information. Unlike Excel—which handles data in two-dimensional spreadsheets—Access manages relational databases, where data is stored in linked tables that reduce duplication and improve accuracy.
· Key Features
Access provides tools for creating tables, forms, queries, and reports. Structured Query Language (SQL) is supported for advanced data manipulation. Forms allow users to enter information through controlled interfaces, reducing input errors. Queries extract specific subsets of data, while reports display results in polished layouts. Access can also integrate with Excel and SharePoint for more comprehensive workflows.
· Benefits
Access is powerful for scenarios where information needs to be sorted, filtered, categorised, and retrieved reliably. It helps organisations maintain structured datasets, such as customer lists, product inventories, or booking systems. Because Access uses relational design, it reduces data redundancy and maintains consistency across linked tables.
· Limitations
Access is not ideal for very large databases or high user volumes; enterprise-level systems such as SQL Server or Oracle are more suitable in those cases. Another limitation is that Access requires some understanding of database design principles, which may be challenging for beginners.
· Business Use Example
A small business might use Access to manage its customer database, record orders, track payments, and generate monthly reports.


0. [bookmark: _Toc212037709]Practical demonstration of Two Office Features

IF Function
Step 1: Initial Budget Table
[image: C:\Users\atılım\AppData\Local\Microsoft\Windows\INetCache\Content.Word\5a4fc5ae-fd88-4da1-ba65-257a248027d4.png]
Figure 1 shows the initial dataset used to test the IF function. The table includes three expense categories (Airfare, Food, Entertainment) with their allocated Budget amounts and Actual spending. This structure is commonly used in business environments to monitor expenses and identify potential overspending.

Step 2: Selecting the IF Function
[image: C:\Users\atılım\AppData\Local\Microsoft\Windows\INetCache\Content.Word\cb328298-99ba-4576-8e38-5eb5b096043a.png]
In Figure 2, the IF function is selected from the Excel “Insert Function” menu. This function evaluates whether a logical condition is true or false. In this example, the test compares Actual spending with the allocated Budget to determine whether each category remains within the planned limit.
Step 3: Entering Logical Condition
[image: C:\Users\atılım\AppData\Local\Microsoft\Windows\INetCache\Content.Word\be4e8f75-fffa-4dcc-861f-9b932c447634.png]
Figure 3 displays the logical test used in this exercise: C2 < B2. This formula checks if the Actual amount (C column) is less than the Budget amount (B column). If the condition is true, Excel returns the text “Within Budget”. If the condition is false, Excel will return a second value entered by the user.

Step 4: Completing the IF Function
[image: C:\Users\atılım\AppData\Local\Microsoft\Windows\INetCache\Content.Word\997bd813-63a4-430f-b504-4f581584f9ef.png]
In Figure 4, the full IF formula is constructed. The “Value_if_true” is set to “Within Budget” and the “Value_if_false” is set to “Over Budget – Investigate”. This allows the Status column to clearly show whether spending is acceptable or requires further review.
Step 5: Final Results
[image: C:\Users\atılım\AppData\Local\Microsoft\Windows\INetCache\Content.Word\952eb0e6-1fef-4bb8-8213-2d2449102ec9.png]
Figure 5 shows the completed Status column after applying the IF function to all rows. Two categories (Airfare and Food) remain within the allocated budget, while the Entertainment category exceeds the limit. This demonstrates how the IF function helps organisations quickly detect overspending and make informed decisions.

VLOOKUP
The VLOOKUP function is one of the most commonly used lookup tools in Excel. It allows businesses to search for a specific value in the first column of a table and return the corresponding value from another column in the same row. This feature is especially useful for tasks such as price lookups, product information retrieval, and matching customer records. The following screenshots demonstrate how the VLOOKUP function is applied using a simple dataset containing fruit names and their associated quantities.
Step 1: Preparing the Lookup Table
[image: C:\Users\atılım\AppData\Local\Microsoft\Windows\INetCache\Content.Word\12ca36fe-5541-42b6-add3-9a98219f5310.png]
Figure 1 shows the initial dataset used for the VLOOKUP demonstration. The table contains a list of fruits in column A and their corresponding amounts in column B. In the lower row (cell A7), the user enters a fruit name (“Apples”), and the goal is to use VLOOKUP to automatically return the correct amount from the table. This setup reflects real business scenarios where employees search for product prices, inventory levels, or customer data.
Step 2: Starting the VLOOKUP Formula
[image: C:\Users\atılım\AppData\Local\Microsoft\Windows\INetCache\Content.Word\9e755b17-4acb-40d9-b665-3e84e1516b4f.png]

In Figure 2, the user begins typing the VLOOKUP formula into cell B7. Excel displays a tooltip describing the function, which helps users understand the required arguments: lookup_value, table_array, col_index_num, and range_lookup. This stage demonstrates how Excel supports users by providing built-in guidance for commonly used functions.
Step3: Selecting the Lookup Range
[image: C:\Users\atılım\AppData\Local\Microsoft\Windows\INetCache\Content.Word\7f250c31-73cf-4d2a-a685-a70b3c42aa83.png]

Figure 3 illustrates the selection of the table range (A2:B5) where the lookup will occur. The first argument (A7) is the value to search for (“Apples”), and the second argument specifies the area that contains the data. Choosing the correct table range is important, as VLOOKUP always searches in the leftmost column and retrieves a value from a column to the right.
Step 4: Adding Column Index and Match Type
[image: C:\Users\atılım\AppData\Local\Microsoft\Windows\INetCache\Content.Word\6c2214a3-8e9a-404e-8578-a195d81b2aef.png]
Figure 4 shows the formula being completed with the remaining arguments. The number “2” indicates that the function should return the value from the second column of the selected range. The last argument (“FALSE”) requests an exact match, meaning Excel must find the fruit name exactly as entered. This method is frequently used in professional environments where accuracy is required, such as retrieving exact prices or product codes.
Step 4: Final Result Returned by VLOOKUP[image: C:\Users\atılım\AppData\Local\Microsoft\Windows\INetCache\Content.Word\1c929ec1-af83-41f6-8d9c-894ddbbdb71c.png]
Figure 5 displays the completed result. After pressing Enter, Excel returns the value “50”, which corresponds to “Apples” in the lookup table. This confirms that the VLOOKUP function correctly identified the fruit and returned the associated amount. In business operations, this process reduces manual searching and helps ensure data accuracy across spreadsheets.

[bookmark: _Toc212037712]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc212037713]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc212037714]MS Outlook

Figure 1: Outlook webpage interface
Microsoft Outlook is a contemporary communication application that is widely used in modern business environments to support professional and structured digital communication. Its primary function is email management; however, Outlook also integrates calendars, contacts, and task management tools, which together enhance organisational communication efficiency. In many organisations, Outlook acts as the central communication hub through which internal and external correspondence is conducted in a formal and traceable manner.
One of the key strengths of Outlook as a communication tool is its ability to manage large volumes of messages in a structured way. Users can categorise emails, apply filters, and create folders to prioritise important communications. This is particularly valuable in business contexts where employees receive numerous messages daily and must respond efficiently without missing critical information. The inclusion of features such as email flagging and reminders further supports timely communication and accountability.
Outlook also plays a significant role in scheduling and time-based communication through its integrated calendar. Meetings can be scheduled, invitations sent, and participant availability checked automatically. This reduces the need for repeated back-and-forth communication and improves coordination across teams. Automated notifications and reminders ensure that participants remain informed and prepared, which is essential in fast-paced organisational environments.
In addition, Outlook offers strong security and privacy controls. Built-in spam filtering, phishing protection, and organisational policies help protect sensitive information and ensure communication complies with business standards. The integration with Microsoft 365 services allows users to share documents securely without relying on external platforms.
Overall, Microsoft Outlook is a highly effective communication application that supports structured messaging, scheduling, and secure information exchange. These features make it an essential tool for contemporary organisations seeking reliable and professional communication systems.
[bookmark: _Toc212037715]MS Teams

[bookmark: _GoBack]Figure 2: Outlook webpage interface
Microsoft Teams is a modern online collaboration application designed to support teamwork, coordination, and shared productivity within organisations. Unlike traditional communication tools, Teams combines messaging, meetings, file sharing, and collaborative workspaces into a single platform. This integrated approach makes it particularly suitable for contemporary business environments where teams often operate remotely or across multiple locations.
A central feature of MS Teams is its channel-based structure. Channels allow teams to organise collaboration around specific projects, departments, or tasks. All conversations, files, and updates related to a particular topic are stored in one place, improving transparency and reducing the risk of miscommunication. This structure supports continuous collaboration rather than fragmented communication spread across multiple platforms.
Teams also enables real-time collaboration through online meetings and chat functions. Video conferencing features such as screen sharing, live chat, and meeting recordings allow teams to collaborate effectively regardless of physical location. These tools support both formal meetings and informal discussions, making collaboration more flexible and accessible.
File sharing and document collaboration are core components of Teams. Documents uploaded to a channel can be accessed and edited by multiple users simultaneously using Microsoft Office applications. This real-time co-authoring capability improves efficiency and reduces issues related to version control. Team members can see updates instantly, which encourages active participation and faster decision-making.
In summary, Microsoft Teams functions as a comprehensive collaboration platform that integrates communication, shared workspaces, and document management. Its ability to centralise teamwork activities makes it a powerful tool for supporting online collaboration in modern organisational settings.


b. [bookmark: _Toc212037716]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc212037717]MS Outlook
 [image: ]
Figure 2.2: Demonstration of the email flagging feature in MS Outlook.
One communication feature tested in MS Outlook is the email categorisation and flagging system, which allows users to prioritise their inbox and set reminders for important messages. When an email is flagged, Outlook automatically adds a task to the user’s To-Do list, ensuring that the message is not overlooked. This feature is essential in busy workplaces where employees manage high volumes of communication.

[bookmark: _Toc212037718]Ms Teams
[image: ]
Figure: 2.3: Example of a Word document being co-edited in MS Teams.
A collaboration feature tested in MS Teams is real-time document co-authoring. By uploading a Word document into a Teams channel, multiple users can edit the file simultaneously. Changes appear instantly, and Teams highlights each contributor’s input. This eliminates the need for sending multiple file versions by email and enhances collaborative productivity.
[bookmark: _Toc212037719]



Conclusion
This report has examined several contemporary software applications that support essential business functions. The discussion first focused on Microsoft Word, PowerPoint, Excel and Access, highlighting how these office tools enable accurate documentation, clear visual communication, data analysis and structured information management. It then explored Microsoft Teams and Outlook, which play a key role in maintaining organised communication and effective collaboration in modern hybrid workplaces. Their features—such as real-time editing and email management—help streamline daily workflows and improve team coordination. The review also considered Wix and Shopify, showing how accessible e-commerce builders allow businesses to establish an online presence without advanced technical skills. Overall, the findings demonstrate that contemporary software solutions are fundamental to efficient business operations, enabling organisations to work more productively, adapt quickly to digital demands and remain competitive.
[bookmark: _Toc212037720]
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