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Contemporary Software Applications
for Business Operations
[bookmark: _Toc224161775]Task 1: e-Commerce Website Builders / Software Solutions
In the contemporary digital era, majority of businesses transact in trading of their goods and services online. As a result of this change, businesses are in need of resources that can facilitate them to establish and run online stores. E-commerce Web-builders are software applications, which allows companies to build online shops without advanced software programming skills. These tools help companies to design websites, manage products, accept payment and communicate with customers easily. Two examples of two popular web builders used in e-commerce are Shopify and Wix. Both platforms are being used by businesses of the world.
Shopify is the online store e-commerce, which is oriented to online retailing companies mainly. It also allows its users to create professional online stores using the existing templates and designs to customize them. The business owners are able to upload product information such as product names, product description, product images, and prices easily. The tools recommended by Shopify also include inventory and order management. As soon as a customer buys a product, the system automatically updates the stock levels and logs the transaction.
Another good attribute of Shopify is the secure payment system. It accepts different payment methods including credit card, PayPal and other online payment methods. This allows the customers of different countries to shop at their convenience. Shopify can also facilitate a number of shipping services and tax calculations, and it helps the business to manage its sales more effectively.
Shopify has also marketing tools that help businesses to market their products. To illustrate, the users can create discount codes, email campaign, and social media Ads. It also provides analytics report on the platform, and this report provides information about customer behaviour, web traffic and sales performance. The reports make the managers aware of the products that are selling and the marketing strategies that are working [1].
Shopify improves productivity in the work environment as the majority of the tasks are automated. The workers are also not expected to be capable of tracking the inventory by hand or receiving order confirmation messages. The system automatically performs these jobs and this saves time and reduces errors. Shopify is specifically useful in businesses that have numerous items or businesses across borders.
Another useful web builder is Wix which is also a platform to provide e-commerce services. Unlike Shopify, Wix was first a web page creation tool that is generic but later added online selling features. One of the main advantages of Wix is the drag-and-drop design. This will allow the users to design websites simply by dragging these elements in the form of images, text boxes and buttons. Thanks to such an easy to use interface, Wix is popular with beginners and small businesses.
The number of modern templates of websites that Wix provides is also impressive and can be modified to the brand of a company. Such templates will be very compatible with computers and cell phones. This is important because many customers are currently making their purchases using smartphones.
The artificial intelligence design assistant is the other useful feature of Wix. This application asks its users a few questions regarding their business and automatically designs an answering site design on their answers. This will help new business owners create websites within a minimal time without any background knowledge.
Wix also has product, payment and visitor management tools. The companies receive reports indicating the number of visitors to their site; the most visited pages. This information helps the companies in improving their marketing approach and customer experience [2].
Wix helps groups to edit the content of websites at the workplace within a brief period. The marketing staff would be able to keep the descriptions of the products updated, as well as put up new pictures or even display advertisement banners without the help of the web developers. This is owed to the fact that the flexibility allows businesses to be customer responsive.
In conclusion, Shopify and Wix are both good e-commerce platforms that can help a company to build and run an online store. Shopify is more relevant to the business, which is attentive to online sales and needs such sophisticated functions of e-commerce. Wix is however suited to the small business or amateurs who want an easy way of constructing a web site. The two channels optimize operations of businesses and help the firms reach the global customer base.




 

[bookmark: _Toc224161776]Task 2: Mind-Map of Contemporary Software Applications
Mind mapping is an approach that is used to map ideas. It occurs in education, business and project planning. A mind map starts at a single subject which is placed at the center of a page. There are several branches of this main idea which radiate out. Each branch represents a corresponding idea or type. Additional sub-branches can be included in order to offer more information.
Some of the notable advantages of mind mapping include the fact that it enables individuals to have an easier understanding of some complex information. Instead of reading large sections of text, users are able to quickly discover the relationship between different notions. This is the reason why mind maps are useful during brainstorming, planning, and learning.
The mind maps are commonly used in business when planning is involved. As an example, a company may initiate a new project and the team may create a mind map that may contain the project goals, tasks, resources and deadlines. By visualizing these factors, the team can have a better understanding of how different activities relate to each other.
Mind mapping also encourages creative thinking. By brainstorming and sharing the ideas with the assistance of a mind map, people are not confined to the addition of new branches and evaluation of other possible options. This helps the teams to generate innovative solutions to problems. The participants will have no problems building on the ideas offered by other people since the displays are prepared in visual form.
The other benefit of mind mapping is that it increases productivity. Visual information is normally easier to remember than text. Studies have also found out that people memorise information more when it is presented in diagrams or images [3]. This is what made mind maps be utilized by various business when planning strategies, organizing meetings or developing marketing campaigns.
Mind maps also help in teamwork and communication. With a mind map, they can easily view the same arrangement of ideas since they all share a mind map. This not only removes misunderstandings, but also makes employees focus on the crucial tasks. In addition, online mind mapping software allows group members to collaborate in real time despite being in different places of work.
The new software can easily be used to create the digital mind maps. MindMeister, Miro, XMind, and so on allow one to make interactive diagrams. Such programmes have colour codes, icons and drag and drop branches. There are also some of these tools that allow collaboration online i.e. a number of people can edit the same mind map simultaneously.
Mind mapping may also be incorporated in training and education. Mind mapping may also enable the companies to explain business processes or workflows to new employees. The learners can easily understand and remember the information as the information is organized in a graphical form.
Generally speaking, mind mapping is a painless but useful system of sorting information and generating ideas. It enables every individual and team to see the big picture and conversely handle minute details. Businesses can also improve planning, creativity and communication in business using mind maps [4].
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[bookmark: _Toc224161777]Task 3: Office Applications
Office applications: The office applications also play a significant role in the present business. They help organizations to construct documents, analyze information, express ideas and store valuable information. Many companies use Microsoft Office suit because it includes various effective applications which can assist in the everyday work. The four frequently used applications include the Microsoft Word, Microsoft PowerPoint, Microsoft Excel and Microsoft Access.
[bookmark: _Toc224161778]Microsoft Word
The Microsoft word is one of the most widespread word processors in the world. It allows one to compose and edit documents, such as reports, letters, business proposals, and meeting notes. Word is used by students, professionals and organizations due to its many features which make writing and formatting documents easier.
Formatting options are the most useful in Microsoft word. Users can change fonts, text size, colours and page format. Headings and styles are used to facilitate the reading of long documents after giving structure to the documents. Adding tables, pictures, charts and hyperlinks in word is also possible.
The second characteristic is the presence of templates. Word also contains templates of the majority of documents such as resumes, reports, invoices and newsletters. The time that is saved in these templates is the fact that the users need not develop documents initially.
Microsoft word is collaborative as well. When a document is stored in cloud service applications like OneDrive, the document can be used by different users at the same time. The team members can leave suggestions and comments through the Track Changes feature. This is applicable in workplaces where several people are reading the same document.
The modern versions of Word also have artificial intelligence. As an example, the spelling and grammar correcter helps users to fix writing mistakes. There are also other tips in writing provided by other people that make writing clearer and stronger.
The Microsoft word is used in variety of ways in business. The companies use it to produce formal reports, employee documents and customer communications. Employees cannot write professional documents within a short time due to the wide range of features of the Word.
However, there are limitations to Microsoft word as well. Large documents with a lot of pictures can slow the older computers. It also has features that cannot be found in the online version but only in the desktop version [5].
Microsoft Word is also used to do official business reports and documents. Many organizations prepare monthly performance reports, project reports, and internal communications with the use of Word. The program allows the addition of both headers and footers as well as page numbers that help in the organization of large documents. It renders the reports more professional and readable.
The other helpful feature of Word is that one can place tables. Data such as a list of employees, financial data or a project schedule may be organized in table. It is also possible to format and add a table with borders, shading, and alignment properties. This makes the document more graphic.
Word also implies the application of referencing tools which are helpful in writing academic works and research reports. The users can add citations and generate reference lists automatically. It is one of the features which is frequently used by students and researchers in writing assignments or reports.
Mail merge is another helpful tool of Microsoft Word. Mail merge allows one to print a quantity of documents with customized details on the same template. To provide an example, a company will have the capability of dealing with hundreds of customers by using a single document but with different names and addresses. The information is normally retrieved either out of an Excel spreadsheet or a data base. This will conserve time and time and manual work.
Another use of word in most offices is to prepare meeting agendas and meeting minutes. Employees can be in a position to write down the main points of discussion and decisions made during meetings. The documents help the teams to be reminded of tasks and responsibilities.
Microsoft word is among the most required tools in business and institutions because of the wide range of features it possesses. It applies when communicating and making records in organizations because it is able to create well organized documents.

[bookmark: _Toc224161779]Microsoft PowerPoint
Microsoft PowerPoint is a presentation software that is utilized to create slide shows. Businesses use PowerPoint in their meetings, training and conferences. Presentation helps the presentation of ideas visually.
With power point, the user can combine text, images, videos, charts and animations in a slide. This makes the information easy to understand by the audience contrary to reading a lengthy document. It also has design themes that help users to create presentable slides in the shortest time possible in PowerPoint.
One of the important features of PowerPoint is slide transitions and animations. These tools control how things appear on the screen when a presentation is on. An example would be that the points may be in bullet form, to ensure that the audience is on the point. Presenters are, however, advised not to overdo on the use of animation that can be distracting to the audience.
PowerPoint can also be used to support multimedia. Slides may also have videos, audio files, and interactivity added by the user. This makes presentation more interesting.
Another advantage of PowerPoint is collaboration. With files stored in cloud services, they can be edited by a team as a part of a presentation. This helps the employees to edit the slides and share ideas with each other.
The use of PowerPoint has been extensively used in business presentations and marketing plans and to provide training to the employees. The managers usually use power point to present performance data of companies at meetings.
PowerPoint is limited in a number of ways even though it is advantageous. There is a risk of losing interest in case too much text is shown on slides. Presentation scheduling should be focused on key points instead of long paragraphs [6].
Microsoft PowerPoint is also used in learning and corporate training. The majority of corporations use PowerPoint presentations to train novices in the rules of the organization, safety, and work responsibility. The fact that slides merge the images and the texts helps the learners to understand information easily.
PowerPoint presentations can also be used to make marketing and sales. The sales teams normally come up with presentations in which they outline product features, pricing plans and customer benefits. These presentations help to convince the individuals who would be the clients and investors.
The second useful feature of PowerPoint is the ability to insert charts and graphs. In Excel, the information can be copied to other applications like PowerPoint to create visual charts. This will allow managers to demonstrate financial results / performance statistics at a meeting.
Speaker notes can also be added by presenters in powerpoint. The presenter can only see these notes and be reminded of the presentation. Speaker notes ensure that the presenter does not omit anything important even though they are too crowded with the text on the slides.
The modern work settings tend to integrate the online meeting tools with PowerPoint. During virtual meetings, the presenters display their slides on a screen so that the participants can follow the discussion. It comes in handy especially when remote workers are workers.
Presentations in power point can also be exported into videos or PDF files. This will help companies spread training contents or reports to those employees who might not have been placed in a position to attend the presentation.
All in all, PowerPoint does play a large role in business communication. It facilitates in the delivery of ideas in a logical and visual manner, which promotes understanding and communication between the audiences.

[bookmark: _Toc224161780]Microsoft Excel
An Excel spreadsheet programme is a spreadsheet programme that is used to store and analyze data. It is a common thing in finance, accounting, marketing and many other fields of business.
Excel organizes data in rows and columns. With this structure, calculations and analysis of information is easy to perform. There are numerous formulas and functions in Excel that automate math. As an example, the business can compute the total sales, profits, and expenses using very little time.
Another strength of Excel is data visualization. Excel can also create charts and graphs to help the users identify patterns in information. These illustrations make such complex information easily understood by managers.
There are also some advanced features of Excel such as the PivotTables. To create reports and summarize large data sets, pivotTables may be applied. A user does not need to read thousands of rows of data manually to generate some summary tables to display totals, averages or percentages.
Excel is useful in business. Companies use it to manage financial records, sales performance and budgets. However, spreadsheets can be difficult to manage when large volumes of data are contained. The user is also expected to ensure that formulas are not erroneous so as to avoid calculation mistakes [7].
Microsoft Excel is regarded as among the best data analytic tools in business. Many companies use Excel to track financial performance as well as to track day-to-day operations. And say, the accounting departments have Excel spreadsheet where they write the calculations of income, expenses, profit.
Excel is also used in budgeting and forecasting. Financial models enable the managers to make future estimates of revenue and cost. Through the analysis of past data, organizations have a better understanding of how to invest and find resources.
Another useful feature of excel is conditional formatting. This is a quality that alters the look of cells automatically, under certain conditions. An example is to show high sales values in green cells, and low values in red cells. This helps users to determine essential patterns in information quickly.
Filtering and sorting are also used in Excel. These tools allow users to operate with large quantities of data and find some information within a brief time. An example is that a manager can filter the sales data to view the performance in one type of region.
Many businesses also make dashboards using Excel. A dashboard is a set of charts, tables, and indicators that show significant performance indicators. Dashboards are able to assist managers in monitoring sales, productivity and customer satisfaction.
Although very useful, Excel should be managed with data. Users should ensure that formulas and references are correctly checked. The results may also be erroneous in case an error occurs in a formula. Through this, employees are likely to repeat their computations.
Despite these, Excel is among the most popular business programs in the world. The ability to process huge amounts of data has made it an essential instrument in the decision making process in most organizations.
[bookmark: _Toc224161781]Microsoft Access
Microsoft Access is a database control system that is applied to save organized data. It is commonly used by small and medium-sized enterprises to store customer information, employee information, and inventory lists.
Access permits the establishment of tables where different types of information can be saved. These tables can be linked to one another. As an example, a table of customers can be linked to the table of orders.
Access can also be used to create queries by users. Queries are used to access and search certain information in the database. In the case of a query, an example query that might be used by a manager is to display all the customers in a particular city.
Another handy feature of Access is the use of forms and reports. This is because the interface that comes in the form of the interface allows the employees to create new data with ease. Reports provide managers with the ability to produce summaries and print business-like documents.
Many small businesses can be accessed, but it may not be useful to a very huge organization that has very huge databases. The more sophisticated ones such as the SQL Server is used in larger corporations [8].
The use of Microsoft access is particularly useful where companies need to keep structured data systematically. In the first instance, a small company will have the capacity to use Access to store customer data and inventory. Each and every type of information is contained in a different table, though, the tables can be interconnected by relationships.
This relational database architecture provides the opportunity to reduce the data duplication and ensures that the information is in true form. As an example, when the contact details of a customer are altered, then one will only need to do it once in the database.
The forms are also a part of the access, which facilitates the entry of data. Through the use of the forms that provide the user-friendly interface, employees will be able to fill in the information instead of directly entering the information into the tables. Forms can be of various types like a text box, drop-down menu, and a button.
Another useful access feature is automated reporting. Managers can also create reports that summarize business information such as sales performance or customer activity. These reports can be both printed and digitalized.
Access databases can also be linked with other Microsoft applications. To illustrate this, it would be possible to mention that Excel can import the information in the Access databases to proceed with the analysis. Word Access data can be used in a mail merge document.
Access is widespread among the small businesses, schools and non-profit making organizations, since it can be used with smaller databases. Smaller organizations are susceptible to using more basic database systems, although Access is another tool which could be utilized in handling structured data.






















[bookmark: _Toc224161782]Task 4: Communication and Collaboration Applications
Modern organizations have turned to dependability on web-based communication and collaboration tools. These types of tools allow employees to communicate and even to work together on projects and meet even when they are not in a single location. Two of the most popular tools are Microsoft Teams and Notion.
[bookmark: _Toc224161783]Microsoft Teams
Microsoft Teams is an application developed by Microsoft. It was published in 2017 and immediately became popular among organisations and educational institutions. The Teams allows individuals to communicate via chat, voice, and video conferencing.
One of the most significant Microsoft Teams functions is instant messaging. Staff members can create messages to individuals or audiences within an organization. This makes communication faster than the traditional email.
Another feature is video conferencing. Teams allow users to organize online meetings with large groups of people. Users can share their screens, project documents and even record their meetings.
The other characteristic of teams is the possibility to organize topics or project-based discussions. In a pointer, a company is able to create different marketing, financial and customer support systems.
File sharing is another important feature. The employees can upload files in chat rooms. These papers are kept securely on the cloud and may be available to the authorized personnel.
The modern versions of Teams also have artificially intelligent features that summarize the discussion during the meetings and highlight the main messages. This helps in reminding the employees on meetings that have been made.
Remote work is very convenient when working with teams. Home workers can attend meetings, share files and communicate with other employees.
Remote work and hybrid work have become increasingly common especially on Microsoft Teams. Many employees will now be working at home or offices. Through teams, they are able to communicate with their colleagues and managers.
Most of the Microsoft applications such as Word, power point and Excel are also connected to the platform. This means that a user does not need to go out of Teams to create and modify files, since they can do this on Teams. The integration improves time saving and workflow.
Another Teams feature that comes in handy is meeting recording. Recording of a meeting also enables other employees who were absent during the meeting to watch the recording. This will ensure that they do not omit any critical information.
In Teams, it is also possible to schedule meetings using calendar. The user may send invitations to the participants and provide meeting links. After the meeting starts the participants are able to attend it with a single click.
Security is another very helpful aspect of Microsoft Teams. Firms can control access to different channels and files. This helps in protecting business secrets.
Most organizations have also replaced the traditional forms of communication such as internal telephone calls and emails with teams. Employees can be more productive with teams, as it combines the use of messaging, meetings and file sharing into one platform.
[image: How to Share Screens on Microsoft Teams? (App + Browser) - Pttrns]
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[bookmark: _Toc224161784]Notion
Notion is a collaborating software that is used to organize the data and manage projects. It combines notes taking, tasks and databases in a workspace.
One of the most important features of Notion is the flexible page system. The users can make pages on which they post text, images, tables, and checklists. These pages can be collected in an organized body of knowledge.
Notion also supports real-time collaboration. A number of team members may be operating on the same page simultaneously. All the changes are visible instantly and this makes collaboration easier.
The second useful feature is the database system in Notion. Project trackers, task boards and content calendars can be created by teams. They are applied to monitor progress and manage workloads in organizations.
There are also many templates of standard activities such as meeting notes, project plan, and product road map in notion. These templates allow teams to get down to business within a very short span of time.
The drawback with the new features of Notion is that learning the new features is slow. However, once the employees become familiar with the platform, it can considerably improve organization and efficiency.
It is possible to make some changes to the whole body in real-time, but it does not mean that the entire image has changed.
Lastly, players like Microsoft Teams or Notion are essential in the contemporary business because they ensure that exchange and coordination are feasible. They help employees to share information, missions, and work together. Remote working and digital systems will remain an important aspect of business operations as more organisations adopt them.
The idea has been catching on with startups, technology companies, and creative employees. One of the reasons why it is popular is its flexibility. Users can organize their workspace to their needs.
To illustrate, a marketing team can create a content calendar in the Notion app to track blogging and social media posts. A software development team may come up with a task board to monitor the progress of the project.
Notion enables teams to build knowledge bases as well. A knowledge base refers to a documentation warehouse that contains company policies, workflow and procedures. Employees can search the knowledge base whenever they need information.
The other advantage of Notion is that it helps in the collaboration of multiple departments. There is a common working site where marketing, finance, and operations teams can share information. This improves communication and coordination.
Google Docs, videos and spreadsheets are also examples of other materials that can be embedded in notion. And it is what makes it possible to incorporate all types of information on a single page.
Notion can help organizations stay organized and work on projects more easily due to its flexibility and the possibility to work with a team.

[image: 8 essential ways to use Database Automations | Notion Template Marketplace]
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