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[bookmark: _Toc228242872]INTRODACTION
Organizations, regardless of the field in which they operate, have their structures. On the one hand, this is business structure, i.e. how the different roles and responsibilities are distributed, and on the other hand, this is its functional structure - how the relationships between the different departments and units are carried out in order to achieve the goals of the organization. [1]
Business software solutions are a set of different applications and tools that are developed to help business in each area of its functioning – accounting, marketing, customer relationship management CMR, supply chain management and human resources. [2]
Implementing software solutions increases efficiency and accuracy through automation, improves process and financial management, and enables faster communication between suppliers, manufacturers, and consumers. They help with information storage and its analysis but also help the business to protect information and prevent the risk of cyber-attacks. [3]
[bookmark: _Toc228223121][bookmark: _Toc228223739][bookmark: _Toc228242873]Task 1 - E-Commerce Website Builders- Wix vs Weebly
Two widely used contemporary e-commerce website builders are Wix and Weebly. Both platforms allow users to design and manage websites without requiring advanced technical/coding skills. 
[bookmark: _Toc228223122][bookmark: _Toc228223740][bookmark: _Toc228242874]1a. WIX
Wix is ​​an online platform for creating websites with ready-made templates for portfolio, resume/CVs or personal. Wix is known for its high-level creativity and customization control. It uses a drag and drop editor, which allows users to design their website freely. The platform offers built-in hosting as well as the ability to pay online and marketing analysis. It also includes AI tools that can completely create the desired format by entering text. [4]
With a wide range of templates and built in e-commerce features such as product listings and marketing tools, it is useful for businesses that want a unique and visually appealing online presence. [5]
However, it may be more complex and expensive for beginners as it offers a wide range of features. Also, it can’t swap the chosen templates, if the website is already live. [5]
In addition, Wix supports business growth through its scalability and integration options. It  has App Market, which allows adding features such as booking systems, live chat, and customer relationship management (CRM) tools. This makes Wix suitable not only for small businesses, but also for those planning to expand their operations over time. Furthermore, Wix provides built-in analytics and reporting tools, enabling users to monitor website performance and make informed business decisions [5]
· [image: The image features a person wearing a white shirt and stylish hair, likely showcasing a fashion blog or portfolio.

AI-generated content may be incorrect.]From templates for business, I created website for fashion designer Fig.1.[bookmark: _Toc227293475]Figure 1 Main page Wix site


· [image: Rumyana Bicheva is a stylist and fashion designer, contact her via her portfolio blog.

AI-generated content may be incorrect.]Navigation bar is easy. On the home page I added “portfolio” and “blog” button, Fig2.[bookmark: _Toc227293476]Figure 2 Adding the buttons in navigation bar






· [image: A minimalist webpage showcasing a collection of bridal dresses.

AI-generated content may be incorrect.] In page of Portfolio, I dded my bridal collection Fig.3[bookmark: _Toc227293477]Figure 3 Portfolio page


· [image: The image displays a webpage layout for a site, with a section for adding a new page, a menu bar, and a checklist for SEO setup.

AI-generated content may be incorrect.]My “Blog” button is set up with SEO Fig.4 and Fig.5[bookmark: _Toc227293478]Figure 4 Setting Blog with SEO


[image: The SEO Setup Checklist page provides a comprehensive guide to optimize a website for search engine visibility, including setting up the homepage, keywords, and mobile responsiveness.

AI-generated content may be incorrect.][bookmark: _Toc227293479]Figure 5 SEO Setup




· [image: The image shows the Wix App Market page, offering users the ability to sell their products on Amazon through the platform.

AI-generated content may be incorrect.]If I want to develop online shop, many apps are available and “Amazon with Wix” is bult in, Fig.6[bookmark: _Toc227293480]Figure 6 Bult in Amazon app








[bookmark: _Toc228223123][bookmark: _Toc228223741][bookmark: _Toc228242875]1b. Weebly
Weebly is simpler and easier to use. It also has a drag-and-drop editor, but with a more structured layout that is better for beginners. [6]
 It is suitable for small businesses or individuals who want to create a website quickly. Weebly includes essential e-commerce tools, such as inventory management, payment processing and among others. [7]
However, despite its ease of use, Weebly has some limitations compared to Wix. The platform offers fewer design options and less flexibility when customizing websites, which may restrict creativity. In addition, its SEO and marketing tools are more basic, which could make it more difficult for businesses to improve their online visibility. [5]
A key advantage of Weebly is affordability, as it offers lower-cost plans and free options and it has no limit in website pages. However, it has fewer templates and limited customation to Wix and fewer advanced features which can limit business growth.[7]
In addition, in their free plan Wix offers more than 800 free apps, Weebly has limited.[8]
[bookmark: _Toc228223124]Conclusion
Wix and Weebly are effective e-commerce website builders. They are suited to different user needs. Wix is more appropriate for businesses seeking advanced features and flexibility, Weebly is ideal for beginners and small businesses,  it is easier to use and low cost.[7]


[bookmark: _Toc228223125][bookmark: _Toc228223742][bookmark: _Toc228242876]Task 2. Mind-map of contemporary software applications
[bookmark: _Toc228223126][bookmark: _Toc228223743][bookmark: _Toc228242877]Task 2a. Mind mapping and explain the benefits of using Mind mapping in business
The concept of mind mapping was developed and popularized by Tony Buzan in the 1970s. According to him, it is a natural way for the brain to work - not linearly, but through associations.  It is a method of visually organizing information around a central idea, in which related thoughts are presented as branches. By visualizing the thought process, faster generation of ideas and an increase in creativity is achieved, as well as  easy to remember.  [9]
A mind map is a diagram for structuring and organizing information, in which the main idea is placed at the centre and related concepts branch out radially. This approach allows information to be presented in a hierarchical and associative way that facilitates understanding, memorization and analysis. The technique uses keywords, colours, symbols, and images to aid cognitive processing and reduce the complexity of information The key features of mind maps include simplifying complex information by deriving key concepts, structuring knowledge in a hierarchical form, and visualizing the relationships between different elements. This leads to a clearer understanding of the overall topic and easier recall of information. [10]
The application of mind mapping is widespread in education to take notes, summarize learning material and prepare for exams. In business, it is applied in:
1. Project development 
2. Strategic thinking and development 
3. Brainstorming and idea generation 
4. Meeting management and decision-making 
5. Business Process Analysis 
6. Software planning and knowledge management 
By visualizing ideas and connections between them, mind maps facilitate strategic planning, project management, and business process analysis. When complex goals are divided into smaller and manageable components, it improves the decision-making process and reduces cognitive load. In an organizational context, they contribute to more effective communication between teams and better knowledge management by making information more accessible and understandable. In a business context, mind maps are used in brainstorming sessions, where they stimulate the generation of ideas and support creative thinking. They are used as tool of improving productivity and clarity when working with complex tasks, supporting both individual and team work.  [11]
In the diagram below Fig.7,  MIND MAP for starting a small business has been developed - IT support for small and medium business. The main branches show which clients will be our target and how exactly will provide support for their business  as software solution, website service, IT support as well as cyber security.
[bookmark: _Toc227293481][image: The diagram illustrates various services and solutions offered by a company, including cybersecurity, web development, consulting, and support for different business sizes, emphasizing affordable and efficient solutions.

AI-generated content may be incorrect.]Figure 7  Mind map in Business idea development

The idea of ​​customer benefits is taken out in a separate section. In the revenue section is suggestion for income components of this business : software solutions, consulting service, etc. The method clearly simplifies the main idea of this business and highlights the development directions with possibilities to brainstorm more ideas. 
This supports the conclusion, that  Mind Map is an effective visual thinking tool for businesses in various areas – from strategic planning to operational management  by improving the clarity of information, speed up decision-making, and increase teamwork efficiency.
[bookmark: _Toc228223127][bookmark: _Toc228223744][bookmark: _Toc228242878]Task 2b. Mind map of contemporary software applications
The Mine Map structure created below outlines the main applications for modern business Fig.8.
[bookmark: _Toc227293482]Figure 8 Mind map for contemporary business applications
[image: The image is a diagram that illustrates a variety of software and services, including CRM systems like HubSpot, SAP, Oracle NetSuite, and Salesforce, as well as other tools such as Microsoft Teams, Zoom, Slack, and various other business and communication platforms like Google Workspace and QuickBooks.

AI-generated content may be incorrect.]
To build this diagram, I proceeded from the functional structure of a well-developed company.  But since the organizational structure of each business is also extremely important, I put the communication and collaboration apps in a separated triangle. In addition to the diagram, the place of Microsoft Office 365 should be recognized as it  supports core business operations by enabling document creation, communication, data processing, and team collaboration, acting as a fundamental base across all organisational processes.



[bookmark: _Toc228223128][bookmark: _Toc228223745][bookmark: _Toc228242879]Task 3 Office Applications
[bookmark: _Toc228223129][bookmark: _Toc228223746][bookmark: _Toc228242880]Task 3a. Software solutions for business operations
[bookmark: _Toc228223747]Microsoft Access
The Microsoft application used for creating, working with, and managing databases is called Access. It allows users to create, store, and manage data in a structured format using built-in tools, making it easy to use without requiring advanced technical knowledge. [12]
Key Functions     
Tools in Access are in the "Create" menu, Fig.9.
[bookmark: _Toc227293483][image: The image displays an Access database screen, featuring various options such as 'Create', 'External Data', and different tools like 'Form Wizard', 'Report Wizard', and 'SQL'. There are also fields for 'TeacherNar', 'TeacherEmail', and a list of students and teachers.

AI-generated content may be incorrect.]Figure 9 Components of "Create" menu

The main tools are tables. They are the primary structure used to organize and store data, arranged in rows (records) and columns (fields). Each row has an ID, which is a unique identifier for that record. It cannot be empty and ensures that every row in the table is uniquely identifiable within the system. The ID, also known as the Primary key, is generated automatically and is used to create relationships between tables. [12]
On the other hand, an ERD (Entity-Relationship Diagram) visualizes how information is structured and connected within a system, where the  relationships are defined in four types: one-to-one (1:1), one-to-many (1:M), many-to-one (M:1), and many-to-many (M:N). 
Columns are added to tables by "click to add" button. Right click on it defines different types of input data and sets the rules for validating columns, Fig.10.
[bookmark: _Toc227293484][image: The image appears to be a screenshot or image preview of the Microsoft Excel interface, showcasing a user navigating through the 'External Data' section to import a table from a web source, with fields such as 'Student', 'Teacher', and various other fields displayed in a grid.

AI-generated content may be incorrect.]Figure 10 Types of different data format

From the “Create” menu, another main tool is Queries. They are used to search, filter, and summarize data. Queries can also be used to update or delete records. In addition, users can sort results and perform calculations. Access provides both  - a visual tool for creating queries and SQL (Structured Query Language), which is the programming language used in Microsoft Access. The main SQL commands include SELECT, INSERT, UPDATE, and DELETE.[12]
[bookmark: _Toc227293485]Example of SELECT, find the records from Student table who live in London and show the ID of  students from London, Fig.11,12,13,14.
[image: The image displays a Microsoft Access database interface, with fields for students, teachers, and various options to add, search, or filter records.

AI-generated content may be incorrect.]Figure 11 Table with recorded information



[image: The image depicts a user interface of Microsoft Access, showcasing the database tools and various query options available.

AI-generated content may be incorrect.][bookmark: _Toc227293486]Figure 12 Using SQL


[bookmark: _Toc227293487]
[image: City,

AI-generated content may be incorrect.]     Figure 13 Design view of Query

[bookmark: _Toc227293488][image: The image appears to be a screenshot or image capture of a Microsoft Excel user interface, showing various tabs and options for data manipulation and management.

AI-generated content may be incorrect.]        Figure 14 Result of Query



Forms are another tool, they represent interface that displays data from tables in a clear and organized way, making it easier to enter, edit, and view information. It helps reduce the likelihood of errors and improve efficiency. They do not store data themselves and are not a database as only provide a way to interact with the underlying data, Fig15. [12]
[bookmark: _Toc227293489][image: The image is a Microsoft Access database screen displaying a form with fields for student information, including ID, email, phone, and city.

AI-generated content may be incorrect.]   Figure 15 Example of Form in Access
Reports generate structured documents for analysis and printing using existing table and query data without data editing or modification. They extract and format information into a clear, readable layout for analysis. It can also combine information from one or multiple related tables, when the foreign key is created. Queries often act as an intermediate layer between tables and reports, where data is processed before being presented. [12]
For repetitive tasks, the program supports macros, which reduce errors while saving time. Also, it allows the import and export of data from other programs, such as Excel. Through this integration, Access provides structured data management, while Excel offers powerful tools for data analysis and visualization. 
Disadvantages - Mainly limitations related to its performance for huge volumes of data and many users. It is not designed for complex corporate systems, where reliability and security in processing are priority. [12]
Conclusion, Microsoft Access is an easy and cost-effective database management software for small projects.


[bookmark: _Toc228223748]PowerPoint
Microsoft PowerPoint is powerful software developed by Microsoft, widely used tools for business and academic presentations. It uses a slide-based structure to create, edit, and present information in a clear and organized way. Content can be displayed using text, images, charts, diagrams, and multimedia elements such as audio and video. This visual approach makes information easier to understand and more engaging.[13]
Key functions
Slide Creation and Design
Users can create presentations using ready-made templates, themes, and customizable layouts. This allows fast development of visually consistent and professional slides without advanced design skills. [13]
[image: The image depicts a presentation interface with various sections such as Home, Basic, Presentation, and Export, showcasing different themes and options for customization.

AI-generated content may be incorrect.]Button “File” open gallery with ready to use themes for different type of presentation. The main functions here are share your document, save a copy, print and export. Fig.16Figure 16 Screen of different Theme options  and main functions in "File" menu


Export allows you to make a video on your presentation or change the type of your file. Fig17
[image: The image displays a PowerPoint interface with options to export documents in various formats, including PDF/XPS, Presentation, GIF, PNG, and other file types.

AI-generated content may be incorrect.]Figure 17 Main functions in Export button


Multimedia Integration
Microsoft PowerPoint allows users to add multimedia content such as images, videos, audio files, charts/ graphs, links and tables to enhance understanding and engagement. [13]
[image: Stock Smart-Inventory

AI-generated content may be incorrect.]Insert tab in the top menu (Ribbon) is the main place where all visual and interactive elements are added to a slide. I inserted picture, Fig18.Figure 18 Inserted picture in presentation






I inserted table and hyper link, Fig19
[image: The image is a table from a sales journal in a financial management system, listing various sales records, terms, and stock levels for different companies.

AI-generated content may be incorrect.]Figure 19 Inserted Table and hyperlink

After inserting elements, they can be resized, moved, formatted, and animated to fit the slide design, making complex information clearer and easier to understand.
Animations and Transitions
Users can apply animations to text and objects, as well as transitions between slides. These features improve visual flow and make presentations more dynamic and interactive. [13] 
Animation and Transitions tabs are in Ribbon menu.
Collaboration tools
Through cloud integration with Microsoft services such as OneDrive and SharePoint, multiple users can work on the same presentation simultaneously. This improves teamwork, version control, and productivity. [13] 
Presentation Tools
Presenter View - This feature allows the presenter to see notes, upcoming slides, and a timer on their screen, while the audience only see the current slide, Fig.20.
[image: The image displays a presentation slide on Self-Evaluation, Professional Development Plan, and Topic Summary, featuring a visual diagram illustrating the stages of Gibbs' Reflective Model, including emotions, strengths, challenges, and future actions.

AI-generated content may be incorrect.]Figure 20 Note added for presentation and video record

Slide Show Set up - PowerPoint includes manually or automatically tools to start, pause, navigate, or end a presentation easily. Slide timing allows presentation to run automatically from slide to slide. During presentation, virtual laser pointer can highlight or draw on slides to emphasize key points. Recording a video and share options; present in Teams are also available and Speaker Coach helps in improve speaking.
Disadvantage, Presentations are often overloaded with text and unnecessary elements, which contradicts the basic purpose of a clear and effective presentation. 
Conclusion 
Thanks to its design features, animations, collaboration, and presentation tools, PowerPoint remains one of the powerful software for presentation.



[bookmark: _Toc228223130][bookmark: _Toc228223749]

Excel
Microsoft Excel is a spreadsheet software, designed to help users organize, calculate, and analyse data in a structured manner. It operates through worksheets composed of rows and columns, where their intersections form cells. Each cell can contain text, numbers, formulas, or functions and is identified by a unique address based on its column ( named  A, B ……AA, AB and  etc.) and row position (named 1,2 …… to infinity) for example, A1. Cells represent the fundamental building blocks of a worksheet, enabling efficient data entry, processing, and analysis. By integrating this table-based structure with powerful built-in data processing and calculation features, Excel facilitates automated calculations and advanced data analysis, making it an essential tool widely used in business, education, and scientific fields.[14]
Key functions
One of the most important features of Microsoft Excel is its built-in calculation system based on formulas and functions. Formulas are the main mechanism for performing calculations and data processing. They enable dynamic interaction with data, as results are automatically updated whenever input values change. In addition, formulas can be copied across large ranges without the need to rewrite them, since Excel uses cell references to retrieve values from different parts of the worksheet. Furthermore, cell references whether relative, absolute (e.g., $A$1), or mixed provide flexibility in how formulas behave when copied. This functionality is particularly important when building models that operate over extensive data.[15]
Formulas in Excel are often related to functions, Fig21.
[image: The image shows an Excel interface with various tabs and options such as AutoSave, Insert, Conditional Format, and a search bar for functions.

AI-generated content may be incorrect.]Figure 21 Functions

Through functions such as SUM,  AVERAGE, MIN, MAX, IF, VLOOKUP and many others, Excel automates information processing and eliminates the need for manual calculations. Through them, users perform both elementary arithmetic operations and complex logical and statistical calculations.[15]
The examples for Sum and Average Fig22 and Fig23.
[image: The image displays a Microsoft Excel worksheet, featuring a calendar, sales data, and various functions such as SUM and AVERAGE, organized in columns and rows.

AI-generated content may be incorrect.]Figure 22 Example for SUM function

[image: The image shows a Microsoft Excel interface with various tabs open, including 'File', 'Home', 'Insert', 'Data', and 'Conditional Formatting', along with a cell formula displaying an average calculation.

AI-generated content may be incorrect.]Figure 23 Example for Average function

Another important function is related to  the organization and structured storage of data. The program provides tools for sorting, filtering and grouping information, which greatly facilitate the management and analysis of large volumes of data. [14]
Data visualization - Through charts and graphs (bar charts, pie charts, line graphs), users can easily present trends and relationships. The styling options here are countless. This is particularly valuable in decision-making processes, as visual representations of data are generally interpreted more quickly and intuitively than raw numerical values, enabling faster and more informed decisions.Fig24[14]
Figure 24 Bar chart
[image: The image is a spreadsheet or table displaying sales data for various furniture items (sofa, chair, desk, table) across different months of the year, with columns for each item and rows for each month, and the last row showing the average price.

AI-generated content may be incorrect.]
Automation through macros  - Users can automate repetitive tasks. This expands the functionality of the software and improves accuracy when processing large volumes of data.[14]
Pivot Tables  - It is one of the most powerful analytical tools in Excel. Pivot Tables are a key feature of Microsoft Excel that enable efficient analysis of large datasets. They provide the ability to summarize, group, and aggregate information based on selected criteria without the need to use complex formulas. In this way, users can quickly extract meaningful indicators, trends, and relationships.[14]
In addition, Excel allows text to be entered and formatted within cells, enabling users to change the font, size, colour, alignment, and style of the content. This improves the readability of tables. And function freeze for rows and columns adds more facilities working with tables.
Excel limits are related to the maximum number of rows, columns, and worksheets, but in practice they are rarely reached and do not represent a significant limitation in standard data work. A significant limitation is the size of the file and parameters such as the RAM memory and processor performance on the device used for processing.
Conclusion 
 Excel improves efficiency and accuracy in the workplace by providing automation, formulas, and analytical tools that support better business decisions.
[bookmark: _Toc228223131][bookmark: _Toc228223750]

Word
Microsoft Word is a word processing tool included in Microsoft 365. It offers tools for creating, editing, and formatting text, making it suitable for both simple and complex documents. [16]
 Key Functions
Creating and formatting documents
[image: Student Report

AI-generated content may be incorrect.] Microsoft Word includes built-in templates and cover page options, Fig.25 Fig.26. It saves files in .docx format, with the option to export in other formats, including the older .doc format Fig.27.[16]Figure 25 Templates







[image: The image shows a document interface with a layout of various editing tools, text fields, and placeholders for different elements like text, images, and page layouts, along with a section for saving and document details.

AI-generated content may be incorrect.]Figure 26 Cover Pages

[image: The image shows a document sharing and editing interface, featuring various options for saving, sharing, and downloading document formats like Word documents, PDFs, and web pages.

AI-generated content may be incorrect.]Figure 27 Saving format
For the creation and editing of text is using various copy, crop and paste tools. Available are different fonts, sizes, colours and line spacing, as well as different ways of formatting paragraphs, Fig28. [16]
[image: The image displays a portion of a document with text formatting elements, including an underlined character (u), a superscript (v), and a font style change (Font).

AI-generated content may be incorrect.]Figure 28 Formatting text, paragraph

It has built-in header elements styles fig.29, which allows us to use different themes for the whole document fig.30.
Figure 29 Heading
[image: Styles.

AI-generated content may be incorrect.]
[image: A

AI-generated content may be incorrect.]Figure 30 Design Format

Formatting the document in this way allows you to create  Table of Content, which is located in the References - Ribbon menu Fig.31. This provides convenience when working with large documents, users can automatically navigate to the desired section by using CTRL+Click.
[image: The image shows a section of a Microsoft Word document interface with tabs for Home, Insert, Design, References, and a footnote section.

AI-generated content may be incorrect.]Figure 31 Table of Contents

Inserting Elements
[image: Frangipani flower]Excel tables, images, graphs, and hyperlinks. When inserting an image, various sources can be used, own resource or online stock, Fig.32.[16]Figure 32 Inserting Image

 
 Images can be processed with different styles and effects, Fig.33.  
[image: Frangipani flower]Figure 33 Image Effects

The tools are located by clicking on the picture,  the Picture format button appears in the MAIN MENU, Fig34.
[image: Insert

AI-generated content may be incorrect.]Figure 34 Picture format menu

The positioning of the picture is in Fig.35.
[image: The image shows a Microsoft PowerPoint slide with a beautiful flower picture, featuring tools for editing, layout options, and text wrapping.

AI-generated content may be incorrect.]Figure 35 Picture position features

With Text wrapping, relative Picture to the text, Fig.36.
[image: The image depicts an Orchid Mantis, a distinct insect from Southeast Asia, characterized by its mimicry of an orchid flower to attract prey and evade predators, showcasing nature's remarkable adaptation and beauty.

AI-generated content may be incorrect.]Figure 36 With text wrapping

The labelling of figures is done using Insert Caption from the References menu, and here Table of figures is also generated, Fig.37.
[image: The image depicts a Microsoft PowerPoint slide with options to insert endnotes, a table of figures, an index, and other reference management tools.

AI-generated content may be incorrect.]Figure 37 Labelling Figure

Microsoft Word allows inserting graphics, videos, and hyperlinks homework SSB, making visually present documents for information and trends, Fig.38.[16]
[image: RCM Chart Desian

AI-generated content may be incorrect.]Figure 38 Bar chart

 Adding header and footer, automatically repeated on each page of the document, as well as the page number feature.
 Spell and grammar checkers
In REVIEW menu, Fig.39 Built-in spell and grammar checkers improve text quality, while the Translator and Dictation add convenience. 

[image: The image displays a Word document interface with various tabs such as Home, Insert, Design Layout, and options for editing and managing text, markup, and language settings.

AI-generated content may be incorrect.]Figure 39 Review menu

 Cloud services
Through integration with cloud services, the program allows easy storage, sharing via link or sharing options, and real-time collaboration between multiple users. Tracking feature allows users to monitor, accept, or reject document changes, which is useful for collaboration. [16]
Citation manager
An important feature is the ability to insert references using built-in tools in Microsoft Word, as well as support for external reference management providers. Word citation manager has different styles and allows to create bibliography. This function is directly linked to academic integrity, as it helps prevent plagiarism by properly citing sources and ensuring that all used information is clearly referenced.[17] 
Mail Merge Function for personalized letter and bulk e-mails
Mail Merge creates multiple personalized documents automatically by combining a template with data such as names and addresses. This function is important because it saves time, reduces manual errors, and improves efficiency when sending letters, emails, labels, invoices to many recipients. It is especially valuable in business communication where speed, accuracy, and personalization are essential. It is supported by Wizard. [16]
As a disadvantage, Microsoft Word may become slow or unstable when handling large documents or when sharing documents between different versions, and its wide range of features can be confusing for beginners. Despite this, Microsoft Word remains a powerful and versatile word processing tool and one of the most widely used software products in the world. [16]

[bookmark: _Toc228223132][bookmark: _Toc228223751]


[bookmark: _Toc228242881]Task 3b 
[bookmark: _Toc228242882]VLOOKUP  
 Fig.40,41,42,43,44,45  present my knowledge for using it. 
[image: The image depicts an Excel worksheet with columns for names, departments, and salaries, and includes a VLOOKUP function to find an employee's salary.

AI-generated content may be incorrect.]Figure 40 Task

[image: The image displays a Microsoft Excel worksheet with a list of employees, their departments, and salaries, along with a cell formula demonstrating how to use the VLOOKUP function to find a specific employee's salary.

AI-generated content may be incorrect.]Figure 41 VLOOKUP in functions



[image: The image displays an Excel worksheet with a VLOOKUP function being used to retrieve the salary information for an employee named Elly Kam.

AI-generated content may be incorrect.]Figure 42 Criteria

Figure 43 Range
[image: The image shows a Microsoft Excel spreadsheet with a VLOOKUP function, displaying employee names, roles, and salary figures.

AI-generated content may be incorrect.]
Figure 44 For which column and False for finding exact much
[image: The image is a Microsoft Excel sheet displaying a list of employees with their respective departments and salaries, and a formula cell that calculates an employee's salary using the VLOOKUP function.

AI-generated content may be incorrect.]
Figure 45  Result
[image: The image shows a Microsoft Excel spreadsheet with a list of employees, their departments, and salaries, along with a formula using VLOOKUP to find the salary of an employee named Elly Kam.

AI-generated content may be incorrect.]



[bookmark: _Toc228242883]PIVOT 
Fig.46,47,48,49,50,51,52,53,54 present my example.
[image: The image depicts an Excel interface, showcasing a table with dates and values, and a dropdown menu for selecting different pivot chart options.

AI-generated content may be incorrect.]Figure 46 Select table for Pivot and where pivot will be placed


Figure 47 Empty Pivot is done
[image: The image displays an Excel workbook with a pivot table and pivot chart, showing data fields for sales analysis from January to September 2025.

AI-generated content may be incorrect.]
[image: The image displays an Excel sheet with a PivotTable, showcasing a data analysis layout, including field settings, relationships, and various data fields.

AI-generated content may be incorrect.]Figure 48 Select what rows and columns will consist, Filters and Values
[image: Sales 2025

AI-generated content may be incorrect.]Figure 49 Pivot is done




[image: Sale2025

AI-generated content may be incorrect.]Figure 50  Can select different type of calculation

[image: The image displays a Microsoft Excel interface, showcasing a pivot table with fields, slicers, and a monthly sales data for the year 2025.

AI-generated content may be incorrect.]Figure 51 January is changed to show max. sales

[image: The image shows a Microsoft Excel interface with various tabs and features like AutoSave, PivotTable, and formatting options.

AI-generated content may be incorrect.]Figure 52 Can do  filter and chart with the new filter 






[image: The image appears to be a Microsoft Excel interface with various tabs and tools, including charts, data, and formatting options.

AI-generated content may be incorrect.]Figure 53 Bar chart with applied filter

[image: The image depicts an Excel dashboard with a pivot table showing sales data for the year 2025, divided by months, with additional tools and options for data manipulation.

AI-generated content may be incorrect.]Figure 54 Removing elements that are not needed






[bookmark: _Toc228223133][bookmark: _Toc228223752]

[bookmark: _Toc228242884]Task 4  Communication and Collaboration applications
[bookmark: _Toc228223134][bookmark: _Toc228223753][bookmark: _Toc228242885]Task 4a
[bookmark: _Toc228242886]Communication application - Google Gmail
Gmail is a free web-based email service developed by Google and part of Google Workspace. Emails and files are stored on Google’s servers and can be accessed from different devices via a web browser or mobile application. It offers large storage, spam protection, high reliability, and a user-friendly interface for organizing messages. [18][19]
Key Functions
Email management
[image: The image displays a user interface with sections for managing labels and messages, including options to create, show, hide, and remove labels, as well as a list of conversations.

AI-generated content may be incorrect.]Users can send and receive messages, attach files, and use folders and labels for better organization, Fig.55. Gmail also provides intelligent filters that automatically sort emails into categories such as Primary, Social, and Promotions, Fig.56. [20]Figure 55 Created e-mail labels

[image: The image is a screenshot of a pop-up window or dialogue box, displaying various settings and labels for an email account or messaging service.

AI-generated content may be incorrect.]Figure 56 Intelligent labels

Gmail supports CC and BCC fields to manage multiple recipients, Fig.57. CC sends a visible copy of an email to additional recipients, while BCC sends a hidden copy without revealing recipients’ addresses, improving privacy and communication control.[20] 
Subject line is very important; this is the theme of the message.
[image: The image depicts an email composition screen, featuring input fields for 'To', 'Cc', 'Bcc', and 'Subject', along with a 'Send' button.

AI-generated content may be incorrect.]Figure 57 Different type of recipients

 Intelligent searching
Built-in search engine, based on Google technology, allows users to quickly find specific messages using keywords. [20]
Protection and Security 
Gmail provides protection against spam, phishing, and malware through integrated security systems. This makes the platform secure and convenient for everyday use. [21]
Integration with Other Services
Gmail works together with services such as Google Drive, Google Calendar, and Google Meet for better productivity. It also offers 15 GB of shared cloud storage. From the Google Workspace Marketplace, users can integrate many applications, add notifications to Calendar, and manage notes or tasks, Fig.58.[20]



Figure 58 Adding email  to calendar
[image: The image displays a calendar with a car insurance quote for ￂﾣ847.76, including breakdown cover and potential black box policies, with a reminder to act quickly as prices may change.

AI-generated content may be incorrect.]

Gmail limitations -  requires an internet connection and the free version offers limited storage. Some users are concerned about privacy and personalised advertisement . Managing large amounts of emails can also be difficult without proper organisation.[20]
Thanks to its reliability, user-friendly interface, and easy access, Gmail is one of the most widely used application for communication in the world.

[bookmark: _Toc228242887]Collaboration application - Microsoft Teams  
Microsoft Teams is developed by Microsoft. It is designed to support teamwork between people and combines chat, video calls, file sharing, and task management, providing all the essential tools for collaborative work in a single place. This makes it especially useful for remote  and team working.  [22]
Key Functions
Chat
Users can send individual or group messages in real time, share files, and use emojis, reactions, and search tools in conversations. This improves daily communication and reduces the need for email for quick questions and responses.[22]
Channel
A channel in Microsoft Teams is used to organize communication and work on a specific topic, project, or department within a team. It allows focused discussions, file sharing, and collaboration between members. Multiple users can work simultaneously on the same file (Word, Excel, or PowerPoint) and changes are saved automatically. This helps create better structure, clearer communication, and more efficient teamwork. [22]
Steps in creating channel, Fig.59,60,61,62,63,64,65.

Figure 59 Create team
[image: The image depicts a user interface with various options for team management, including creating a team, assigning tasks, and selecting different team types.

AI-generated content may be incorrect.]

Figure 60 Choose template[image: The image displays an interface for a team management tool with various tabs and options for creating, assigning, and collaborating within teams.

AI-generated content may be incorrect.]



Figure 61 Privacy
[image: The image displays a user interface with various tabs and options for creating and managing teams, such as privacy settings, permissions, and team roles.

AI-generated content may be incorrect.]

Figure 62 Description of Channel
[image: The image displays a user interface with a search bar, a button to create a team, and various tabs for team details, assignments, and channels.

AI-generated content may be incorrect.]



Figure 63  Adding members
[image: The image shows a computer screen with a form to add members to a team in an organizational platform.

AI-generated content may be incorrect.]

Figure 64 Channel is done
[image: The image shows a screenshot of the Microsoft Power Platform interface, featuring various tabs such as General, Posts Shared, and Chat, with an option to start a conversation.

AI-generated content may be incorrect.]





[image: The image shows a computer screen displaying a document management interface, specifically a Microsoft Teams application, with a shared documents tab, a calendar, and an empty folder.

AI-generated content may be incorrect.]Figure 65 Option "share" to upload files

Whiteboard in Microsoft Teams is a digital interactive board that often is used during online meetings or in the channel to write, draw, and share ideas in real time, supporting collaborative thinking and teamwork, Fig.66.






Figure 66 Adding White board app in Channel
[image: The image shows a user interface with a whiteboard tool, a chat feature, and various tabs such as general, shared, and channels, all within a software application.

AI-generated content may be incorrect.]

Online meeting and video calls
The platform enables users to organize virtual meetings using audio and video, share their screen, record sessions, and use virtual backgrounds. It supports real-time communication and effectively collaboration.[22]
A key advantage is that Microsoft Teams is connected with other Microsoft services such as Outlook, OneDrive and SharePoint. This allows users to check their calendar, access files and work with team documents all in one place, without switching between different applications.[22]  
Disadvantage - interface appears crowded and complex, especially at first use. From a performance point of view, it can also be demanding in terms of RAM and CPU, which may lead to slower system performance during operation.
Despite its limitations, Microsoft Teams remains one of the most widely used solutions for digital collaboration in today’s working environment.



[bookmark: _Toc228223135][bookmark: _Toc228223754][bookmark: _Toc228242888]Task 4b
[image: The image shows a Google Meet invitation with a calendar event for a meeting on April 28, from 11:00 to 12:00, including a link to join the meeting and a code for access.

AI-generated content may be incorrect.]Gmail and Integration with Google Meet example - There are two main ways of sending  a link by email or using the Calander, Fig.67,68,69,70,71,72,73Figure 67 From main menu choose "Meet"

Figure 68 Generate Link and share by email
[image: The image shows a Google Meet invitation with details including meeting link, time, guest count, and an option to share the meeting link.

AI-generated content may be incorrect.]
Figure 69  Open Calendar and set up day and time
[image: Meeting To Join the Meeting on Google

AI-generated content may be incorrect.]

Figure 70 Add Guests
[image: Meeting to join the meeting on Google,

AI-generated content may be incorrect.]
Figure 71 Write invitation emails
[image: The image shows a Google Calendar invitation for a meeting, featuring details like date, time, location, guest list, and a Google Meet link for joining the meeting.

AI-generated content may be incorrect.]

Figure 72 If I want to suggest my guests to add the meeting in their calendars
[image: The image shows a Google Calendar invite with a meeting scheduled, featuring a meeting link and an option to invite guests.

AI-generated content may be incorrect.]

Figure 73 Meating is created
[image: The image shows a Google Calendar page with a scheduled meeting on Google Meet, including details such as time, participants, and an invite link.

AI-generated content may be incorrect.]

 




Creating Teams Meating, Fig.74,75,76,77,78
Figure 74 Open Teams Calendar
[image: The image shows a computer screen with a user interface, featuring a search bar, team list, and various application icons such as calendar and calls.

AI-generated content may be incorrect.]


Figure 75 Create new event
[image: The image displays a calendar layout for the month of April 2026, with events and meetings scheduled for various days.

AI-generated content may be incorrect.]



Figure 76 Invite percipients and fix date and time
[image: The image shows an event management screen for scheduling a discussion session, with options to select times, add participants, and invite others, including a reminder for an upcoming session.

AI-generated content may be incorrect.]


Figure 77 Click on SEND button and event is created
[image: The image displays a digital calendar, with various events, meetings, and activities scheduled throughout the week.

AI-generated content may be incorrect.]


Figure 78 Meeting is shown in my calendar
[image: Discussion Assignment SSB

AI-generated content may be incorrect.]




[bookmark: _Toc228242889]CONCLUSION
The coursework demonstrated the importance of modern software applications for business, while also showing my knowledge of their purpose and practical use. These tools support content creation, data analysis, communication, teamwork, and information management, which significantly improve efficiency, organisation, and productivity in the workplace, making them essential in the modern business world.
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