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[bookmark: _Toc216627179]Introduction 
The aim of this assignment is to learn how to use and get known the different Software applications used in business world, Also, get to know their different capabilities, benefits, limitations, features and their potential and popularity between companies and the reason why they are used in business.
[bookmark: _Toc216627180]Task one. e-Commerce Website builders/software solutions 
[bookmark: _Toc216627181]1.1 Wix
[image: Wix Brands Circular icon | Freepik]The platform Wix is one of the most popular between entrepreneurs to create online store and informative content hubs, it may take only a couple of hours to build an e-commerce website by using tools in a quick and effortless way. Because of its custom templates and features, it helps smalls businesses to create a website and get satisfactory results. [1]Figure 1: Wix logo [ 21]


[image: How to make a Wix website]One of the features of Wix is that users can visit it from their browser anytime and from any device (tablet, mobile).
Wix has a hundred of templates where users can customize it offering professional feature for each designer to meet the requirements for any company. 
It has an editor that allows users to use easier to create sections to the website, this makes users to create a range of diverse types of websites from an online shop to a professional website company. [2]

However, it has some disadvantages such as issues with mobile devices as it uses responsive templates, it can be present certain incompatibilities for these devices. [1]

[image: Wix Blog: Featuring Posts in Wix Blog | Help Center | Wix.com]Also, it has a limited template, this means if you choose one and enable it, you will lose the content if you try to change it later. This limits the options to update and customize websites.[bookmark: _Ref215655934][bookmark: _Ref215655769]Figure 2: Wix features
Figure 3: Wix features Via 

Wix is free, simple and a great tool when you start to create websites from the beginning, however, there are other website builders that presents best features and few limitations to the ones who want to create best websites as Shopify or Ionos. [1]


[bookmark: _Toc216627182]1.2 Big commerce
[image: Big Commerce Logo transparent PNG - StickPNG]Bigcommerce is a platform that provides business to build, manage and scale their online stores, its flexibility makes it a popular website for many companies offering a wide range of features as customizable themes, payment integration, or muti-channel selling. [3]
However, it is not for free, it has different pricing plans, each with a monthly fee, but it offers a trial of 15 days to allow users to explore its features and to decide if it’s the right decision to choose it before you pay a plan from standard one to a pro plan. 
Some of the features are a comprehensive tool set, this means that, it offers a wide range of built-in tools as advanced SEO tools or comprehensive analytics, reducing the third-parties apps or add-ons. [3]
This platform is designed to grow with your business, making suitable for companies and it offers various plans to evaluate unique needs according to the users.
It provides a big strong security methods as PCI compliance, SLC certificates, protection from fraud, making sure that your data is safe. [4]
[image: My BigCommerce Review for 2025: Does It Compare to Shopify?]However, as any platform to build websites, it has some cons as limitations of advanced features depending on the plans, the more you pay for a plan, the more the range of features you can use.
Although Bigcommerce is a user-friendly, it requires a previous knowledge about their features as inexperienced users can feel overwhelmed by its wide range of them to use effectively. [4]
[image: BigCommerce Web Design : What's The Advantage Of BigCommerce?]Bigcommerce is a powerful platform that provides solutions for business that look to settle or expand their presence online. However, it is necessary to know what their pros and cons are to decide if it is the right fit for your business depending on the requirements the user needs to build a well-designed website to grow and expand their company effectively. [3]





[bookmark: _Toc216627183]Task 2. Mind-map of contemporary software applications.
[bookmark: _Toc216627184][image: What are Mind Maps? — updated 2025 | IxDF]2a. Mind map and its benefits for business.
Mind map is a technique used for companies to expand or learn a variety of concepts from a specific topic, it can help you to organize new information as correlates to a new concept, once you do this you can build out your mind map by branches or related topics. [5]


Mind mapping allows meaningful learning; this happens when you store knowledge by connecting new knowledge, it helps your mind to have connections of what you have learned and what you learned previously, mind mapping works better than memorizing facts, this is because learners use brainstorming, create new ideas and connect concepts while creating a visual that is easier to understand and remember. [5]

Another benefit why business use mind mapping is increasing productivity, an organized mind map and structured helps to create ideas easier, achieve goals and communicate effectively, this make teams to be on the same page, this can lead to a happier and more efficient team that can resolve challenges ease-ultimate boosting productivity. [6]

Mind mapping is an essential and effective tool to encourage collaboration and communication between teams to show they can work together to reach goals, for example, a mind map can help departments to work together if they need to launch a product, this helpful to connect ideas, share ideas and see the impact on the company. [6]

Using mind map you can organize a business idea into a deep concept, this helps you to improve your ability to share ideas to organizational stakeholders. It helps you to retain information you prepare for presentations, this boosts your credibility and your knowledge of the topic or subject you are talking about. [7] [8]

It helps you to identify and solve problems by working together to find the best solution, when you represent challenges visually or outcomes of each situation, it can help you to make it easier to choose a solution by breaking down step by step, this enables companies to take better decisions. For example, a company can use mind mapping to find its target audience; mind mapping can outline key strategies, marketing strategies and potential challenges, this facilities teams to find their approach before taking a solution. [7] [8]
[image: 15 creative mind map examples for students - Meister]






It doesn’t exist a limit to the ways you can implement mind map techniques, project managers use it to present ideas to members with clarity. This is used to create advertised campaigns or journal schedules, also, leaders can use it to create visuals delegating roles and tasks. It helps employers to explain new hires on how the company works. [8]

This technique is powerful in helping people to communicate, create or share ideas or collaborate to progress on the same page by communicating valuable information clearly. This ensures the message never gets lost. [8]


 
[bookmark: _Toc216627185]2b. Mind map of software applications for the day to day to support businesses.
[image: ]
Mind map link: https://mm.tt/map/3886484249?t=FmQgoa0RIC
[bookmark: _Toc216627186]Task 3. Office Applications for creating, storing, presenting, and analysing information/data.
[bookmark: _Toc216627187]3a. Four office software solutions for business
Microsoft Office has become one of the most essential software suites in the business world. Many companies use its applications for task ranging from documentation and data analysis to presentations and management. There are some of them such as Excel, Word are the most widely used tools across companies. Understanding how these applications work help businesses to use them effectively and allow employees to choose the best tools for their requirements.
[image: ]
[bookmark: _Toc216627188]MS Word
Microsoft word is a powerful word-processing tool used to create, design, edit and formatting text-based documents. It contains a wide range of features as spell check, grammar correction, table of contents, cover pages, mail merge, styles, etc. Word also supports images, documents, tables, charts, hyperlinks and document through OneDrive or SharePoint [9].
.
This is used in many companies to create reports, letters, Contracts, Meeting minutes, etc. Its flexibility makes it perfect for almost any type of written communication.
One their best features is the ability to produce any type of document. Companies use it to create templates to ensure their branding and formatting remain uniform across departments. Tools such as styles, types of headings or automatic tables help to structure long documents efficiently [9].
.
It also improves the accuracy and quality of communication between companies through grammar questions. These features are useful for employees who need to write clearly but they might not have advanced writing skills.
Another feature is collaboration. Actual versions of Word allow multiple users to edit a document at the same time, leave comments or track changes. This is important for teams working on a project as it saves time and reduces errors.
Additionally, Word documents are compatible. They can be exported or shared through PDFs, opened on any device, and integrated easily with other MS applications [9].
Another essential feature is Mail merge, Word makes it easier to create personalized documents by using a database list of names or recipients and merge them into document’s user. This is ideal for companies to manage a mass of letters. The mail merge feature is intuitive and feature-packed, allowing users to create many documents such as mailing labels[9].

Despite its strengths, Word does have limitations, for instance, it is not the best for managing extremely large documents with graphics, as performance may slow down. It is not suitable for data analysis; people often make the mistake of using to create tables in Word instead of using tables in Excel for calculations [10].
Also, some features have been removed in the past, such as iconic toolbar that was replaced by the ribbon. Word also previously had tools like speech recognition, although that feature became a part of Windows system.
Another limitation is that Word documents can become disorganized when too many people is trying to edit the same document. Although collaboration feature exists, not all employees use them correctly, which can result in many conflict versions.
Also, users might not know all the features, only the basics, these mean businesses may under-utilise the potential of the application [10].
.
[image: ]
[bookmark: _Toc216627189]Excel
Microsoft Excel is a spreadsheet application used to make calculations, data analysis and visualisation, its features include formulas, functions, charts, pivot tables, conditional formatting, data validation, and automation tools such as macros. Excel works with large and small datasets, and it integrates well with other MS applications.
Excel is used in departments at business as accounting, finance, marketing, operations, and logistics. Its flexibility is one of the reasons it is considered one of the most important tools in the modern workplace [11].

The biggest advantage of Excel is the ability to perform complex numerical and statistical calculations in a faster way and accurately. Many companies use it for budgeting, forecasting, sales tracking, performance measurement, etc. The wide range of functions allows employees to transform raw numbers into meaningful insights.
Another benefit is data visualization, Excel offers charts, graphs, heat maps, and pivot charts that helps companies to present the information in a better way and clearly. This is valuable for meetings, presentations, etc [11].
.
Excel also supports automation through formulas and macros. Automating repetitive task reduces the possibility of human error and increases the efficiency. Businesses benefit from this especially when they are dealing with a large amount of data.
The compatibility is another strength. It includes Access for databases, PowerPoint for reports, and Word for documentation. Data can be imported from external sources such websites or accounting software.
Users also can customize Excel trough macros, add-ins including formulas, functions, charts, aiding in insightful data interpretation.

Although Excel is powerful, it has limitations, one of its issues is the risk of human error. A single incorrect formula or value can head to major mistakes in financial reports or business reports [12].

Excel is also not ideal for extremely large datasets. When spreadsheets become too big or too complex, performance slows down and files may become corrupted with many errors. In these cases, database systems are Access or SQL are more reliable.
Excel is not a true database system, it lacks relational data structures, making it less suitable for managing large datasets.
Excel also requires a level of knowledge and training. Many employers only understand the basics, limiting the use of the application in business environments [12].
Another limitation Excel has that does not give the user very much control over their own data security. Compiled with this issue is the vulnerability the workbooks of the user are to human error and the exponential consequences of those getting embedded into the core data.
[image: ]
[bookmark: _Toc216627190]MS access
Microsoft Access is a database management system designed for creating, storing, and managing relational databases. It allows users to build tables, forms, queries, relationships, or reports without needing an advanced programme skill [13].
Access is commonly used by small and medium-sized businesses to manage information of the customers, product inventories, employees’ records, and order systems.
Access allows users a cost-effective way to organize structured data, Unlike Excel, which stores information in flat tables, Access uses relational databases, making it more efficient and organised for users [13].
One of the benefits of this software is data accuracy. It allows companies to create forms that standardise data entry reduce errors. Queries can be used to filter or analyse information in a faster way, and reports help to summarize important results for businesses.
Access also integrates with other Microsoft applications. Data can be imported into Excel for analysis or use in PowerPoint presentations. This flexibility makes Access valuable for business that need both database storage and analytical capabilities [13].

Another feature of Access is that offers a high level of flexibility when it comes to designing the interface of a database application. Users can customize forms, create reports, or navigation menus to create and intuitive and better experience. Through a variety of design tools and options, users can adjust the style, layout or functionality of database projects to meet their requirements. This customization capability enhances user satisfaction and improves usability by providing an interface that aligns with the organization’s branding and workflow.

Despite its strengths, Access presents several limitations. It is not suitable for extremely large database or complex enterprise systems. Large companies often prefer SQL server or Oracle for scalability.
Another limitation is that Access has a steeper learning curve than Word or PowerPoint. Users need to understand relationships, keys, and database design principles to use it properly [14].
Another limitation is the limited scalability and performance. While Access is suitable for small to medium-sized databases, it may encounter limitations in terms of scalability and performance when dealing with large, complex datasets.
Additionally, Access databases can become corrupted if too many people access them at the same time [14].

[bookmark: _Toc216627191][image: ]MS PowerPoint	
PowerPoint is a presentation software widely used for meetings, lectures, and sessions. The program allows users to create presentations by slides containing text, images, charts, videos, animations, audio, etc. It provides templates, themes, transitions, and tools for speaker notes [15].
Its main benefit is its ability to help users to communicate ideas visually. In business environments, presenting information clearly is essential for decisions, training employees or sharing results or ideas for projects [15].
PowerPoint integrates smoothly with Excel, allowing charts and data visualizations to be imported easily. This makes it suitable for presenting results, market research, and project updates [16].
PowerPoint offers various features to enhance audience engagement during presentations. Animations, transitions, and multimedia elements can make your slides dynamic and captivating. Additionally, interactive features like hyperlinks and embedded videos can encourage audience participation, making your presentation more memorable.
Also Creating presentations from scratch can be time-consuming. However, PowerPoint provides pre-designed templates and themes that can save you significant time and effort.
Also, it is easy to use, even users with no previous experience on design can create professional presentations using templates and themes. This accessibility improves communication across the organisation.
It also supports remote presentations through MS Teams and other apps, making accessible for modern work environments.
As any other apps, it has some disadvantages. A common issue is over-reliance on slides, which can make presentations boring or unclear when presenting as they contain too much text. Poorly designed slides can get the audience distracted rather than support the main message [16].

PowerPoint is mainly a visual communication tool; it cannot process data or manage information as Excel or Access can.
Finally, PowerPoint files can become large and slow if they contain too many images or videos [16].
PowerPoint Presentations have the potential to overwhelm the audience with excessive information. Presenters may feel compelled to include every detail on the slides, leading to information overload. It's important to prioritise key points and keep the content concise and focused to prevent overwhelming the audience.
Technical glitches and compatibility issues can occasionally occur when using PowerPoint. File corruption, formatting inconsistencies, or software compatibility problems can disrupt the smooth delivery of your presentation. It's crucial to test your presentation on the actual equipment or platform to minimise the risk of technical difficulties.
Microsoft Word, Excel, Access, and PowerPoint each offer unique capabilities that support businesses operations day-to-day. Word enhances communication, Excel powers data analysis, PowerPoint supports visual communication with presentations, and Access manages structured information, while each application has limitations, their combined functionality makes Microsoft Office one of the most valuable, popular, and reliable software applications suites in the business world [17].


[bookmark: _Toc216627192]3b. Practical demonstration of the two features 
[bookmark: _Toc216627193]Mail merge
  Create a recipient list in Excel, It should include Title, First Name, Address, Postcode, Location as shown below 
Each row should be different for each recipient 
Save The Excel File 
[image: A screenshot of a computer

AI-generated content may be incorrect.]Recipient Records 





Open a new documents and add the data you want to send to recipients as shown below 
[image: A screenshot of a computer

AI-generated content may be incorrect.]








Go to “Mailings” Tab and choose one of the options as shown below, in this case choose “Letters” option
[image: A screenshot of a computer

AI-generated content may be incorrect.]






Then select recipients and choose the option ”use an existing list” option and then search from your documents the Excel that has been saved previously 
[image: A screenshot of a computer]








A list of recipients will appear with the data created in Excel as below.
[image: A screenshot of a computer

AI-generated content may be incorrect.]










To finish your mail merge, go to “ finish and merge” tab and choose “ edit individual documents” option.

[image: A screenshot of a computer

AI-generated content may be incorrect.]






A new window will appear and choose in merge records “ All”  option and click “OK” 

[image: A screenshot of a computer

AI-generated content may be incorrect.]









[image: A white background with black text

AI-generated content may be incorrect.]It will appear individual letters for each recipients and ready to send. 






[bookmark: _Toc216627194]IF function 
1.Open a new workbook in MS Excel 
[image: A screenshot of a computer

AI-generated content may be incorrect.]
[image: A screenshot of a computer

AI-generated content may be incorrect.]2. Create a table and add data as shown below ( based on your personal activities)









3. Define the condition: if the price is greater than or equal to 15, Status= “Expensive”; if less than 15, Status= "Cheap”.
Apply the IF function in cell C2
=IF(B2>=50,"Expensive","Cheap")
[image: A screenshot of a computer

AI-generated content may be incorrect.]


4. Press enter and classify all the columns automatically by clicking the corner right on the bottom of the cell as shown below. 
[image: A screenshot of a computer

AI-generated content may be incorrect.]






[image: A screenshot of a table]






[bookmark: _Toc216627195]Task four. Communication and Collaboration applications
[bookmark: _Toc216627196][image: Microsoft Teams Logo and symbol, meaning, history, PNG, brand]Analyse one contemporary Communication application and one Online Collaboration application
[bookmark: _Toc216627197]Microsoft Teams 
Launched globally in 2017, Microsoft teams has become one of the most popular software in business. It works as a combination of communication and collaboration platform, allowing users to chat, meet, call, and collaborate in just one place, its integration with Microsoft 365 ensures that users can access and share files, calendars, or applications. Here are some key features that are essential for a work environment [18].
Teams and channels
[image: Quick tips: Get started with teams and channels - Microsoft Support]Teams: These are groups of people, content and tools focused on different projects and jobs with organisation. Teams can be company-wide or specific to projects or departments. Team owners manage team settings, members, and permissions. Teams provide a space for digital collaboration, also, it allows for quick and direct communication among members[18].
Channels: Within each team, channels can be created to organise conversations by different topics, projects, etc. Channels allow team members to interact without the use of Gmail or another application as WhatsApp. Users can reply instantly to posts with text, images, GIFS, and image macros. 
[image: Teams Channel: Types, Benefits, and Use Cases]This helps companies to encourage transparency and organization, keep information in a place where is easier to find for employees, and it reduces reliance on disorganized email threads, also, help employees to interact with other in an organized way [18].

Chats, groups meetings and calls:
Teams has chat capabilities, allowing users to engage in one-on-ne or group conversations. They can share text, messages, emojis, stickers, GIFs, or files. Additionally, a new feature was included in August 2022, a “chat with yourself” feature enabling users to organize their work within a private chat.
[image: Video Conferencing, Meetings, Calling | Microsoft Teams]
It has also provided diverse types of meetings such as scheduled meetings; Organized with specific group of people, these meeting usually are setting up using the Teams calendar or scheduling form. Ad-hoc meetings; instant meetings that can be started without scheduling, allowing team members to collaborate quickly. Live events: made for large-scale virtual events, it can broadcast to up 10,000 participants across, Teams, Yammer, or MS stream.
This also offers audio and video functionality, supporting VoIP conferences. For companies that are looking to replace traditional phone systems, Teams provides connectivity to the public switched telephone network (PTSN), allowing members to make and receive calls over the traditional method.
[image: What's New in Microsoft Teams | Microsoft Ignite 2020 | Microsoft Conexiones]This works for companies because, it reduces the training time, enables real-time decision making, and simplifies communication infrastructure [18].


[image: Sharing Your Screen In Teams: A Full Guide In 2025]Screen sharing and collaboration.
During meetings or calls, it offers to participants that can share their screens, making easy the collaboration on documents, presentations, or apps. This feature ensures that all users are in the same page and can contribute to projects effectively [19].



[image: Microsoft Teams app integrations that will improve efficiency - Virtuoso]Integration with other Microsoft Apps
One of the most useful features of Teams is the integration with other MS apps such as Word, Excel, Etc. This integration allows users to co-author documents, access shared and be able to use familiar tools with no leaving the Teams environment or schedule meetings that automatically appear in outlook calendars [19].

Mobile accessibility
The app of MS teams is available cross various platforms, including Windows, MacOS, iOS or android. This helps users to stay connected and collaborate regardless of their device or location.
[image: Download Google Meet Logo in SVG Vector or PNG File Format - Logo.wine][image: Teams on mobile: improved grid layout - Microsoft Support]
[bookmark: _Toc216627198]Google Meet
Google meet is a video- conferencing tool within Google Workspace that allows you to stay in touch with work colleagues, whether they are working at home, abroad or across various locations. The user can host video conferences, hold one on one meetings, etc. It is integrated with Gmail or Google calendar, google meet makes scheduling and joining meetings seamless. Here are some features that are essential in a work environment [20].
Messaging 
[image: How to Chat on Google Meet [Complete Guide]]Meet provides an efficient way to communicate during video calls, especially in larger meetings where the conversation can become chaotic. The users can use Google chat to send messages to other participants up to 150 people, this helps users to share thoughts or ideas quickly [20].

Screen sharing 
This is an especially useful feature that allows users to show other people what they have on their screen at the very moment. This used to demonstrate a point, share graphs or presentation, or instruct someone how to use a program or showing information.
[image: How to Present on Google Meet [A Complete Guide]]
Unlimited meetings
[image: Google Meet Video Conferencing Poised to Challenge Zoom]It is possible to host as many meetings as users want when using it. The free version of this software only allows meetings to last up to an hour; however, the user can host another one once the previous one ends. It means that users can make meetings with no issues and non-stop and coordinate the end of one meeting while they create a new one. Also, users can access to the application anytime during the day [20].
As a host, they can set up the parameters of the meeting and send the meeting link only to people they want to join. 

Live captioning
[image: Google Meet (G-Suite) – Closed Captions - AHEAD]This feature provides live closed captioning to help users understand quicker and easier. There a plenty of reasons to use it, as needing to keep quiet if you have no headphones or to assist with understanding difficult accents or broken speakers. This app presents captions in real time as the speaker talks; this option is available in many different languages.
Any user in the meeting can use it if they need it. Although, it is advisable that is better not to use when you record the meeting, you can turn it off or on in the settings in the app [21].

Compatibility and integration 
This application is compatible across many devices or services such as Google calendar. It added automatically when you schedule a meeting and choose to add video conferencing. You can use it on iPhone, Android, tablet, or laptop. This is important for teams who may work out of the field. this is important for users to stay connected up to date with the work [21].
[image: Documention | Google Meet Integration]


Host controls
[image: Google Meet Host Controls - Help Desk]The meeting host (usually the person who created the meeting or the first participant from the host’s organisation to join) has several controls to manage the meeting effectively such as mute or unmute participants, remove them, control who can share their screen, or end the meeting for all participants [21].

[bookmark: _Toc216627199]Test one feature of a freely available Communication (1) and one feature of a Collaboration (1)
[bookmark: _Toc216627200]Teams : File sharing
[image: A screenshot of a computer

AI-generated content may be incorrect.]Open a channel or chat in Microsoft teams( you must log in with your Microsoft account before doing this.)
Then, click the “action and apps” button and then click on “ attach file”.
[image: A black rectangular object with a white stripe

AI-generated content may be incorrect.] 
[image: A screenshot of a computer menu

AI-generated content may be incorrect.]
Select the file to share from your computer or OneDrive.
[image: A screenshot of a phone

AI-generated content may be incorrect.]
Click “open” to upload the file.
[image: A screenshot of a computer

AI-generated content may be incorrect.]
Also users can add some text, after you finish, select the arrow in the bottom corner right to send the file
[image: A screenshot of a computer

AI-generated content may be incorrect.]
The file appears in the chat or channel for all participants to access. Participants now can download or open the file directly from Teams
[image: A screenshot of a computer

AI-generated content may be incorrect.]



[bookmark: _Toc216627201]Google Meet : Screen sharing 
Open a new meeting or join ( Sign in with your Google account before this, otherwise you will not be able to do this)

[image: A screenshot of a video chat

AI-generated content may be incorrect.]
Choose “start a new meeting option”
[image: A screenshot of a google meet

AI-generated content may be incorrect.]
Click the “share screen” button at the bottom right of the screen.
[image: A screenshot of a computer

AI-generated content may be incorrect.]
Choose how you can share the screen with participants and press “ Share” button
[image: A screenshot of a computer

AI-generated content may be incorrect.]

[image: A screenshot of a computer

AI-generated content may be incorrect.]
Click “Stop presenting when you finish it”
[image: A blue rectangle with black text

AI-generated content may be incorrect.]
[bookmark: _Toc216627202]Conclusion 
Through this assignment, it has been learned about how to use, test, prove some software applications that will help in my job. Learning how all these applications work in the business is essential to find a good job where myself can be familiar with the practical use of these software applications.
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