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[bookmark: _Toc237302481]Introduction
In the modern digital landscape, software systems play a vital role in determining a company's success and ensuring its seamless day-to-day operations. Organizations leverage diverse software tools to oversee their daily activities, facilitate communication with both staff and clients, structure critical data, and boost overall productivity (Microsoft, 2026). This report analyzes various software applications and outlines practical strategies for their implementation within a corporate setting.
To begin, the paper evaluates e-commerce solutions like WooCommerce and Wix, which are prominent tools for building, maintaining, and running online storefronts (Wix, 2026). Following this, it investigates mind mapping applications, illustrating how they assist companies in structuring concepts, guiding strategic planning, and enhancing managerial decision-making . The analysis also zeroes in on core Microsoft Office productivity programs-specifically Word, PowerPoint, Excel, and Access-to assess their corporate utility, advantages, and constraints. It also highlights specialized features like Mail Merge and logical IF functions, explaining how these specific utilities can streamline workflows and improve operational efficiency.
Lastly, the report explores contemporary collaboration and communication channels, including Microsoft Outlook and Teams, which empower workforces to connect, share resources, and cooperate productively in today's professional environments (Microsoft, 2026). Ultimately, this report illustrates that the strategic deployment of the right software systems can significantly enhance a company’s efficiency, internal and external communication, organizational structure, and decision-making capabilities.[1]


[bookmark: _Toc237302482]Task 1. e-Commerce Website builders/software solutions
1.1 [bookmark: _Toc237302483]Shopify
[image: ]Shopify stands as one of the most prominent cloud-based e-commerce site creators globally, crafted to assist companies in establishing, overseeing, and expanding online storefronts without needing deep technical expertise. Established in 2006, the platform delivers an all-inclusive system encompassing web hosting, payment processing, inventory control, marketing applications, and order dispatch services. It caters to enterprises of all scales, ranging from emerging start-ups to prominent multinational corporations.
A key benefit of the system is its user-friendly nature. Business owners can select from a variety of expertly crafted templates, modify their storefronts utilizing a simple drag-and-drop builder, and list items via an intuitive administrative dashboard. Furthermore, Shopify features an expansive App Store hosting thousands of external integrations to boost the site's capabilities, such as customer loyalty schemes, email marketing tools, accounting software, and shipping management.
The platform integrates with numerous payment systems, including Shopify Payments, PayPal, Apple Pay, and Google Pay, ensuring customers can transact safely. It also incorporates robust security measures, such as SSL certificates and PCI DSS compliance, which safeguard user data and reinforce business credibility.
Nonetheless, Shopify presents certain drawbacks. The recurring subscription costs can escalate as businesses require more sophisticated features, and transaction fees may be levied when utilizing third-party payment processors. Moreover, while highly flexible, complex design modifications frequently necessitate familiarity with Liquid, Shopify's proprietary template language.
On the whole, Shopify represents an exceptional option for companies seeking a dependable, scalable, and accessible e-commerce system supported by robust customer assistance and a vast array of integrations.[2]

1.2 [bookmark: _Toc237302484]Wix eCommerce
[image: ]
Wix eCommerce is a website builder that enables individuals and businesses to create professional online stores using a visual drag-and-drop editor. Unlike Shopify, Wix began as a general website builder before expanding into e-commerce functionality, making it particularly suitable for small businesses, freelancers, and entrepreneurs looking for an affordable and easy-to-use platform. 

Wix provides hundreds of professionally designed templates that can be customised without coding knowledge. Users can easily add product galleries, shopping carts, payment options, booking systems, blogs, and contact forms through its intuitive interface. The platform also includes built-in SEO tools, marketing features, email campaigns, and social media integration to help businesses attract customers. 

Wix supports multiple payment methods, including credit cards, PayPal, Apple Pay, and Stripe. It also offers inventory management, abandoned cart recovery, shipping options, and automated tax calculations on higher-tier plans. Security is maintained through SSL encryption and secure payment processing, ensuring customer data is protected.

One advantage of Wix is its affordability compared to many dedicated e-commerce platforms. It is ideal for businesses that require both a content-rich website and an online store in one package. However, while Wix is highly flexible for small businesses, it is generally considered less scalable than Shopify for companies expecting significant growth or managing very large product catalogues. 
Additionally, once a website template has been selected, it cannot easily be changed without rebuilding parts of the website.

In summary, Wix eCommerce is an accessible solution for beginners and small businesses that want an attractive website combined with straightforward online selling features at a competitive price.[3]
[bookmark: _Toc237302485]Task 2. Mind-map of contemporary software applications
[bookmark: _Toc237302486]2.1 Describe mind mapping and explain the benefits of using mind mapping
A mind map is a non-linear, graphic framework designed to structure and analyse information around a central focal point. Rather than presenting data in rigid, sequential lines, this visual medium utilizes radiating branches, concise keywords, strategic color-coding, and graphic icons to display the structural relationships between varying sub-concepts. Popularized by Tony Buzan, this methodology is widely utilized in academic instruction, corporate strategy, and operational planning due to its unique ability to reduce cognitive load, simplify ideas, and enhance overall conceptual retention.[4]
In corporate environments, mind mapping serves as a powerful cognitive framework for project planning, systematic problem-solving, brainstorming, and knowledge management. By employing mind maps during group discussions, teams can rapidly log spontaneous thoughts and demonstrate how various tasks, internal departments, and overarching strategic goals intersect. This conversion of dense, complex structures into readable visual networks makes it easier for employees to identify project dependencies, spot potential bottlenecks, and establish clear action items.[5]
A primary advantage of implementing mind maps in a business setting is the significant improvement in communication. Because the human brain processes visual schematics faster than large volumes of textual documentation, staff members can digest complex ideas far more rapidly. Furthermore, mind maps act as collaborative spaces that foster interactive feedback during planning workshops, encouraging team members to contribute ideas freely. This open, visual dialog ultimately generates highly innovative, out-of-the-box solutions and leads to more cohesive, well-informed managerial choices.[5]
Additionally, this technique provides a notable boost to organizational productivity. Enterprises leverage mind maps to design workflows, allocate resource responsibilities, and monitor project development. They are equally valuable for high-level strategic mapping, onboarding and training new staff, and archiving standard operating procedures. The rise of modern, cloud-based mind-mapping software has further amplified these benefits, enabling geographically distributed teams to interact, synchronize ideas, and refine diagrams dynamically in real-time.[6]
To summarize, mind mapping is a highly versatile business tool that significantly enhances corporate planning, internal communication, structural organization, and analytical problem-solving. By allowing organizations to process and manage information efficiently, it successfully bridges the gap between structured analytical thinking and creative, collaborative teamwork.
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Explanation of the Mind Map
1.Supply Chain Management.
Software helps businesses manage the movement of products, materials and information.
Infor SCM
SAP Integrated Business Planning
2.Project Management.
These applications help teams plan, organise and track projects, tasks and deadlines.
Asana
Trello
Microsoft Project
Jira
3.Communication & Collaboration.
These tools allow people to communicate, share information and work together, including when working remotely.
Slack
Microsoft Teams
Zoom
Google Workspace
4.Customer Support / Helpdesk.
These applications help businesses communicate with customers and solve their problems.
Zendesk
Freshdesk
Intercom
5.Business Intelligence & Analytics.
These tools help businesses analyse data and make better decisions.
Tableau
Power BI
Looker
Qlik Sense
6.Research & Development.
Software in this area is used to design, test and develop new products and technologies.
AutoCAD
MATLAB
SolidWorks
7.Procurement.
Procurement software helps organisations purchase goods and services, manage suppliers and control purchasing processes.
SAP Ariba
Coupa
Jaggaer
8.Account and Finance.
These applications help businesses manage money, accounts, invoices and financial information.
Oracle NetSuite
FreshBooks
9.Human Resources.
HR software helps organisations manage employees, recruitment, payroll and workforce information.
Workday
BambooHR
Zoho People
ADP Workforce Now
10.Marketing.
Marketing software helps businesses promote products, understand customers and manage online marketing.
HubSpot
Google Analytics
Hootsuite
Canva
11. Sales.
Sales applications help businesses manage customers, leads, sales activities and relationships.
Salesforce
Zoho CRM
Pipedrive
Microsoft Dynamics 365
12.Operations Management.
These applications help organisations manage their everyday business operations and resources.
SAP ERP
Odoo
Oracle NetSuite
13.Cybersecurity & IT Management.
These tools help organisations protect computers, networks and data from cyber threats.
Cisco Secure
Norton 360
CrowdStrike
14. Risk Management & Compliance.
These applications help businesses identify risks, monitor them and make sure the organisation follows rules and regulations.
LogicGate
MetricStream
RSA Archer
The mind map shows the different ways contemporary software applications are used in modern organisations. It includes software for areas such as communication, project management, finance, human resources, marketing, sales and cybersecurity. Each category contains examples of applications that help businesses complete specific tasks more efficiently, improve communication, manage information and make better decisions.[7][8]
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Introduction.
 In the contemporary corporate landscape, desktop productivity suites serve as the primary infrastructure for administrative workflows, information processing, and data management. Among these, the four core applications of the Microsoft Office suite-Word, Excel, PowerPoint, and Access-constitute the foundational toolkit that enables employees to execute daily business tasks. While specialized cloud-native enterprise systems have streamlined high-level department workflows, these standard office applications remain critical for generating business documents, performing financial analyses, projecting strategic presentations, and organizing structured relational data. To leverage these utilities effectively, organizations must understand their specific business functions, operational advantages, and inherent system limitations.[9]
[bookmark: _Toc237302489]3.1 Four office software solutions for business operations
Microsoft Office applications are widely used in businesses of all sizes to create documents, analyse data, present information and manage databases. These applications improve productivity by allowing employees to complete tasks efficiently, collaborate with colleagues and organise business information securely. Four of the most commonly used Microsoft Office applications are Microsoft Word, Microsoft Excel, Microsoft PowerPoint, and Microsoft Access. Each application has a different purpose and offers unique features that support day-to-day business operations.
[bookmark: _Toc237302490]Ms Word 

[image: ]
Microsoft Word is a dedicated word-processing application engineered to draft, modify, layout, and print professional-grade documentation (Microsoft, 2026). It is globally recognized as an essential productivity tool across corporate, academic, and governmental sectors. Organizations frequently deploy Word to generate various business materials, including official business letters, strategic reports, legal agreements, meeting minutes, operational policies, and billing invoices.[10]
Key Features
To streamline document creation and lifecycle management, the application incorporates several specialized features:
Administrative Templates: Built-in designs for standard business letters, corporate reports, and professional CVs.
Integrated Proofing: Real-time spelling, grammar, and style checking.
Formatting and Layout Tools: Desktop publishing controls for page margins, orientations, and custom style sheets.
Visual Assets: Support for nested tables, charts, and illustrative graphics.
Structural Elements: Automated headers, footers, and page numbering.
Mail Merge: Automated batch personalization of letters, envelopes, and emails.
Review and Tracking: Track Changes and comment threads to audit revisions.
Cloud Synchronization: Real-time co-authoring via OneDrive and Microsoft 365.
Access Control: Encryption and password protection to safeguard sensitive files.
Operational Benefits
Word provides several distinct advantages for everyday business operations. First, the application enables staff to produce clean, well-formatted documents rapidly by leveraging preset templates and styles, which ensures brand consistency. Second, its integrated proofing engines reduce typographical and grammatical errors, thereby maintaining the quality of professional communications. Furthermore, cloud integration via Microsoft 365 supports collaborative editing, allowing multiple stakeholders to review and update a single document simultaneously.[10]
Additionally, the Mail Merge tool represents a high-value utility for administrative efficiency. By linking a document template directly to a customer database, businesses can automatically generate personalized mass mailings, invoices, and electronic notifications, drastically reducing the manual labour typically required for customer communications.[11]
System Limitations
Despite its robust word-processing capabilities, the platform has notable operational limits. Large-scale documents that contain numerous embedded high-resolution images or visual elements often experience slower rendering times and lag during editing. Additionally, configuring complex custom page layouts can be difficult and typically requires advanced knowledge of formatting and section breaks. Finally, Word is structurally unsuited for performing complex numerical calculations or managing large-scale relational databases, tasks that are better allocated to Excel and Access, respectively.[10]
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[image: ]Microsoft Excel is a powerful spreadsheet application engineered to organize, calculate, model, and visualize quantitative data.[12]
 It serves as a cornerstone of corporate administrative operations, providing vital support for financial management, annual budgeting, forecasting projections, inventory tracking, and descriptive data analysis.[13]
Core Features
To facilitate complex calculations and robust data modelling, the platform includes several key features:
Worksheets and Workbooks: Multi-tabbed organizational files that partition and store disparate datasets.
Mathematical and Logical Engines: An environment supporting simple arithmetic operators and complex mathematical syntax.
Built-in Functions: Preset computational formulas such as SUM, logical IF statements, and lookups like VLOOKUP and XLOOKUP.
Visual Charts and Graphs: Dynamic graphical tools for plotting trends, bar charts, and scatter plots.
Pivot Tables: Fast data aggregation and cross-tabulation tools for synthesizing high-volume tables.
Conditional Formatting: Automated, rule-based styling of cells based on their numeric value.
Data Organization: Advanced sorting and multi-column filtering to clear noise from datasets.
Predictive Analytical Tools: Built-in utilities like Goal Seek and What-If Analysis for planning scenarios.
Data Validation: Dynamic rules restricting cell input parameters to ensure data integrity.
Automation Macros: VBA (Visual Basic for Applications) scripts to automate repetitive administrative procedures.
Organizational Benefits
Excel offers remarkable operational flexibility, enabling organizations to handle large volumes of quantitative data with high speed and accuracy. In financial departments, the tool is indispensable for compiling operating budgets and executing complex payroll computations. Similarly, sales teams rely on its charting engines and Pivot Tables to monitor revenue trends and track sales representatives' performance, while inventory coordinators utilize lookup functions and basic formulas to maintain real-time stock counts.
Moreover, by substituting manual arithmetic with automated, cell-linked calculations, Excel significantly minimizes human calculation errors. Because files can be sorted, filtered, and formatted in seconds, preparing detailed management reports becomes considerably faster. The platform’s ultimate business value lies in its high flexibility, allowing spreadsheets to be customized to fit virtually any distinct corporate workflow.
System Limitations
However, Excel presents certain technical limitations. It is not designed to function as an enterprise-level relational database management system; as datasets grow extremely large, system performance degrades, resulting in calculation lag and file crashes. Furthermore, spreadsheet models are highly vulnerable to human design flaws, as minor manual formula mistakes can propagate throughout a worksheet, leading to major reporting errors if not thoroughly audited.
Lastly, collaboration can become problematic when multiple users modify a spreadsheet simultaneously, often resulting in conflicting edits and broken calculations unless files are hosted on a modern cloud environment with strict version-tracking protocols.[13]
[bookmark: _Toc237302492]Ms PowerPoint
[image: ]

Microsoft PowerPoint is presentation software used to communicate ideas visually. Businesses use PowerPoint during meetings, staff training, sales presentations, conferences and client demonstrations.

Major Features
PowerPoint includes many tools for creating engaging presentations, such as:
Presentation templates.
Themes and slide layouts.
SmartArt graphics.
Charts and tables.
Images, icons and videos.
Animations and slide transitions.
Presenter View.
Speaker Notes.
Audio and video recording.
Collaboration through Microsoft 365.
Benefits
PowerPoint enables businesses to present information clearly using visual elements rather than large amounts of text.
Charts, diagrams and animations help audiences understand complex topics more easily. Presentations can also be shared online, allowing remote teams to communicate effectively.
PowerPoint is commonly used for employee training because information can be organised into logical sections with supporting visuals.
The software integrates with Excel and Word, allowing charts and tables to be imported directly into presentations.
Limitations
PowerPoint presentations can become ineffective if they contain too much text or excessive animations.
Poor presentation design may distract audiences rather than support learning. PowerPoint is also unsuitable for detailed document writing or advanced data analysis.
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Microsoft Access is a desktop-based Relational Database Management System (RDBMS) engineered to capture, structure, index, and query substantial volumes of organized information.[14]
 It is highly effective for administrative tracking workflows, such as maintaining client registries, personnel directories, stock inventories, and sales ledgers. In contrast to spreadsheet programs like Microsoft Excel, which store data in flat, disconnected grids, Access organizes data into normalized, interconnected tables. This relational architecture significantly minimizes data redundancy while preserving referential integrity and data precision.[15]
Key Features
To facilitate robust data modelling and secure storage, Access incorporates several database management utilities:
Normalized Tables: Flat-file structures designed to hold discrete, non-duplicative data entities.
Primary and Foreign Keys: Structural identifiers used to establish logical Relationships and link tables together.
Queries & SQL Support: Visual search wizards and Structured Query Language (SQL) compatibility to filter and extract precise records.
Data Forms: Customized user interfaces that simplify data entry and shield administrative staff from raw database tables.
Structured Reports: Dynamic formatting tools to compile, group, and print professional information summaries.
Database Macros: Basic automation modules to trigger routine database tasks without manual coding.
Import and Export Engines: File transfer features allowing seamless data sharing with external formats.
Pre-designed Templates: Preset database schemas to accelerate initial setup.
Operational Benefits
Access provides remarkable structural efficiencies for small and medium-sized organizations. By establishing active relationships between tables, firms eliminate the risks of duplicate entries, ensuring consistent and accurate records across all administrative functions. Rather than searching through thousands of spreadsheet rows manually, staff can run targeted queries to retrieve specific client or inventory records in seconds. Additionally, visual data-entry forms reduce human error during clerical input, while formatted reports allow managers to review clean operational summaries instantly. Finally, its native compatibility with other office applications, such as Excel and Outlook, makes it highly adaptable to daily corporate routines.
System Limitations
Despite its strengths, Access is primarily designed for localized or departmental operations and faces technical constraints, such as a 2-gigabyte file storage ceiling. For larger organizations handling massive transactional volumes, enterprise-grade database solutions like Microsoft SQL Server or Oracle Database are required to support higher user concurrency and massive datasets. Furthermore, unlike the relatively simple learning curves of Word or Excel, Access demands a foundational understanding of relational database design, normalization theory, and SQL, making it more challenging for non-technical users to build and maintain.[15]
 For comprehensive, global supply chain and resource planning, multinational firms typically bypass desktop databases in Favor of the specialized Operations Management ERP systems (such as SAP ERP and Oracle NetSuite) illustrated in the taxonomy map.

The Strategic Value and Cross-Application Integration of Office Suites
Modern business operations rely heavily on desktop productivity suites to drive staff output, streamline communication, and support administrative decision-making.[15]
 Different corporate divisions leverage these applications to fulfil their specific day-to-day mandates:
Human Resources: Deploys Word to draft employment contracts and employee handbooks.
Finance and Accounting: Relies on Excel to perform calculations, forecast budgets, and process payroll.
Marketing: Utilizes PowerPoint to design and deliver persuasive presentations to prospective clients and stakeholders.
Customer Support: Uses Access databases to index, retrieve, and report customer interaction histories.
The true strategic value of these tools lies in their high cross-application interoperability. Rather than operating in isolated silos, the suite functions as a unified digital ecosystem where data flows smoothly between programs:
Data Visualization: Complex Excel charts can be embedded directly into PowerPoint slides, updating automatically to reflect changes in the underlying spreadsheet.
Automated Personalization: Word's Mail Merge tool can retrieve client details from Excel spreadsheets or Access databases to automate personalized billing or marketing campaigns.[14]
Information Portability: Access reports can be easily exported to Word for narrative analysis or to Excel for additional statistical manipulation.
Consolidated Slides: PowerPoint presentations can dynamically incorporate raw text files from Word and visual tables from Excel.
This close integration significantly reduces duplicate administrative work, protects data consistency across files, and optimizes overall business efficiency.
Conclusion

Microsoft Word, Excel, PowerPoint and Access are essential software applications that support everyday business operations. Word provides professional document creation tools, Excel offers powerful data analysis and calculation features, PowerPoint enables effective communication through presentations, and Access manages structured business information using relational databases.
Each application has strengths and limitations, but together they provide organisations with a comprehensive office productivity solution. Businesses benefit from improved collaboration, increased efficiency, better decision-making and secure management of information. By understanding the features and appropriate uses of each application, organisations can improve productivity and support effective business operations.[16]


[bookmark: _Toc237302494]3.2 Test any two features
[bookmark: _Toc237302495]Mail Merge
[image: ]This is the list for the letters.

[image: ]Click On Start Mail Marge
Click on Letters
Click on the Mailing Tab


[image: ]Click on the mailing Tab
Click on Existing List
Click on start mail Marge


[image: ]Click on insert Marge Field and select title, first name, surname…


[image: ]Click on Finish & Marge and click on edit individual documents and Click on All and click Ok.


[image: ]This is the letter generate same for all of them.

[image: ]This is one of the letters with all the details.

[image: ]There is Showing the total of letters I did generate.
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<Practical demonstration here>
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Click on Formulas

[image: ]Click on Show Formulas
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[bookmark: _Toc237302498]4.1 One contemporary Communication and one Online Collaboration 

Introduction
In the contemporary commercial landscape, communication and collaborative technologies have transitioned into indispensable operational assets. Modern enterprises rely heavily on digital utilities to correspond seamlessly with personnel, client bases, suppliers, and external partners, facilitating productive cooperation across distributed workforces regardless of their physical locations. The widespread transition toward remote and hybrid workplace structures has further magnified the strategic importance of cloud-hosted suites in keeping businesses unified and productive.
Accordingly, this section evaluates Microsoft Outlook as a primary corporate communication system and Zoom as an online collaboration platform (which is positioned under the Communication & Collaboration branch of the software taxonomy map).[17]
[bookmark: _Toc237302499]Outlook
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Microsoft Outlook is an email and productivity application developed by Microsoft. It is widely used in businesses because it allows users to manage email, calendars, contacts, tasks and files in one place. Outlook is part of Microsoft 365 and can be accessed on computers and mobile devices. Businesses can also connect Outlook with other Microsoft 365 services such as Microsoft Teams and OneDrive.
Key Features
Outlook provides several features that support business communication:
Send and receive emails.
Attach documents, images and other files.
Organise emails into folders.
Search for emails and information quickly.
Manage contacts.
Create appointments and events.
Schedule and organise meetings.
Share calendars with colleagues.
Access email and calendars on mobile devices.
Share files using cloud services such as OneDrive.
Use security features such as encryption and digital signatures where supported.
Benefits
Outlook enables businesses to communicate professionally and efficiently. Employees can send documents, invoices, contracts and reports by email within seconds. The calendar is integrated with email, making it easier for employees to organise meetings, appointments and events. Outlook can also help users find suitable meeting times by checking the availability of invited people.
Outlook can be used on computers and mobile devices, allowing employees to stay connected when working remotely or away from the office. The mobile application can synchronise email, contacts, calendars and files, helping employees manage their work while travelling or working from different locations.
Outlook also provides security options for business and school accounts. Depending on the Microsoft 365 subscription, users may be able to use email encryption, digital signatures and sensitivity labels to help protect sensitive information.
Limitations
Although Outlook provides many useful business features, some advanced security and management features require a suitable Microsoft 365 subscription. The availability of certain features can also depend on whether the user has a personal, work or school account.
Outlook also relies on an internet connection for many cloud-based functions, particularly when synchronising email, calendars and files across devices.
Importance in Modern Business
Outlook is an important communication and collaboration tool because it combines email, calendars, contacts, tasks and file access in one application. This can help employees communicate with colleagues and customers, organise meetings and manage their daily work more efficiently.
Together with Zoom, Outlook can support modern business communication. Outlook is mainly useful for written communication, email and organising meetings, while Zoom provides video meetings and online collaboration. Both applications can support remote working and allow employees to communicate without being in the same physical location.[18]
Zoom
[image: ]
Zoom is a video conferencing and online collaboration platform developed by Zoom Communications, Inc. It is widely used by businesses, educational institutions and individuals because it enables users to communicate through video meetings, voice calls, webinars and team chat from almost anywhere. Zoom can be accessed on computers, smartphones, tablets and web browsers. Businesses can also integrate Zoom with productivity applications such as Microsoft Outlook, Microsoft Teams, Google Calendar and Slack to simplify scheduling and collaboration.

Key Features

Zoom provides a range of features that support business communication and collaboration:

Host and join video meetings.
Make voice calls using Zoom Phone (where available).
Share screens, applications and presentations.
Record meetings locally or to the cloud (depending on the subscription).
Use virtual backgrounds and noise suppression to improve meeting quality.
Chat with individuals or groups during and outside meetings.
Schedule meetings and send invitations through calendar integrations.
Create webinars and large virtual events.
Share files and collaborate using integrated applications.
Use security features such as meeting passwords, waiting rooms and end-to-end encryption for eligible meetings.
Benefits

Zoom enables businesses to communicate efficiently regardless of location. Employees can hold virtual meetings, conduct interviews, deliver presentations and collaborate on projects without travelling. Screen sharing and meeting recording make it easier to demonstrate information, review discussions and share knowledge with colleagues who could not attend.

Zoom supports remote and hybrid working by allowing employees to participate in meetings from computers or mobile devices. The mobile application synchronizes meetings, chat and contacts, helping employees stay connected while travelling or working from different locations.

Zoom also offers security features to help protect meetings and business information. Depending on the subscription and account settings, organizations can use waiting rooms, meeting passwords, user authentication, role-based controls and encryption to improve meeting security and reduce the risk of unauthorized access.
Limitations

Although Zoom provides many useful communication features, some advanced functions, such as large webinars, cloud recording storage, Zoom Phone and advanced administrative controls, require paid subscription plans.
Zoom also depends on a reliable internet connection for high-quality video and audio. Poor network performance may result in delays, reduced video quality or interrupted meetings. Some features may also vary depending on the user's subscription plan and device.
Importance in Modern Business
Zoom is an important communication and collaboration tool because it enables businesses to conduct meetings, training sessions, webinars and team collaboration regardless of geographical location. It supports communication between employees, customers and business partners while reducing travel costs and improving flexibility.

Together with Microsoft Outlook, Zoom supports modern business communication. Zoom is primarily used for video conferencing, online meetings and virtual collaboration, while Outlook is mainly used for email communication, calendar management and meeting scheduling. When integrated, Outlook can be used to schedule Zoom meetings directly from the calendar, helping employees organize and manage meetings more efficiently.[19]

[bookmark: _Toc237302500]4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc237302501]Microsoft Outlook 
[image: ]This is outlook inbox


[image: ]This how it look the inbox once we login.


[image: ]Click in in new mail, we can send an email. 

[image: ]In this step we can add or remove email accounts and we have different options. And also click in on schedule we can choose the date, time and to who send the emails.
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[image: ]With this option  we can choose the time.

[image: ]With this option we can choose de date.


[image: ]If we go to drafts, we can see the email we did scheduled and also we can still modify.


[image: ]We click on Advanced actions.
We click on recall message.
We click on there.






[image: ]We click on Recall and open this message as a draft and click on OK.
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[image: ]This the calendar.


[image: ]We click in new event.


[image: ]In this step we can add people for the meeting.


[image: ]And those are the people with I will have the meeting.
This the name of the meeting.


[image: ]If we click in Edit we could add or remove people.



[image: ]we click there to save the changes.


[image: ]We click on join to start the meeting.


[image: ]We click on join now.
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Click on share and we have different options, share documents, share screen…
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[bookmark: _Toc237302503]Conclusion
In conclusion, Outlook and Zoom are important communication and collaboration applications in modern businesses. Outlook supports professional written communication by providing email, calendars, contacts and meeting organisation, while Zoom allows employees to communicate through video meetings, screen sharing and online collaboration. Together, these applications can improve communication, teamwork and productivity, particularly when employees are working remotely or in different locations. Overall, Outlook and Zoom help businesses communicate more efficiently and support flexible ways of working.[18][20]





[bookmark: _Toc237302504]References


References
[1] J. Poray and C. Schommer, "A cognitive mind-map framework to foster trust", in 2009 Fifth International Conference on Natural Computation, pp. 3–7. 
[2] M. Sousa and P. Pais, "No title," 2021, 
[3] S. M. Zaini, N. H. M. Noor and G. Zandi, "The behaviour of e-commerce users: An empirical investigation of online shopping," vol. 2, pp.50–60, 2024, 
[4] R. Ma, "Using mind mapping to teach reading comprehension in Junior high school," 2019, 
[5] J. Poray and C. Schommer, "A cognitive mind-map framework to foster trust", in 2009 Fifth International Conference on Natural Computation, pp. 3–7. 
[6] M. Davies, "Concept mapping, mind mapping and argument mapping: what are the differences and do they matter?" vol. 62, no. 3, pp.279–301, 2011, 
[7] B. Dumitru-Alexandru, "Business Intelligence for decision making in economics," in Artificial Intelligence in Financial Markets: Cutting Edge Applications for Risk Management, Portfolio Optimization and Economics, Springer, 2016. pp. 125–158. 
[8] R. Richard, I. Damayanti, M. A. Nabilla and A. Aviani, "Evaluation of ERP Oracle Netsuite System for Purchasing Management Module at PT PQR using UTAUT2 Method," vol. 10, no. 1, pp.19–30, 2022, 
[9] J. Lambert and C. Frye,Microsoft Office 2019 Step by Step, Microsoft Press, 2018. 
[10] K. C. Laudon and J. P. Laudon, "Management information systems: Managing the digital firm," vol. 8, 2004, 
[11] O. Drozd, D. Kahitin, V. Kazymyr and S. Shkarlet, "Modeling of Collaboration Portals in Microsoft 365", in International scientific-practical conference, pp. 171–183. 
[12] O. Drozd, D. Kahitin, V. Kazymyr and S. Shkarlet, "Modeling of Collaboration Portals in Microsoft 365", in International scientific-practical conference, pp. 171–183. 
[13] K. C. Laudon and J. P. Laudon, "Management information systems: Managing the digital firm," vol. 8, 2004, 
[14] O. Drozd, D. Kahitin, V. Kazymyr and S. Shkarlet, "Modeling of Collaboration Portals in Microsoft 365", in International scientific-practical conference, pp. 171–183. 
[15] K. C. Laudon and J. P. Laudon, "Management information systems: Managing the digital firm," vol. 8, 2004, 
[16] K. C. Laudon and J. P. Laudon, "Management information systems: Managing the digital firm," vol. 8, 2004, 
[17] K. C. Laudon and J. P. Laudon, "Management information systems: Managing the digital firm," vol. 8, 2004, 
[18] J. Boyce, Microsoft Outlook 2010 Inside Out, Microsoft Press, 2010. 
[19] J. Schulz, Ø Wiborg and L. Robinson, "Zooming versus Slacking: Videoconferencing, instant messaging, and work-from-home intentions in the early pandemic," Am.Behav.Sci., vol. 68, no. 8, pp.1074–1097, 2024, 
[20] A. Ahmadsimab, M. Tajeddin and R. Fralich, "Zoom Communication Inc.: keeping the good times going?" vol. 19, no. 6, pp.800–824, 2023, 


2

image1.png
A shopify




image2.png
WiXeCommerce




image3.png
Oracle SCM Clowd

Microsoft Teams

[oR—

contemporary softwere
applicantions

ADP Workdorce New

36 Map i

BoBo$ r Dd G

12:46
26/06/2026





image4.png




image5.png




image6.png




image7.png




image8.png
@ Autosave ( Q@ - o x

i) 9D~ U = Documentl - Word

file Home Insert Design layout References Malings Review View Manage Help RCM Acrobat Table Design Table Layout = comments | [ Editing
AptosBody) |12 | A A" Aa~ y .8 ) ) RPrnd ~ L. (]
Daw [ ﬁ Hx,j\/; VA 2 :j : ‘ lv T Nomar | Nospacing Heading Heading2  Title | i:‘mt ('Téi%éim S,;{i—, Dig f o
Cipbourd 5 Font 5 Paragrapn 5 ses 5 edtng Adobe Adabat Voie | eator | Addins |
[#|
Tittle FirstName Surname Address PostCode Province
Miss Penelope Flores 71 Cator S156EP London
Mr Jhon Mercury 6 SE156LP London
Flamborough
Mrs Noelia Mercado 71 Cator SE15 6EP London
Mr Roger Soliz 7 Eric SE15EP London
Wilkins
Miss Carmen Veliz 89 Cannon SE5 5HZ London
Mr Elder Soliz 26 Falmouth | SE13GH London
Miss Lenny Fernandez 67 Vestry SE1 7EP London
Mr Leonardo Valero 6 Eric SE7 7HZ London
Wilkins
Mr Benjamin Valero 6 Eric SE7 7HZ London
Wilkins
Mrs Cristina Flores 71 Cator SE15 6EP London

Pagelof 1 3words & [R  English (United Kingdom)  Text Predictions: On  §% Accessibility: Good to go




image9.png
Q@ - o x

[ comments | (2 eding - [B

@ Autosove > Document2 - Word

File  Home Insert Design layout References Mailings Review View Manage Help RCM Acrobat

B (B &

Chinese Envelopes Labels  [Start Mail|  Select Mergeto
Envelope Merge - | Recipients v Adobe PDF

Create Letters Write & Insert Fields Preview Results Fiish  Acrobat

E-mail Messages
Enyelopes.
Labels.

Directory.

Normal Word Document

YEDw QDD

Step-by-Step Mail Merge Wizard.

I Focus B -———+ %

Page 1011 Owords & Englsh (Unted Kingdom) Text reicions: On__ ¥ Accesibily: Good t0 5o

H P Type here to search '~_





image10.png
@ Autosove > Document2 - Word

Q@ - o x

File  Home Insert Design Layout References Mailings Review View Manage Help RCM  Acrobat | & comments | | ¢ Editing | [&]
= ” = -
B B E o 2

Chinese Envelopes Labels  Start Mail | Select Mergeto

Envelope Merge - [Recipients v Adobe PDF

Create Write & Insert Fields Preview Results Fiish  Acrobat v

3 Typea New List.

[ Usean Bisting List.

Choose from Outlook Contacts.

Pagelof 1 Owords &) English (United Kingdom) Text Predictions: On  ¥% Accessibilty: Good to go 1 Focus B -———+ %

H P Type here to search '~_





image11.png
S Woud o] Q@ - o x

File  Home Insert Design Layout References Mailings Review View Manage Help RCM  Acrobat | & comments | | ¢ Editing | [&]

@ Autosove

=N D e Kbl oy =
B I 5 o 5 Ly T
Chinese Envelopes Labels | StartMail  Select Edit Address Greeting [Insert Merge| " Match Fields Finsh&  Mergeto
Envelope Merge v Recipients + Recipient List Block Line | Field~ [ Check for Erors Merge~ | Adobe PDF
e S e O R [ T e | s v
e
Sumane
rsas
poscase
P
T 0 £ 1 GO Ry (e pemtor Bows

H P Type here to search

+%.





image12.png
Fle  Home Insert Design Layout

References

=

E >
Chinese Envelopes Labels  Start Mail
Envelope

Create

2
Select

Start Mail Merge

Edit
Merge v Recipients v Recipient List

PageTof1 Owords & [ Engish (United Kingdom) TextPredictons: On

H P Type here to search

+%.

Maiings  Review View Manage Help

RCM  Acrobat

[ Rules~
2 Match Filds

Address Greeting Insert Merge
Block Line  Field~

Write & Insert Felds

<D >

3 Checkforrors
reiew Resuts

n

Finish &

Mergeto

Merge~  Adobe PDF

Finish  Acrobat

Mail Merge Recipients o x
This s the s o reipints that will e used in your merge, Use the aptions below to add o or change yaur it
Use the checkboxes to add o remove ecipints rom the merge. When your st s ready, clck OK.
Dt Source [ [Smame o [Frame | Addess ~[Prvnce < [PosCoc
= : .

CAUser\2542337... [V Mercury Jhon 6Flamborough  London Seisel
CAUser\2542337.. [P Mercodo  Nodlia 71 Cator London seiset
CAUser2542337... [¥ Soliz Roger 7EicWikins  London St st
CAUser 2542337, [ Veliz Carmen 5 Cannon London Ses5H.
CAUser2542337... [¥ Soliz ider %Faimouth  London Se1361
CAUser\2542337.. [ Femandez  Lenny 67 Vestry London SeiTe
CAUser 2542337, [ Valero Leonardo 6 Eric Wik London s,
PR - o B S
Dsta Source Refine recpient It
ClUserasazzsnonedme | 4] sort.

0 Eiter..

R, Find duplicates.

5] Find secpient.

[ valigste aoaresses.

at. Retresn
oK

T2 Accessibilty: Good to go

I Focus

[ comments | (2 eding - [B





image13.png
o) H 9~

G Autosae

File  Home Insert Design

0= Word

Layout  Referenc

es  Mailings Review View Manage Help RCM Acrobat

=

Chinese Envelopes Labels  StartMail  Select

Envelope Merge v Recipients v Recipient List

Create

Pagetof 1 siwords & (D

Start Mail Merge

English (United Kingdom)

s+ «» ] -
o s KAE> N Oy |
23 Mateh Fied 5 Find Recipient = ‘
Edit Highlight ~ Address Greeting Insert Merge -0 M2th Fields  preyj,  [OlFind Recipient Finish&  Mergeto
MergeFields Block  Line  Field~ [ Results [ Check for Errors Merge~  Adobe PDF
P reiew Resuts Fish | acobot
i & Meroe

Teut redictions: On

Choose how you want to complete
the mail merge.

You can open a new window to see
each copy of the document, send

«Address» the mailing directly to the printer,
or send t by emal.

«PostCode»

«Province»

03/07/2026

Dear «FirstName»|
Offer of employment to «Tittle» «FirstName» «Surname»

This letter is to verify the employment of who is currently employed with Bright Future
Tech as a Software Engineer.

In his role, John is responsible for developing high-quality software solutions,
collaborating with the product team to design innovative features, and leading the
backend development team.

You have been a reliable and valuable member of our team, consistently demonstrating
strong problem-solving skills and commitment to project success.

Yours Sincerely,

Penelope Flores

T2 Accessibilty: Good to go

| = comments | | ¢ Editing

T




image14.png
@ Autoswe @o) [H D ) 5 Letters] - Word @ - o x
File  Home Insert Design Layout References Mailings Review View Manage Help RCM  Acrobat | = comments | | ¢ Editing
I [Aptos Body) Ay K . Prnd G A BB
5 — Normal | NoSpacing Headi Heading2 Title 5 Replace bt -
Paste B I Uvae x ¥ A~ PR P eading 8 G Repl Createand Share Request  Dictate | Editor | Adcins
< Format Panter - . = I Selectv | AdobePDF  Signatures -
Gipboard 5 Font 5 Paragraph 5 syies 5 tatng Adobe Acrobat Voice | Edtor | Addns ¥

71 Cator

S156EP
London

03/07/2026

Dear Penelope
Offer of employment to Miss Penelope Flores

This letter is to verify the employment of who is currently employed with Bright Future
Tech as a Software Engineer.

In his role, John is responsible for developing high-quality software solutions,
collaborating with the product team to design innovative features, and leading the
backend development team.

You have been a reliable and valuable member of our team, consistently demonstrating
strong problem-solving skills and commitment to project success.

Yours Sincerely,

Penelope Flores

Page10f10 863words & [ English (United Kingdom) Text Predictions: On T Accessibility: Good to go B - ——4——+ 2%




image15.png
Q@ - o x

@ Autosse @on) B S Letter2 - Word
File Home Insert Design Layout References Mailings Review View Help Acrobat | & comments | | & Editing ~
(otos@od) 2 <A A Aav B iR ) . ‘:“"“ - & A (& B
Paste B I Uvwx A L-A-AO - Normal | NoSpacing Heading Heading2  TItle || dtesce  opemdsnme remet  oiee | fdtor | Adoms
< Format Panter - . s = = I Select~ AdobePDF  Signatures -
Gipboard 5 Font 5 Paragraph 5 syies 5 tatng Adobe Acrobat Voice | Edtor | Addns ¥
s

v

B - ——4——+ 2%

Page40f 10 s3words & [0 English (United Kingdom)  Text Predictions: On  §% Accessibility: Good to go

H P Type here to search o * +.




image16.png
& Autosae

File

poe B Copy ~

10

1
2
3
4
5
6
7
B

)
10
1
12
13
14
15
16
17
18
19
20
21
2
23
2
2
2
27
28
2
30
31
32
33
34
35
36
37

<

Ready

Serial Number

Home.

Insert

Page

Layout

Formulas

Bookl - Excel

Data

Review  View

X cut

[Aptos Narrow

A A

.~

B
< Format Painter

Clipboard 5

v s

A B

1 Leonardo
2 Benjamin
3 Noelia
4 Elder
5 Roger
6 Andrea
7 Fernando
8 Alexander
9 Kimberly

10 Enzo

> Sheetl

2 Accessbilty: Goad to go

IU-~

c

Valero
Valero
Flores
Fernandez
Garcia
Perez
Gonzales
Romero
Loaiza
Mercado

+

H P Type here to search

co- A

Font

[
FirstName LastName Class Mark (40%) Exams Mark (60%) Total (100%) Remarks

30
15
2
2

5
19
2
2
21
31

5

3

a5
a7
o)
2
10
37
40
13
35
27

Automate

£

Help

9

Alignment

F G

75 Pass
62 Pass
64 Pass
50 Pass
15 Fail
10 Fail
62 Pass
45 Fail
56 Pass
58 Pass

Acrobat

2 Wap st

Merge & Center

(Genera =
. @ % 9 4 &8 Condtional
= % 5 BN Formatting ~

5 Number 5
K .

=

Format as
Table v

Normal

Good

Styles

Bad _ =B = =

] 7| st Delete Format
cells

o P a R s

Sort& Find &
Fiter v Select v

Editing

([
(m[a]

Add-ins

Addins

Q@ - o x
(2 commens | XS
k3

Create and Share

Adobe PDF
Adobe Acrobat v
X v z a





image17.png
@ Autose @) [ D« O~ = Bookl - Excel
Fle  Home Insert Pagelajout Formulas Data Review View Automate Help Acrobat
ﬁ\ ﬁ B ﬁ @ @ <:‘E ?DeﬂneName ~
Insert  AutoSum Recently Financial Logical Text Date Lookup& Math&  More Name - Usein Formula
Funcion v Usdv v v v Time~ Reference~ Tig~ Functions~  Manager [ Create from Selection
Fundion Library Defined Names
&2 ~ Jev| =IF(F2>=50,"Pass”,"Fail")
A 5 c o
1 [Serial Number FirstName LastName Class Mark (40%)
2|1 Leonardo, Valero 30 45
3|2 Benjamin Valero 15 a7
4|3 Noelia Flores 10 39
sla Elder Fernandez 2 2
5|5 Roger Garcia 5 10
7le Andrea Perez 19 37
sl Fernando Gonzales 2 40
ols Alexander Romero 2 31
i) Kimberly Loaiza 2 35
1110 Enzo Mercado 31 27
2
13
14
15
6
7
18
i
20
2
2
2
2
2
2
27
28
2
30
31
£
e
3
35
36
37
< > Sheet! +
Ready T Accessibiity: Good to go

H P Type here to search

EL Tace Precedents
U Trace Dependents

% Remove Aniows

3

Exams Mark (60%)

Q@ - o

X

[ cormens]

7 Show Formulas

b ErorChecking

Calelate Now

Watch  Calculation
Calculate Sheet
« (B Bvalusteformuls | Window | Options~ =0
Formula Auditing Calculation
F [ H J K
Total (100%) Remarks

10+£10

=D11+E11

»




image18.png




image19.png
Q zoom




image20.png




image21.png
= File Home View Help

+ Favorites Focused Other O ( = 1

&8 Inbox 35 v Yesterday

B> Sent Items ‘ UNIDAYS I

New season has lande... Thu 5:59 PM

7 Drafts m RHYBUDD: Deilliodd yr e-bost hwn ...
v 2542337@student.... ~ This week

&3 Inbox 35 ‘ Do not reply to this email

— This is your Turnitin Di... ~ Tue 9:27 PM

7 Drafts U} Dear Penelope Mercado Flores,You...

> Sent Items

‘ UNiDAYS
Extra 40% Off Outlet ...  Tue 5:37 PM

RHYBUDD: Deilliodd yr e-bost hwn ...

Iﬁf Deleted Items 42

£3 Junk Email
Student Success

@ Notes ss Confidence Building ... ~ Tue 11:26 AM
Good morning, The Student Success...
T Archive
Wix.com

Congrats on Publishi...  Tue 12:56 AM
£Q Search Folders You don't often get email from wix-...

B3 Conversation Hist... w





image22.png




image23.png
B> sel ®- W @

To ® Penelope Mercado Flores (2542337) X  ® Victoria Owen (2542322) X

Cc ® Samuel Ojok (2539235) X  ® London Timetabling X

Bcc ® Victoria Owen (2542322) X  ® Penelope Mercado Flores (2542337) X

Pay increase Draft saved at 9:57 AM

Dear All,

@ Excel 1.0ds

|2 Total letters.od|





image24.png
)>Se

Send

O W e

clope Mercado Flores (2542337) X  ® Victoria Owen (2542322) X

Schedule send

; el Ojok (2539235) X  ® London Timetabling X
Start mail merge

Bcc ® Victoria Owen (2542322) X  ® Penelope Mercado Flores (2542337) X

Pay increase Draft saved at 9:57 AM

Dear All,

@ Excel 1.0ds
1+ Total letters.odt




image25.png
Schedule send

Mon, August 3, 2026

Mon, August 10, 2026

f Custom time





image26.png
Set custom date and time <

Select a date

August 2026 ™~

81720211 ‘
S M T W T F S

Select a time
2 3 4 5 6 7 8 130 AM o

16 17 18 19 20 21 22
23 24 25 26 27 28 29

30 31 1 2 3 4 5

Cancel





image27.png
Drafts % o ¢

™

Today

[Scheduled] Penelope Mercado Flores...
Pay increase 10:00 AM
Dear All, Excel 1.0ds Total letters.odt

Pay increase E Summarize this email

. Penelope Mercado Flores (2542337)

® To: ® Penelope Mercado Flores (2542337); +1 other
Cc: ® Samuel Ojok (2539235); ® London Timetabling
Bcc: ® Victoria Owen (2542322); +1 other

}@ This message is scheduled to be sent on Sun 8/1, 1:30 AM.

Dear All,

@ Excel 1.0ds
» Total letters.odt

“ « 2 Forward

Saved: Fri 7/31/2026 10:00 AM

Cancel send




image28.png
Mind Map-Effective Teamwork E Summarize this email

. Penelope Mercado Flores (2542337) O« « ~ 3
® To: ® Samuel Ojok (2539235); ® Vict Other reply actions
& mindmapteamwork.doc W Delete

&9 Mark as unread
\ Reply & Reply all ~ R Flag

Customize actions

S Print

P2 Create rule 3% Translate

G Assign policy > [ Show in immersive reader
&

Recall message View

£59 Resend message L Download

Advanced actions




image29.png
Recall message

Recalling this message will delete it from the mailboxes of all recipients.

(O Only recall this message

@ Recall and open this message as a draft





image30.png
a e ¢

>




image31.png
=) Home View Help
m Day v [ Week Month Filter applied v | (2 Share & Print
B  Calendar
@  July202 LY < > July 27-31, 2026 ~
S M T W T F S
o 2 29 30 1 2 3 4 27 28 29 30
Mon Tue Wed Thu
5 6 7 8 9 10 1
v 12 13 14 15 16 17 18
e 19 20 21 22 23 24 25 12 PM
%6 27 28 29 30 @ 1
& 2 3 4 5 6 7 8
f6 Add calendar 1PM
&  Go to my booking page
&
v My calendars 2P
° Calendar
3PM

Show all




image32.png
New event

+o
3

@ Series Busy v @ v O~ &~ G My Templates (8 v
JAdd title
Invite required attendees & v
Fri 7/31/2026 12:00 PM - 12:30 PM &3 Scheduler
Add a room or location (O
@ Teams meeting
2v 4~ B B & ¥ B X

< B > Fri,Jul 31,2026 v 2

1PM

2PM

3PM

4PM

5PM




image33.png
New event G

@ Series Busy v Qv O~ é‘ v D My Templates ﬂ v @

[EJ Meeting with Victoria < B > Fri,Jul 31,2026 v 2
o8 ‘ ifQ.‘Z'éTEe Mercado Flores (25... ¢ ‘ XJZ?.;’L\? Owen (2542322) ¢ o v
. 12PM
©  Fi7/31/206 1200 PM - 1230 PM & scheduler s
Add a room or location @, v 1PM
@D Teams meeting
2PM
B 3PM
4PM
g A A B 7T UZ2. 4~ 9 =
5PM





image34.png
= &1 Meeting with Victoria 7 . O

31

®  Fri 7/31/2026 12:00 PM - 12:30 PM Fri °

@ No location added -@
. You're the organizer. T2 Meeting with Victoria Mi
Victoria Owen (2542322) didn't respond.

/ Edit  [X] Cancel

@ | What are key talking points?
Help me prepare for this meeting

Help me understand the risks




image35.png
Send update

You've made changes to the attendee list. Do you want to send updates to only
added/removed attendees or all of them?

All attendees





image36.png
lZJ Meeting with Victoria

®  Fri 7/31/2026 12:00 PM - 12:30 PM

@ No location added

. You're the organizer.

Victoria Owen (2542322) and Samuel Ojok (2539235)
didn't respond.

/ Edit 5] Cancel

@ | What are key talking points?
Help me prepare for this meeting

Help me understand the risks





image37.png
Meeting with Victoria
Friday, Jul 31 + 12:00 PM - 12:30 PM GMT+1 -« 1 other joined

@ Computer audio

\!} Microphone Array (AMD Audio Device) v~ c

B

Your camera is turned off

‘)) Speakers (Realtek(R) Audio) -

O Room audio

O Don't use audio

Cancel





image38.png
O o137

B &

Chat  People

Penelope Mercado Flores (2542337) &

¢

Raise

© 8 G

React View Controls

Samuel Ojok (2539235) &

Victoria Owen (2542322) &

Apps

More





image39.png
Q Nv\&\v -~

Controls ~ Apps  More Camera Mic Share Leave

Share content (Ctrl+Shift+E)
Share content

Q Screen, window, or tab
Choose what you want to share

~~ Microsoft Whiteboard
Start Whiteboard

PowerPoint Live

See your notes, slides, and audience while you present.
253923!

& A presentation on Self-Evaluation, Professi...
8 portafolio

#8 LEARNING IN THE DIGITAL ERA

Excel Live
Share a workbook for everyone to work on together.

No files available

@ Browse OneDrive

T Browse my computer




image40.png
Choose what to share with teams.microsoft.com
The site will be able to see the contents of your screen

Microsoft Edge Tab Window

Entire Screen

G = muEraseE

Entire screen

) Also share all audio outputs

d
¥

v

al




