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[bookmark: _Toc212037696]Introduction
In today’s digital era, businesses increasingly depend on technology to enhance efficiency and remain competitive. Software business solutions are specialised applications and systems designed to support and improve business operations. These solutions include tools such as enterprise resource planning, customer relationship management and database management systems, which help organisations manage data, streamline processes, and improve communications.
	The adoption of software solutions enables the automation of routine tasks, reduces operational costs, and minimises human error. It also allows for better decision-making through accurate data analysis and reporting. As markets become more dynamic and customer expectations continue to rise, organisations must adopt effective software systems to remain responsive and innovative.

[bookmark: _Toc212037697]Task 1. e-Commerce Website builders or software solutions
[bookmark: _Toc212037698]1.1 WooCommerce
	WooCommerce is a popular e-commerce solution designed to help businesses easily create and manage online stores. It is a WordPress plugin that can turn a standard website into a fully functional e-commerce platform. WooCommerce is widely used by small and medium-sized businesses because it is flexible, cost-effective, and user-friendly[1]
One of the key advantages of WooCommerce is its customisation. Businesses can choose from a wide range of themes and extensions to design their online store to match their brand identity. It also supports various payment methods, including credit cards, PayPal, and bank transfers, making it convenient for customers worldwide. In addition, WooCommerce allows businesses to manage products, track inventory, and handle orders efficiently from a single dashboard[2]
Another important feature is its scalability. As a business grows, WooCommerce can scale it by adding more plugins and features, such as marketing tools, analytics, and shipping options. This makes it suitable for both small start-ups and large organisations. Furthermore, WooCommerce provides strong community support and regular updates, ensuring security and improved performance[3]
For business solutions, WooCommerce helps organisations improve their online presence, reach a global audience, and increase sales. It also integrates with other software systems, such as accounting and customer relationship management tools, to streamline operations[4]
In addition, WooCommerce provides detailed analytics and reporting tools that help businesses monitor sales performance and customer behaviour. This allows organisations to make informed decisions and improve marketing strategies. Its open-source nature also enables developers to modify and enhance features based on specific business needs[5]
Overall, WooCommerce is a powerful and flexible e-commerce platform that supports business growth by providing an accessible and efficient way to sell products and services online[6]
[bookmark: _Toc212037699]
1.2 Wix 
	Wix is a widely used website builder that provides an all-in-one solution for creating e-commerce websites and supporting online business operations. It is especially popular among small businesses, entrepreneurs, and start-ups due to its ease of use and visually intuitive interface. Wix uses a drag-and-drop editor, allowing users to design professional-looking websites without advanced technical or coding skills[7]
One of the main strengths of Wix is its integrated e-commerce functionality. Businesses can create online stores, manage product listings, set pricing, and organise inventory all within a single platform. Wix also supports multiple payment options, including credit cards, PayPal, and other digital payment systems, making it accessible to a global customer base. In addition, it offers secure checkout processes and built-in tools to ensure safe transactions for both businesses and customers[8]
Wix also provides a range of business solutions that help improve efficiency and growth. For example, it includes marketing tools such as email campaigns, social media integration, and search engine optimisation (SEO) features to help increase visibility and attract customers. Furthermore, Wix offers analytics and reporting tools that allow businesses to track sales performance, customer behaviour, and website traffic. These insights support better decision-making and strategic planning[9]
Another key advantage is scalability. As a business grows, Wix allows users to upgrade their plans and access more advanced features, such as automated workflows, booking systems, and subscription services. It also offers a large library of apps and extensions through the Wix App Market, enabling further customisation based on specific business needs. 
Overall, Wix is a flexible and user-friendly e-commerce platform that helps businesses build a strong online presence, manage operations efficiently, and reach a wider audience. Its combination of design simplicity and powerful features makes it a valuable software solution for modern digital businesses[10]

[bookmark: _Toc212037700]

[bookmark: _Toc212037701]Task 2. Mind-map of contemporary software applications. Mind-mapping and explaining the benefits of using mind mapping in business operations


Mind Mapping and Its Benefits in Business Operations
1. Introduction
Mind mapping is a powerful visual tool used in modern business to organise information, generate ideas, and improve understanding. It enables individuals and teams to structure their thoughts clearly and creatively. The concept was popularised by Tony Buzan, who demonstrated how visual thinking techniques can enhance memory, learning, and productivity. Today, mind mapping is widely used in business operations to support planning, communication, and decision-making[11]
2. What is Mind Mapping?
A mind map is a diagram that starts with a central idea placed in the middle of a page. From this central point, related ideas branch out in all directions, forming a tree-like structure. Each branch represents a key concept, and smaller branches show supporting details. Unlike traditional note-taking methods, which are usually linear and text-heavy, mind mapping uses keywords, colour, images, and symbols. This non-linear approach mirrors how the brain naturally processes information, making it easier to understand and remember complex topics[12]
3. Key Features of Mind Mapping
Mind mapping includes several important features that make it effective:
- Central Idea: The main topic is placed at the centre
- Branches: Ideas are connected by lines or branches
- Keywords: Short, clear words are used instead of long sentences
- Visual Elements: Colours and images improve engagement and memory
- Hierarchy: Information is organised from general to specific
These features help users quickly identify relationships between ideas and see the bigger picture[13]


4. Benefits of Mind Mapping in Business Operations
	4.1 Enhances Creativity and Idea Generation
	Mind mapping is widely used for brainstorming sessions. It allows employees to freely generate ideas without restrictions. This is especially useful in marketing, product development, and innovation processes[14]
	

4.2 Improves Planning and Organisation
	Businesses use mind maps to plan projects and strategies. Managers can break down complex tasks into smaller, manageable steps, making it easier to assign responsibility and track progress[15]
	4.3 Support Better Decision-Making
	Mind mapping provides a visual overview of options, risks, and outcomes, helping decision-makers evaluate different possibilities and choose the best course of action[16]
	4.4 Increase Productivity
	By organising information clearly, mind maps save time and reduce confusion. Employees can focus on priorities and complete tasks more efficiently[17]
	4.5 Improve Communication and Teamwork
	Mind maps are useful during meetings and presentations. They help teams share ideas clearly and ensure that everyone understands the discussion. This improves collaboration and reduces misunderstandings[18]
	4.6 Enhances Memory and Learning
	The use of visuals and keywords makes it easier to remember information. This is beneficial for employee training, knowledge sharing, and skill development[19]
	4.7 Flexibility and Adaptability
	Mind maps can be easily updated as new information becomes available, making them suitable for dynamic business environments where plans often change[20]
5. Digital Mind Mapping Tools
Many organisations use software tools to create mind maps. Applications such as Mind Meister and XMind enable users to design, edit, and share mind maps digitally. These tools support real-time collaboration, making them ideal for remote teams and global businesses. Mind mapping is an effective technique for organising ideas and improving business operations. It enhances creativity, supports planning, and improves communication within teams. By providing a clear visual structure, mind mapping helps businesses manage complex information and make better decisions. As organisations continue to evolve, mind mapping remains a valuable tool for increasing efficiency and productivity in the workplace[21]



a. [bookmark: _Toc212037702]Create a mind map of contemporary software applications
[image: The image illustrates a complex network of various business functions such as Invoicing, Inventory, HR, Finance, Lead Generation, and others, connected by lines to show their interdependencies, with a focus on automation and integration.

AI-generated content may be incorrect.]
Figure 1: Mind Map of the day-to-day business operation[22]

Mind map link: https://mm.tt/map/3959749344?t=4UbCjLR0yP 
(CTRL+click to follow link)

[bookmark: _Toc212037703]Task 3. Office Applications
0. [bookmark: _Toc212037704]Four office software solutions for business operations
[bookmark: _Toc212037705]MS Word
Microsoft Word is one of the most widely used word-processing applications in business operations. It is part of Microsoft 365 and helps organisations create, edit, format, and manage professional documents efficiently. In business environments, Microsoft Word plays a key role in communication, documentation, reporting, and administration. In daily operations, business users use Microsoft Word to produce a wide range of documents, including business letters, reports, meeting minutes, contracts, invoices, proposals, and employee documentation. Its built-in templates help employees quickly create professional documents without starting from scratch. This improves productivity and ensures consistency across all company documents[23]
One of the major advantages of Microsoft Word in business operations is its ability to improve efficiency. Features such as spell check, grammar correction, auto formatting, and smart suggestions reduce errors and save time. Employees can also use formatting tools to structure documents clearly, making them easier to read and understand. This is especially important in formal business communication, where accuracy and clarity are essential[24]
Collaboration is another key feature of Microsoft Word in modern business environments. When used with cloud-based services in Microsoft 365, multiple users can work on the same document simultaneously. Teams can leave comments, track changes, and review edits in real time. This supports smoother workflows across departments such as HR, finance, marketing, and project management. In administration, Microsoft Word helps manage documentation processes more effectively. For example, HR departments use it to create employment contracts, onboarding documents, and policy manuals. The finance team uses it to prepare financial reports and summaries. Marketing teams use it to write promotional content and business proposals. This shows how versatile Microsoft Word is across different business functions[25]
Microsoft Word also supports digital transformation in business operations. Instead of relying on paper-based documentation, organisations can store and share files electronically. This reduces paperwork, saves physical storage space, and improves document security. Files can be saved in cloud storage and accessed from anywhere, making remote work more efficient. Another important benefit is workflow integration. Microsoft Word can be connected to other business applications, such as Excel, PowerPoint, and email systems. For example, data from Excel spreadsheets can be inserted into Word reports, and documents can be shared directly via Outlook. This integration helps streamline business processes and improve overall productivity[26]
Security is also an important feature in Microsoft Word. Businesses can protect sensitive documents using passwords, editing restrictions, and permission controls. This ensures that confidential information is accessible only to authorised personnel, which is essential for compliance and data protection. Microsoft Word is a powerful tool in business operations because it improves communication, enhances productivity, supports collaboration, and reduces administrative workload. It is an essential part of the modern digital workplace and continues to play a major role in business efficiency and workflow management[27]
In addition, Microsoft Word supports automation features that improve business workflow efficiency. Tools such as mail merges allow companies to automatically generate multiple personalised documents, including letters, invoices, and emails, saving significant time on administrative tasks. Businesses can also use macros to automate repetitive formatting and editing tasks, further increasing productivity.
Microsoft Word also enhances reporting accuracy by allowing users to insert charts, tables, and data from other applications such as Excel. This makes business reports more detailed and professional. Overall, its flexibility, integration, and automation capabilities make it an essential tool for improving efficiency in modern business operations and administrative workflows.

[bookmark: _Toc212037706]MS PowerPoint
Microsoft PowerPoint is presentation software used in business operations to create visual slideshows for communications, training, reporting, and marketing. It is part of Microsoft 365 and is widely used across organisations of all sizes to present information in a clear, structured, and engaging way. In a business environment, Microsoft PowerPoint helps professionals transform complex ideas into easy-to-understand visual content[28]
One of the main uses of Microsoft PowerPoint in business operations is for presentations. Employees use it to present reports, project updates, sales performance, and strategic plans. Managers and executives rely on PowerPoint to communicate business goals and decisions to teams and stakeholders. The software allows users to combine text, images, charts, videos, and animations, making presentations more engaging and easier to understand. In corporate communications, PowerPoint plays an important role in improving clarity. Instead of long written reports, businesses can use slides to highlight key points visually. This helps audiences focus on the most important information. For example, graphs and charts can be used to present financial performance, sales trends, or customer data in a clear visual format. This improves decision-making because the information is easier to interpret[29]
PowerPoint is also widely used in training and onboarding. Companies use it to create training materials for new employees that explain company policies, procedures, and systems. In onboarding sessions, PowerPoint slides help HR teams deliver structured, consistent information to all new staff members. This ensures that employees receive the same training experience and understand their roles more effectively. Another important feature of PowerPoint is its support for collaboration. When used with Microsoft 365, multiple users can work on the same presentation simultaneously. Teams can add comments, edit slides, and suggest changes in real time. This improves teamwork and reduces the time needed to complete presentations. It also ensures that the final presentation is accurate and thoroughly reviewed[30]
In business operations, PowerPoint is also used for sales and marketing. Sales teams use it to pitch products and services to clients. Marketing teams use it to create promotional presentations and campaign proposals. The ability to include visuals, animations, and branding elements helps businesses communicate their message more effectively and professionally. Another key advantage of PowerPoint is its flexibility and design features. Users can choose from pre-designed templates, themes, and layouts to quickly create professional presentations. The software also allows customisation, enabling businesses to align presentations with their brand identity. This helps maintain consistency across all business communication materials[31]

PowerPoint also supports integration with other tools in the Microsoft ecosystem. For example, data from Microsoft Excel can be imported into slides to create dynamic charts and tables. Presentations can also be shared via email or cloud storage, making it easy to distribute information across teams and locations. In modern business environments, PowerPoint has become essential for remote communication. With online meetings and virtual presentations, employees can share their screens and present slides in real time using platforms such as Microsoft Teams. This supports flexible working arrangements and global collaboration[32]
Security is another important consideration. PowerPoint files can be protected with passwords and editing restrictions to ensure that sensitive business information is not accessed or altered by unauthorised users. This is particularly important when sharing financial data, business strategies, or confidential reports.
Overall, Microsoft PowerPoint is a powerful tool in business operations because it improves communication, enhances presentation quality, supports collaboration, and increases productivity. It helps businesses present information in a professional and visually appealing way, making it easier for audiences to understand complex ideas. PowerPoint continues to play a key role in training, marketing, reporting, and strategic communication.


[bookmark: _Toc212037707]MS Excel
Microsoft Excel is a powerful spreadsheet application widely used in business operations for data management, analysis, and reporting. It is part of Microsoft 365 and plays a crucial role in helping organisations organise and interpret data efficiently. With Microsoft Excel, businesses can handle complex calculations, track performance, and support data-driven decision-making.
In daily business operations, Excel is used for a wide range of tasks, including budgeting, financial planning, payroll management, inventory tracking, and sales analysis. Its structured grid system, made up of rows and columns, allows users to store large volumes of data in an organised way. This makes it easy to sort, filter, and retrieve information quickly, which is especially important in finance and administrative departments. One of the most important features of Microsoft Excel is its ability to perform calculations using formulas and functions. Functions such as SUM, AVERAGE, IF, IFS, and VLOOKUP help automate calculations and reduce manual errors. This not only saves time but also improves accuracy in financial and operational processes. Advanced users can also use more complex functions and logical formulas to analyse data in greater detail[33]
Excel also provides powerful data analysis tools such as PivotTables and PivotCharts. These features allow users to summarise and analyse large datasets easily. For example, a business can use a PivotTable to analyse sales data by region, product, or period. This helps managers identify trends, patterns, and areas for improvement, leading to better strategic decisions. Data visualisation is another key strength of Microsoft Excel. Users can create charts, graphs, and dashboards to present data clearly and visually appealingly. Visual representations make it easier for stakeholders to understand complex information quickly. This is particularly useful in meetings, reports, and presentations where clear communication of data is essential[34]
When used with cloud services in Microsoft 365, Excel supports real-time collaboration. Multiple users can work on the same spreadsheet simultaneously, leave comments, and track changes. This improves efficiency and ensures everyone is working with the most up-to-date information. It also supports remote work, allowing teams to collaborate from different locations. Automation is another major benefit of Excel in business operations. Using macros, repetitive tasks can be automated, saving time and increasing productivity. For example, a macro can be created to format reports or generate monthly summaries automatically. This reduces employees' workload and allows them to focus on more important tasks[35]
Excel also integrates well with other Microsoft applications, such as Word, PowerPoint and Outlook. Data from Excel can be easily inserted into reports or presentations, creating a seamless workflow across business functions. This integration helps improve overall efficiency and communication within an organisation. Security is an important aspect of Microsoft Excel. Businesses can protect sensitive data by using passwords, restricting access, and controlling editing permissions. This ensures that confidential financial and operational information remains secure and accessible only to authorised users[36]
Furthermore, Excel supports business forecasting and planning. Using historical data, businesses can create models to predict future trends, such as sales growth or expenses. This helps organisations plan and make informed decisions. 
Overall, Microsoft Excel is an essential tool in modern business operations. It improves data organisation, enhances accuracy, supports analysis, and enables better decision-making. Its wide range of features, from basic calculations to advanced data analytics and automation, makes it an asset for businesses of all sizes. As companies continue to rely on data, Excel remains a key component of efficiency, productivity, and success.

[bookmark: _Toc212037708]
MS Access
Microsoft Access is a database management system (DBMS) developed by Microsoft and included in Microsoft 365. It is designed to help users store, organise, manage, and analyse large amounts of data in a structured and efficient way. Unlike simple spreadsheet tools, Microsoft Access allows businesses to create relational databases in which different types of data can be connected and managed together[37]
In business operations, Microsoft Access is widely used to manage information such as customer records, employee data, inventory details, and sales transactions. It helps organisations keep their data organised in a central system, making it easier to retrieve and update information when needed. This is especially useful for small and medium-sized businesses that need a cost-effective database solution. One of the key components of Microsoft Access is tables. Tables store data in rows and columns, like a spreadsheet, but with more structure and control. Each table is designed to store a specific type of data, such as customer details or product information. By organising data in tables, businesses can avoid duplication and maintain data accuracy. Another important feature is queries. Queries allow users to search, filter, and analyse data quickly. For example, a business can use a query to find all customers from a specific location or identify products with low stock levels. Queries help users make sense of large datasets and extract meaningful information for decision-making. Microsoft Access also includes forms, which provide a user-friendly way to enter and edit data. Instead of typing directly into tables, users can use forms with buttons and fields, making the process easier and reducing the risk of errors. This is particularly useful for employees who may not have technical knowledge of databases[38]
In addition, reports present data in a clear, professional format. Businesses can generate reports to summarise sales performance, customer activity, or financial data. These reports can be printed or shared digitally, supporting communication within the organisation. One of the major advantages of Microsoft Access is its ability to establish relationships between tables. This allows data in one table to be linked to data in another, improving organisation and reducing redundancy. For example, a customer table can be linked to an orders table, enabling businesses to track which customers made specific purchases.
Microsoft Access also supports automation and integration. Users can create macros to automate repetitive tasks, such as updating records or generating reports. It can also work with other Microsoft applications, such as Excel and Word, allowing data to be shared and used across different business tools. In terms of benefits, Microsoft Access improves efficiency, accuracy, and productivity in business operations. It reduces manual data handling, minimises errors, and ensures that information is stored securely. It also supports better decision-making by providing quick access to accurate and up-to-date data[39]
However, Microsoft Access is generally best suited to small to medium-sized databases. Larger organisations may use more advanced database systems, but Access remains a popular choice due to its simplicity and ease of use.
In conclusion, Microsoft Access is a powerful and practical tool for managing business data. Its features, including tables, queries, forms, and reports, make it an effective solution for organising and analysing information. By using Microsoft Access, businesses can improve their data management processes, enhance productivity, and support informed decision-making in their daily operations.

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

[bookmark: _Toc212037710]1. Mail Merge
	1. Open a blank Word document and follow the steps:

*Go to the Mailings tab on the top ribbon

	[image: ]

	A. Click Start Mail Merge 
When opening Mail Merge, seven options are listed, and we can choose the one we need. These include Letter, Email message, Envelope, Labels, Directory, Normal Word document, and a step-by-step mail merge wizard.

	[image: The image displays a screen with various mail merge options in Microsoft Word, including editing, recipient lists, and steps for setting up a mail merge wizard.

AI-generated content may be incorrect.]

	B. Then, the next step, we click Select Recipients, and there are 3 options that we can choose:
- Create a new list: If no data has been saved yet, you can input new data here.
- Use an existing list: This applies if you have saved data, allowing you to input from it.
- Select from Outlook contacts: This means that if you create or save data in Outlook, it will be easier later when you need to send emails. 

	[image: The image displays a Mail Merge feature in Microsoft Word, with options to add, remove, and customize recipients, and fields to merge into a document.

AI-generated content may be incorrect.]

	C. Edit Recipient List
-The Edit Recipient List feature is a “filter” or control centre for your data in Microsoft Word. Its function is to specifically select who will receive the letter or label, without deleting data from your original saved data file. 

	


	Here are some of its main uses:
- Sorting Data
	You can customise the order of your printed result. Example: Sort recipients alphabetically by last name (A-Z) or by postal code to simplify the delivery process at the post office.
-Filtering Data
	You can filter the list based on specific criteria. For example, you only want to send invitations to people living in the city of ‘London’ or customers with ‘VIP’ status. To do this: Click the small arrow in the column header and select the desired criteria.
-Find duplicate
	This feature is very useful for ensuring you don’t send the same letter to the same person twice, which often happens when your saved data isn't organised properly.
-Find recipient: Searching for Specific Name
	If you have thousands of records and want to check if a specific person is on the list, you can use the search function in this menu in “Edit Recipient List” (such as filtering or sorting), which only applies to that Word document. If you saved data in Excel, then your original Excel file remains safe and unaltered. 
	
-Validate addresses
	This is a quality control tool. Function: Matches your address data with the delivery service or post office (usually requires additional software). 
-Manually Selecting Recipients (Checkbox)
	If you have 100 rows of data but only want to send a letter to 10 specific people, you can uncheck the names you don’t want to send to. This is much faster than editing the source file. 




	D. Highlight Merge Fields
The primary function of Highlight Merge Fields is to act as a visual highlighter to distinguish between plain text. If you enable this feature in the Mailings tab, all fields like “First Name” or “Address” will be greyed out. Here are some practical uses:

	[image: The image depicts a Microsoft Word interface with tabs labeled for different text editing functions such as Highlight, Greeting, Merge, Merge Fields, Block, and Write & Insert Fields.

AI-generated content may be incorrect.]

	-Checking Data Placement: Without this feature, it can sometimes be difficult to distinguish between words you type manually and the data column.
-Avoiding Deletion Mistakes: When you are editing a long draft, you might accidentally delete a parenthesis (<< >>) or a space around a merge field. By enabling Highlight, you can clearly see these code boundaries, preventing them from being lost during editing.
-Ensuring Consistent Formatting: You can check to see if all are extracted the same way, for example, whether it's all bolded or the same size as the rest of the text.
-Verifying “Missing” Fields: Sometimes, we forget to insert merge fields in the middle of a dense paragraph. With a single click of Highlight Merge Fields, you can quickly scan to see if all the necessary variables are in the correct position.


	E. The Address block feature in Microsoft Word is a component of the Mail Merge function that acts as an automatic “template “for neatly and consistently typing recipient address information. Put simply, instead of typing names, addresses, cities, and postal codes individually for hundreds of letters, you can use the single Address Block Command.

	
[image: The image is an interface of Microsoft Word's Merge feature, showing options to customize and review data for a mail merge document.

AI-generated content may be incorrect.]


	Here’s why this feature is so useful:
	-Data Automation: Pill address information directly from data sources such as Excel, Outlook Contact or database and organises it in standard letter format.
	-Format Consistency: Ensure all letters have the same address order, e.g., Name on the first line, Address on the second line, etc.
	-Writing Flexibility: You can choose whether to include the country name, title or just the company name through the settings menu.
	-Time Efficiency: Greatly speeds up the process of creating bulk mailings, shipping labels or envelopes.


	F. Greeting Line
While the Address Block handles addresses, the Greeting Line is a companion feature in Mail Merge that automatically generates greetings or opening lines. This feature is extremely useful for adding a personal touch to mass mailings without typing individual greetings for each recipient.

	[image: The image shows a Microsoft Excel sheet with various tabs for creating and formatting a personalized greeting line for email or letter, including fields for recipient names, validation, and error checking.

AI-generated content may be incorrect.]

	Here are the main uses of this feature:
	-Automatic Personalisation: Generates a specific greeting based on the recipient’s name in your database, for example, “Dear Mr Budi or Dear Sarah”.
	-Fallback Condition Setting: Provides a fallback greeting if the recipient’s name is empty in your database, for example, if the name is missing, it automatically changes to “Dear Mr./Mrs.”
	-Formality Standardisation: Ensure punctuation, such as commas or colons, and titles remain consistent throughout your letter.


	G. Insert Merge Field
The Insert Merge Field feature is a core part of Microsoft Word’s Mail Merge feature. Imagine you need to create 100 invitation letters with different names and addresses; this feature acts as an automatic “placeholder” so you don’t have to type each one individually. 

	[image: Office,

AI-generated content may be incorrect.]

	H. Rules
The Rules feature in Mail Merge in Microsoft Word allows you to add “logic” or specific instructions to your bulk documents. While Insert Merge Field enters data as is, Rules allow Word to make decisions based on that data.

	[image: The image appears to be a text document or software interface displaying a list of textual instructions or rules for a procedural or conditional operation, likely related to data management or programming logic.

AI-generated content may be incorrect.]

	I. The Match Fields feature is a “translator” tool within Microsoft Word’s Mail Merge. Its primary function is to map existing column names in your data source (e.g., Excel) to standard label names recognised by Microsoft Word. Without Match Fields, Word might become confused and unable to automatically display data in compact features such as the Address Block or Greeting Line. With this feature, you tell Word: “Use data from the ‘Full Name’ column to fill in the ‘First Name’ field.

	[image: The image displays a Mail Merge interface with fields for various customer information, allowing users to match recipient list fields to specific address components.

AI-generated content may be incorrect.]

	J. The Preview Result feature in Microsoft Word lets you view the actual results of a mail merge before printing or saving it as a final document. If your document previously displayed only codes such as “Name” or “Address”, pressing this button will convert those codes into the actual data, for example, “Joseph Mayer” or “London Road no.11”.

	[image: Results

AI-generated content may be incorrect.]

	K. Find Recipient and Check for Errors: The term “Find Recipient” in Microsoft Word usually appears when you use the Mail Merge feature. Here is a more detailed explanation of its function: When you create a mass letter, label, or envelope for many people at once, you typically link the Word document to a data list, for example, from Excel or an Outlook contact list. The Find Recipient button is used to search for a specific name in a long list of records without scrolling through them. Check a preview of a specific person’s records to ensure the name or address is correctly placed in the letter.



	L. Still within the Mail Merge menu: the Check for Errors feature is an automated “security guard” tasked with ensuring all your mass mailings are print-ready without any technical errors. In short, this feature lets you test or simulate the data-merging process before you actually print hundreds of letters or send thousands of emails.


	[image: Preview Results.

AI-generated content may be incorrect.]

	M. Finish and Merge: This button is used to merge the letter template (Master) with the data list (Excel/Database) into a ready-to-use result. Three main options usually appear when you click this button: 
	-Edit Individual Documents: Word will create one new, very long document containing all the letters for each person on your list.
	-Print Documents: Word immediately sends all the data to the printer. Saves time if you are sure the data is correct and want to print it directly on paper or an envelope.
	-Send Email Messages: Word will automatically send each letter as the body of an email (connected to Outlook). 

	[image: The image depicts a user interface with options to finish, merge, edit individual documents, print documents, and send email messages.

AI-generated content may be incorrect.]

	2. How to use the Mail Merge feature in Word to send an email 
First, we make sure Microsoft Word is connected to email (using Outlook). Then, we can input data or use data that is already saved in Outlook 

	[image: The image shows a contact management interface with options to edit, delete, email, chat, call, share as vCard, and add contacts, along with a list of selected contacts with their names and email addresses.

AI-generated content may be incorrect.]

	If we have data that is saved in Excel, we can also use the feature “Select Recipient – ‘Use an Existing List”.

	[image: The image displays a spreadsheet with columns for 'Title', 'First Name', 'Last Name', and 'Email Address', populated with various names and corresponding email addresses.

AI-generated content may be incorrect.]


	After that, we check all the input data, and if there is anything we need to edit, we can use the Mail Merge features in the ribbon or use the Errors Check feature. Once all the data is correct, we can start sending the email by selecting the Finish and Merge feature, and all emails will be sent out.

	[image: An email invitation to Miss Karmiati, inviting her to the London Comic Con Spring 2026 event at Olympia London, including details about the venue, date, and a request for RSVP by March 15, 2026.

AI-generated content may be incorrect.]



2. Pivot Table
	To start the Pivot table, ensure the dataset is organised in a table format with rows and columns. Each column must have a clear header (e.g., date, name, sales, etc). Remove any blank rows or columns within the dataset.
	[image: The image shows a Microsoft Excel spreadsheet with columns for date, salesperson, region, product, sales amount, and quantity sold, containing data for various cookie sales.

AI-generated content may be incorrect.]

	To insert a table, go to the top, click Insert, and here we see the option for a table. Click on that. It should automatically identify all.
	[image: The image displays a PivotTable in Microsoft Excel, illustrating sales data for various products, regions, and salespeople, including quantities sold and total sales amounts.

AI-generated content may be incorrect.]

	We’re now all ready to insert a pivot table. Up on the top tabs, let's click Insert.
	[image: Sales Data

AI-generated content may be incorrect.]

	All the way on the left-hand side, we see the PivotTable option.
	[image: The image depicts a Microsoft Excel interface, specifically the PivotTable feature, with a table containing data on dates, names, and regions, showcasing a list of individuals and their corresponding locations.

AI-generated content may be incorrect.]

	It's now identified the table with all of this data. Right over here, we can insert a new worksheet or an existing one. I will select the new one below.
	[image: The image shows a Microsoft Excel interface with a PivotTable feature, allowing users to select a table or range, choose a location for the PivotTable, and decide whether to analyze multiple tables or add data to the Data Model.

AI-generated content may be incorrect.]

	Now drops us into a brand-new worksheet, and on the right-hand side, we see a new pane called PivotTable Fields. And on the worksheet itself. Now we can start building our pivot table.
	[image: The image displays a Microsoft Excel spreadsheet with a PivotTable, featuring various fields such as Date, Sales Person, Region, Product, Sales Amount, Quantity Sold, and additional options to drag fields between different sections.

AI-generated content may be incorrect.]

	If you click outside the pivot table, the pane disappears. To get it to reappear, click the pivot table, and the pane will reappear. 
	[image: The image shows a Microsoft Excel PivotTable interface, ready for data manipulation and analysis.

AI-generated content may be incorrect.]

	At the top, we have pivot table fields: date, salesperson, region, product, sales amount, and quantity sold. All these different fields correspond. For example, we press and hold on that salesperson, drag it down to the area below the rows section, and then release. On the left-hand side, we will see that all the different rows are now filled with the names of people from the sales team.
	[image: The image is a screenshot of an Excel PivotTable interface with various fields, labels, and options for customization.

AI-generated content may be incorrect.]

	Next, if we want to know who generated the most revenue, we have a field called sales amount. Now we calculate something. To view the total revenue, select a field and drag it down into the values area. On the left-hand side, we can now see who generated the most revenue.
	[image: The image displays a Microsoft Excel PivotTable, listing various sales data including names, amounts, and categories, with fields for customization and filtering.

AI-generated content may be incorrect.]

	Also, summarise the data in different ways. Click right on this, and we have the option to summarise values by, but we could also pull together a count, an average, a max, a min or a product.
	[image: The image appears to be a screenshot of a Microsoft Excel spreadsheet, specifically a PivotTable, showing a summary of sales amounts for different items, with options to modify and view data.

AI-generated content may be incorrect.]

	Let's try to click max. Here, we can see that the max order size is for Alicia.

	[image: The image displays a spreadsheet with a list of names and their corresponding sales amounts, concluding with a grand total.

AI-generated content may be incorrect.]

	Here, we could click right on that again, go to summarise values by, and switch it back to sum to see the total of all her revenue. This view currently shows sales from highest to lowest.
	[image: The Excel sheet displays a summary of sales amounts for four individuals: Alicia, Charlie, Tina, and a grand total of ￂﾣ6,520.

AI-generated content may be incorrect.]


	On the sum of Alicia, click right and here we have the option to sort.
	[image: The image shows a Microsoft Excel spreadsheet with a pivot table displaying sales data, including labels, sums, and options for sorting and formatting.

AI-generated content may be incorrect.]

	So, we could also sort from smallest to largest. If we click right again, go to sort, and we can switch back to largest to smallest.
	[image: The image displays a spreadsheet with a column for row labels and a sum of sales amount, listing sales figures for individuals named Charlie, Alicia, and Tina, with a grand total of ￂﾣ6,520.

AI-generated content may be incorrect.]

	On the right-hand side, in the pivot table fields, we have another region field. Click the region, then drag it to the column; it will appear on the left-hand side. Now we can see the column added with all the different regions. 
	[image: The image is a screenshot of a Microsoft Excel PivotTable with various fields selected, showing sales data for different regions, salespeople, and products, along with totals and quantities.

AI-generated content may be incorrect.]

	We may like this view, but we can try a different view. Over here, take the region and place it in rows under the salesperson. And when to do that, look at how the view is over.
	[image: The image depicts a PivotTable in Excel, showcasing various sales data such as sales amounts, regions, and salespeople, with filters and different fields to manipulate the data displayed.

AI-generated content may be incorrect.]

	Suppose we don’t know the region we will need and would like to remove that field. It just presses on the region, pulls it to the side, releases, and removes it, bringing us back to the original view. We could view data in all sorts of different ways, whichever way we prefer.
	[image: The image shows a Microsoft Excel PivotTable with various fields such as Product, Sales Amount, and Sales Person, and includes data entries for Charlie, Alicia, and Tina, with a grand total of $6,520.

AI-generated content may be incorrect.]

	Now analyse the product over on the right-hand side in the fields. There is a field for product, which will take this and then drag it down to filters. And when released, the left-hand side now shows a product-based filter. Click this dropdown to see all the products we offer. Down at the bottom, we can also select multiple items. 
	[image: The image displays a Microsoft Excel sheet with a list of various cookies and their respective names, organized in rows and columns, and includes options to select multiple items and perform actions.

AI-generated content may be incorrect.]

	Try clicking on a product under sugar cookies, and I see the revenue filtered to just sugar cookies.
	[image: The image displays a Microsoft Excel spreadsheet with a list of product names and associated cookies, along with options to select multiple items and actions to search or cancel.

AI-generated content may be incorrect.]

	And now it will show who sold the most sugar cookies.  To remove this filter, up above.
	[image: ]

	Click again, then select all, and click okay.
	[image: The image displays a Microsoft Excel spreadsheet with a list of product names and options to select multiple items for purchase.

AI-generated content may be incorrect.]

	This again shows the total revenue.
	[image: The image displays a spreadsheet with row labels 'Row Labels' and columns for 'Sum of Sales Amount', listing individual names and their respective sales figures totaling ￂﾣ6,520.

AI-generated content may be incorrect.]

	This adds a second column with the sum.
	[image: The image shows a Microsoft Excel PivotTable layout, displaying sales data with fields such as 'Sales Person', 'Date', 'Sales Amount', and 'Quantity Sold', and it includes options for filtering and dragging fields.

AI-generated content may be incorrect.]

	Right now, we see the same number, but we can visualise this data differently. Click into this column, then right-click, and in the menu, you'll see options to show values, as well as other options to display data.
	[image: The image displays an Excel sheet with a pivot table, featuring a grand total calculation, row and column percentage summaries, and various cell formatting options.

AI-generated content may be incorrect.]

	If we want to know the percentage of total revenue, there's an option right here for the column total percentage. And we can choose from the menu which one we want to use.
	[image: The image depicts an Excel sheet with a PivotTable displaying sales data, including various calculated fields and options for formatting and analysis.

AI-generated content may be incorrect.]

	Now we see the percentage that is described in this column.
	[image: The image displays a spreadsheet with rows labeled A through D, each listing a salesperson's name and their corresponding sales amount, followed by the total revenue and percentage share.

AI-generated content may be incorrect.]

	We can rename these and could type in the percentage of total revenue, and now it describes what’s in this column.
	[image: The image displays a table with row and column headers, banded rows and columns, totals, and percentage values, along with individual entries for Charl, Alicia, and Tina, culminating in a grand total.

AI-generated content may be incorrect.]

	We can also adjust the look and feel of the pivot table. Up top, click on the design, and over here we can adjust the colouring. Also, add banded rows or banded columns. Pivot tables are great.
	[image: The image displays a Microsoft Excel sheet with a pivot table showing a summary of sales amounts, revenue percentages, and row labels for individuals named Charlie, Alicia, and Tina.

AI-generated content may be incorrect.]

	We can visualise the data as a chart. Click Insert and select any chart.
	[image: The image displays a Microsoft Excel worksheet with a pivot table, showcasing sales data for different individuals, including Charlie, Alicia, and Tina, with their respective amounts and percentages.

AI-generated content may be incorrect.]

	So here is a column chart.
	[image: The image is an Excel spreadsheet displaying a table with sales data, including sales amounts and percentage of total revenue for three individuals: Charlie, Alicia, and Tina.

AI-generated content may be incorrect.]

	Now we can tie to the pivot table. Let's say we remove some of these fields, and we will notice the chart automatically updates.
	[image: The image shows a Microsoft Excel sheet with a pivot table, displaying sales data by various categories like time period, sales amount, and percentage of total revenue, along with slicers for filtering and additional fields like salesperson and region.

AI-generated content may be incorrect.]

	Say now we want an add slicer for the region and see the total revenue from each region. And the chart will automatically update based on that region.
	[image: The image depicts a Microsoft Excel PivotTable, displaying a summary of sales data by various fields such as date, salesperson, region, and product, along with percentage calculations.

AI-generated content may be incorrect.]
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Analysis of Email Communication using Microsoft Outlook in modern business
1. Introduction
Communication is essential in any business environment. Over time, traditional methods such as letters and memos have been replaced by digital tools. One of the most widely used modern communication tools is Microsoft Outlook. It represents an evolution of written communication, combining speed, accessibility, and professionalism in the workplace[40]
2. Evolution from traditional to modern communication
In the past, businesses relied on physical letters, fax machines, and in-person meetings. These methods were often slow and limited by distance. The development of email systems such as Microsoft Outlook has transformed communication by enabling instant message delivery worldwide. This shift has improved efficiency and reduced operational costs[41]
3. Key Features of Microsoft Outlook email
	3.1 Professional Structure 
	Outlook email follows a structured format, including a subject line, greeting, body text, and signature. This ensures clarity and maintains a formal tone in business communication.
	3.2 Speed and Efficiency
	Emails are delivered instantly, allowing quick decision-making and faster communication between employees, clients, and stakeholders.
	3.3 Integration with Business Tools
	Outlook integrates with calendars, contacts, and task management systems. This allows users to schedule meetings, set reminders, and manage workflows within a single platform.
	3.4 Record Keeping and Documentation
	Emails are stored and searchable, providing a permanent record of communication. This is useful for tracking decisions and maintaining accountability.
	3.5 Multimedia and Attachments
	Users can send documents, images, and presentations as attachments, improving the quality and depth of communication.
	3.6 Security Features
	Outlook includes spam filters, encryption, and security protocols to protect sensitive business information.
	3.7 Collaboration Support
	Shared mailboxes and calendars help teams coordinate tasks and communicate effectively across departments.
4. Limitations of Outlook Email
Despite its advantages, Outlook has some drawbacks. Email overload can reduce productivity, as users may receive too many messages daily. Additionally, email is not always suitable for urgent communication, where instant messaging or phone calls may be more effective[42]
5. Future Trends in Email Communication
Email communication via Microsoft Outlook continues to evolve alongside technological advances. One significant trend is the integration of artificial intelligence, which helps users manage emails more efficiently. Features such as automatic replies, smart sorting, and predictive text reduce the time required to compose and organise messages. These tools improve productivity and allow employees to focus on more strategic tasks.
Additionally, there is a growing emphasis on cybersecurity. As businesses rely heavily on email communication, protecting sensitive data has become a priority. Outlook continues to enhance its security features to prevent phishing attacks and unauthorised access. These developments indicate that email will remain a central communication tool, adapting to meet the changing needs of modern businesses. Microsoft Outlook demonstrates how traditional written communication has evolved into a modern digital system. It combines the formal structure of letters with advanced features such as speed, integration, and security. Despite some limitations, Outlook remains a vital communication tool in the modern business world.[43]
Microsoft Outlook supports customisation through rules and filters, allowing users to organise incoming messages into folders automatically. This reduces clutter and improves efficiency. Such features demonstrate how modern email systems adapt to user needs while maintaining the reliability and structure of traditional business communication methods. 
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MS Teams
Analysis of Communication using Microsoft Teams in modern business communication
1. Introduction
In the modern business environment, communication has rapidly evolved from traditional face-to-face meetings and telephone calls to digital platforms. One of the most widely used tools today is Microsoft Teams. It is a collaboration platform that integrates messaging, video conferencing, and file sharing into a single system. This makes it an essential tool for organisations aiming to improve communication and teamwork.[44]
2. Evolution from Traditional Communication
Traditionally, businesses relied heavily on in-person meetings, printed memos, and phone calls. While effective, these methods were often time-consuming and constrained by physical location. Microsoft Teams marks a shift towards digital communication, enabling real-time interaction regardless of geographical barriers.
Unlike emails, which may involve delayed responses, Teams enables instant messaging and live collaboration. This makes communication faster and more dynamic, supporting modern work environments, especially with the rise of remote and hybrid working models.[45]

3. Key Features of Microsoft Teams
	3.1 Instant Messaging and Chat
	Teams provides real-time messaging, enabling employees to communicate quickly. Users can send direct messages or create group chats, improving collaboration and reducing communication delays.[46]
	3.2 Video Conferencing and Meetings
	One of the most important features is video conferencing. Teams enables virtual meetings with screen sharing, recording, and live captions. This replaces traditional face-to-face meetings and reduces the need for travel.[47]
	3.3 Integration with Other Tools
	Microsoft Teams integrates with other Microsoft applications such as Word, Excel, and Outlook. This allows users to collaborate on documents within the platform without switching between different tools.[48]
	3.4 File Sharing and Collaboration
	Users can upload, share, and edit files in real time. This enhances teamwork by allowing multiple users to work on the same document simultaneously.
	3.5 Channels and Team Structure
	The team organises communication into channels, which can be based on projects, departments, or topics. This structure helps keep discussions organised and easy to follow.
	3.6 Accessibility and Mobility
	Microsoft Teams can be accessed on computers, tablets, and smartphones. This flexibility supports remote work and ensures continuous communication.
	3.7 Security and Compliance
	Teams includes advanced security features such as data encryption and multi-factor authentication, ensuring that business communication remains secure[49]
4. Advantages of Microsoft Teams
Microsoft Teams offers several advantages over traditional communication methods. It improves collaboration by consolidating all communication tools into a single platform. Employees can chat, meet, and share files without leaving the application. It also enhances productivity by reducing the need for lengthy email threads. Quick messages and instant responses speed up decision-making. Additionally, Teams supports remote work, enabling employees to stay connected from different locations. Another major advantage is cost efficiency. Businesses can reduce travel and in-person meeting costs by using virtual meetings.[50]
5. Limitations of Microsoft Teams
Despite its benefits, Microsoft Teams has some limitations. One common issue is notification overload, in which users receive too many messages and alerts. This can be distracting and reduce focus. Another limitation is reliance on internet connectivity. Poor connections can degrade call quality and disrupt communication. Additionally, some users may find the platform complex, especially when using multiple features at once[51]
6. Comparison with Traditional Communication
Compared with traditional communication methods, Microsoft Teams is faster, more flexible, and more interactive. While face-to-face communication allows for personal interaction, Teams offers similar benefits through video conferencing and real-time collaboration tools. However, traditional methods may still be preferred for highly formal or sensitive discussions. Teams, on the other hand, are ideal for daily communication and teamwork[52]
Microsoft Teams is a powerful communication tool that reflects the evolution of business communication. It combines messaging, meetings, and collaboration into a single platform, making it highly efficient and practical for modern organisations. Although it has some limitations, its advantages outweigh its drawbacks. As businesses continue to adopt digital technologies, Microsoft Teams will remain a key tool for effective communication and collaboration.

a. [bookmark: _Toc212037716]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application
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	In Outlook, when we click ‘NEW’, it displays options we can choose from as needed.
	[image: The image depicts the Outlook interface, featuring a home page with various tools such as a file explorer, email template, calendar, and options for creating documents, presentations, and spreadsheets.

AI-generated content may be incorrect.]

	Click Email, and it will display as shown in the figure. 
To: This is the main recipient of the email.
Cc (Carbon Copy): Used to include other people who should be informed about the email but are not the main recipients.
Bcc (Blind Carbon Copy): Used to send a copy of the email to someone without the other recipients knowing. The email addresses in the Bcc are hidden from everyone else.
	[image: The image shows a filled email input field with a user's email address (2531290@student.uwtsd.ac.uk) and placeholders for 'From', 'To', 'Cc', and 'Bcc' fields.

AI-generated content may be incorrect.]

	Click the address book to add recipients that we want to send an email to. After clicking that, it will show the saved data. Also, we can attach a file, add a link, add a signature, picture, etc., that displays on the ribbon.
	[image: The image shows a document interface with fields for attaching files, adding recipients, and composing an email.

AI-generated content may be incorrect.][image: The image displays a user interface with a contact management section, allowing users to add recipients by selecting names, emails, and various group categories.

AI-generated content may be incorrect.]

	If we want to add a signature to an email, we need to click the signature button, which will display and fill in what we need to add.
	[image: The image shows an interface with an email service, allowing users to add, modify, and set default signatures for new emails and replies.

AI-generated content may be incorrect.]

	The primary function of Loop components is to enable live collaboration within emails. We can add a list, table, checklist or paragraph that recipients can edit directly in the email. Any changes made by one person are instantly reflected for everyone.
Loop components are useful for sharing ideas, managing tasks, providing real-time updates, and improving teamwork.
	[image: The image depicts an email composition interface with various elements like sender, CC, BCC, subject, draft status, and options for adding content such as loop components, lists, and a voting table.

AI-generated content may be incorrect.]

	On top of the ribbon, click the More Options, then it will show some options that we can choose, such as how to send the email as normal, personal, private or confidential.
There is another option that we can choose:
-Request a read receipt: this asks the recipient to confirm when they open the email.
-Request a delivery receipt: this confirms that the email has been successfully delivered.
-Encrypt this message: this protects the content of the email by converting it into a secure format.
-Digitally sign this message: this adds a secure digital signature to the email. It verifies the sender's identity and ensures that the message has not been altered during transmission.
	[image: The image displays a settings or email options interface with a section highlighting that S/MIME encryption and signing are available for the primary account.

AI-generated content may be incorrect.][image: The image displays a message settings interface on a device, showing that S/MIME encryption is available only for the primary account, with options for normal, personal, and confidential sensitivity levels.

AI-generated content may be incorrect.]
[image: The image shows a digital message settings page with various options to control message features like sensitivity, read receipt, and S/MIME encryption and signing.

AI-generated content may be incorrect.]

	Here is how to create an event or appointment in Outlook. Click the calendar in the left-hand menu and choose the date we want for the event.
	[image: The image shows a calendar interface with selected dates highlighted for April 2026, and an email address for a student.

AI-generated content may be incorrect.]

	After picking the date, for example, 4th May, click new event, and we will get a new window with details to manage time, invitations, location, or a team meeting.
	[image: The image shows a calendar view in Outlook, with a scheduled event on May 4th, 2026 from 8:00 to 8:30, inviting attendees, and including a Teams meeting.

AI-generated content may be incorrect.]

	To add a title, we can enter the event topic.
For invite required attenders, there are some options we can choose, as shown when we click it.
Then add the room or location, or we can turn it into an in-person event.
Also, we can turn on as a Teams meeting.

	[image: The image shows a calendar invite with an event scheduled for May 20, 2026, from 10:00 to 10:30, featuring options to add attendees, a meeting room, and a note for an in-person gathering.

AI-generated content may be incorrect.]
[image: The image displays a calendar invite for a meeting with options to invite attendees, request responses, set a time, allow forwarding, choose a room, and hide the attendee list.

AI-generated content may be incorrect.]

	Then, if we click series, it will show if the event has three sections on 4th May.
	[image: The image displays a Microsoft Outlook Calendar page, where a meeting is scheduled to occur every Monday from 10:00 to 10:30 starting May 4, 2026, and ending October 26, 2026.

AI-generated content may be incorrect.]
[image: The image displays a Microsoft Outlook calendar event, showing a meeting scheduled for May 4, 2026, from 10:00 to 11:00, with 2 required attendees and the option to add optional attendees or rooms.

AI-generated content may be incorrect.]

	If we click the clock icon, it will display reminder options we can choose from the menu. 
	[image: The image displays a digital reminder settings page with options to set notifications for various time intervals before an event, and an option to add an email reminder.

AI-generated content may be incorrect.]

	We can choose the event category and whether the event is private.
	[image: Manage Categories

AI-generated content may be incorrect.][image: Not private.

AI-generated content may be incorrect.]




[bookmark: _Toc212037718]Ms Teams
	This is the Microsoft Teams interface. On the left-hand side, there are several menus we can choose from. With Microsoft Teams, we can also chat, share files and photos, and hold meetings.

	[image: The image displays a screen from a chat application, specifically Microsoft Teams, where a meeting has been created and is being discussed, featuring a user named Raranti Siska.

AI-generated content may be incorrect.]

	On the left-hand side, click Meet. You'll see a menu to create a meeting link, which lets us create our own link and share it.
In the menu, there is a Schedule a Meeting option where you add the Teams meeting title, enter the names or email addresses of those you invite, input the date and time, add the location, and provide a brief description of the meeting. On the right-hand side, you can choose who can attend the meeting and click save.
Next, there is the Join with a meeting ID step, which means you must enter the ID and password you received from the client who invited you to the meeting. After entering all the information, click Join Meeting.
	[image: The image displays a user interface for creating and sharing a meeting link, with options to schedule a meeting, join with a meeting ID, and share the link.

AI-generated content may be incorrect.]
[image: The image shows a digital interface for scheduling a meeting on Microsoft Teams, with options for setting time, duration, participants, and other details.

AI-generated content may be incorrect.]
[image: The image shows a user interface with a prompt to join a meeting by entering a meeting ID or passcode.

AI-generated content may be incorrect.]

	On the left-hand side, there is an option ' a People’ which means we can choose who we invite from saved data.
	[image: The image shows a contact list with fields for Name, Email, Phone, and IM, including two specific contacts: Ibrahim Mohamed and Raranti Siska.

AI-generated content may be incorrect.]

	Next, we can build our own community with Microsoft Teams.
	[image: The image is a user interface for a community event planning and management platform, featuring a map, various community-related options, and event details.

AI-generated content may be incorrect.]

	Then we can set up the calendar for the next meeting.
	[image: Meet now

AI-generated content may be incorrect.]

	Microsoft Teams will make it easier for us to access and hold meetings with colleagues in different locations, reduce travel costs, and make time more efficient.
	[image: A businessman is using a laptop to display a video conference call with multiple participants.

AI-generated content may be incorrect.]





Addition
	First, we open PowerPoint. In the top ribbon, there are several menus. We select ‘Shape Format’ and choose the shape we want for the design. Then click the shape, drag it, and change it to another shape we wish. Select ‘Shape Fill’, so we can add colour. Then click ‘Insert’, then choose text box, and write about the design we made.
For images, we can either copy and paste from Google or click Insert if we save the image to our device.
To make the image transparent, click Design on the ribbon, then click ‘Format Background’. Click on the image or shape that we want to appear transparent. On the right-hand side, there are options we can choose from. Click ‘Solid Fill’, then go down to set the transparency of the presentation image we want to use.
	[image: Microsoft PowerPoint provides a suite of tools for creating visually engaging presentations with text, images, charts, animations, and multimedia elements.

AI-generated content may be incorrect.]
[image: The image shows a toolbar with various shape and text formatting options, including fill options and transparency adjustments, on a digital interface.

AI-generated content may be incorrect.]
[image: Microsoft PowerPoint is a versatile presentation software within the Microsoft Office suite, used for creating dynamic slides with text, images, charts, animations, and multimedia, commonly utilized in educational, business, and conference settings.

AI-generated content may be incorrect.]



[bookmark: _Toc212037719]Conclusion
In conclusion, modern businesses rely on integrated software solutions to operate efficiently and remain competitive. Platforms such as WooCommerce and Wix support online sales, while tools like Microsoft Word and Microsoft Excel enhance productivity and data management. Features such as Pivot Tables and Mail Merge improve efficiency, while Microsoft Outlook and Microsoft Teams strengthen communication and teamwork. Additionally, mind mapping, developed by Tony Buzan, supports planning and creativity. Overall, the combined use of these software solutions allows businesses to streamline operations, improve collaboration, and adapt to changing environments, ensuring long-term success in the modern digital world. 
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