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[bookmark: _Toc212037696]Introduction
Business software, sometimes referred to as bespoke or custom software, is created especially to satisfy the demands of your company. It is completely scalable, versatile, and adaptive to your needs both today and in the future. In contrast to pre-packaged software (software solutions designed for the general market), this kind of software is customised to match your needs. This means that, regardless of your objective, custom software might offer a feature that will work for your company.
For example, if you wish to cut the admin for your HR department, you might investigate custom software as a way of automating holiday bookings, enrolling new employees or payroll.  
Or, if you want to better engage with your customers, identify trends in performance or forecast sales, you might want to look into a bespoke CRM or ERP system.  
Bespoke software is shaped by your needs and can be integrated into your existing systems. Cut costs, save time and improve the performance of your business with bespoke software development. 

[bookmark: _Toc212037697]Task one. e-Commerce Website builders or software solutions
1.1 google site 
A free website builder is called Google Sites. Anytime. There are no time, project, or traffic constraints. There isn't a Google Sites paid plan. Well, for now at least! A Google Mail account is all you need to get started with Google Sites. similar to every other Google tool. Google Sites isn't the best platform in terms of load speed, but it's undoubtedly in the top five—especially since you don't have to adjust a server or CDN. Google Sites uses few scripts and does little image compression to speed up your website; everything just happens.

[image: ]
Watching your image size is the only advice you can follow to make your Google website even faster, especially on mobile. Large images are the pain point for Google Sites, so make them light
Google Sites is fully integrated with all other Google products — Google Docs, Google Drive, Google Analytics, Google Search Console, Google Mail, etc. And not only do they work together and exchange data, they feel the same. This means that managing all Google tools is as easy (or hard) as one of them.
Google Sites security is as strong as the security of your Google account. The main point here — you don’t leave the Google environment. You don’t have to share access with a 3-rd party, expose your credentials, create new accounts and passwords.

[bookmark: _Toc212037699]1.2 Wix 
Wix is one of the most widely used website builders due to its many advantages and accessibility for users of all skill levels. Let's examine how well it works for creating an e-commerce website or adding a store to your current Wix content site. Using Wix to create a website is surprisingly easy. When deciding between various platforms, it's important to remember that even business owners who are not tech-savvy may easily create and build a great website. The majority of e-commerce-focused website builder platforms, such Shopify and WooCom, typically provide this capability.
[image: ]
When it comes to ease of use, the Wix platform outranks many other platforms especially for web design novices. If you’re building a content-focused website and need a small ecommerce integration, or have a small catalog of products with no plans to expand that, Wix may be a better choice over competitors for several reasons. 
First, you can use an artificial design intelligence (ADI) tool to build your site. By asking you to respond to a few questions, the site determines which style, headlines, images, and layout might best fit your brand. This lets you quickly build and launch a website without having to hire a design team. Depending on your company budget or overall goals, this can be an attractive option. 
In addition, the Wix editing interface requires little to no training or technical knowledge. You can drag and drop elements onto the page and easily make adjustments like cropping images or changing the font



 




[bookmark: _Toc212037700]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc212037701]Mind mapping and explain the benefits of using mind mapping in business operations
b. One of the biggest benefits of mind mapping is it allows you to easily take advantage of meaningful learning and connect existing pieces of knowledge. 
When using mind maps, because of their inherent structure and ability to connect to other elements, you can easily relate multiple concepts and cement their relationship in your memory. This means that you will learn new information faster and more in-depth through mind maps
mind maps help create meaningful learning for people is that they use an engaging structure to communicate information. The root cause of people not remembering information is often due to it being presented in a boring format. Whether it’s Cornell notes or an unstructured brainstorming whiteboard, sometimes traditional formats aren’t engaging enough to grab people.
Although mind maps are conventionally drawn by hand, using software can make the process faster and easier than ever. With mind mapping in Ayoa, you can create a map in minutes and easily share it with others so they can review your work, or even add their own comments and suggestions. With Ayoa being available on various devices (including iOS and Android), and mind maps being able to be exported into PDFs, you can also access your creations wherever you are.
Harnessing this technique (which has been scientifically researched and documented) has culminated in a software tool that is truly effective in increasing our thinking abilities, enhancing creativity and improving memory. Ayoa also goes one step further than other mind mapping software available on the market by offering highly effective Task Management capabilities and an Instant Messaging function all in one app.
A mind map can help you think with greater clarity to explore relationships between ideas and the different elements of an argument, as well as generate solutions to problems. It puts a new perspective on things by allowing you to see all the relevant issues and analyze choices in light of the big picture. It also makes it easier to integrate new knowledge and organize information logically as you’re not tied to a rigid structure.
Mueller et al (2002)13 have discovered how the use of mind maps to plan patient care at Front Range Community College has resulted in enhanced thinking skills including critical thinking, whole-brain thinking, and comprehensive thinking. The strategy promoted holistic care planning by focusing on the patient as the center of the care plan and by enabling interconnections to be made between related nursing diagnoses and patient care data.
Additionally, mind mapping brings together your ‘left brain’ (which is thought to be associated with words, logic, numbers and linearity) and your ‘right brain’ skills (which are associated with curves, color, rhythm, images and space), making your brain’s performance more synergetic. This means that each cortical skill enhances the performance of other areas so that the brain is working at its optimum level.



 
c. [bookmark: _Toc212037702]Create a mind map of contemporary software applications
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[bookmark: _Toc212037703]Task 3. Office Applications
0. [bookmark: _Toc212037704]Four office software solutions for business operations
[bookmark: _Toc212037705]MS Word
Microsoft Word is an element of Microsoft Office which helps with the creation, editing, and formatting of documents. It includes facilities for spell and grammar checking, as well as text formatting. You can also include photos, tables, and charts in your documents. For tasks like formal communication, adding Signature in Microsoft Word can be a quick and secure way to finalize your documents. It's popular for letters, reports, and resumes.
[image: ]

Word allows many people to work on a document together, keeping track of changes. It provides templates to make document creation easier. It is commonly utilised by users, organisations, and schools because of its ease of use and multiple useful features. For more visually-driven storytelling, Microsoft Swaycan serve as a complementary tool to Word for creating dynamic, multimedia presentations.
a) User-friendly interface: Microsoft Word has an easy-to-use layout, making it simple to find tools and options. You can quickly access important functions through the menu.
b) Formatting: Word's formatting is powerful, allowing you to change fonts, sizes, colours, and other features to make the documents stand out.
c) Templates: Word also includes ready-made templates for many kinds of documents, saving your time and giving the work a professional look from beginning to end.
d) Graphics and media integration:Users can effortlessly insert images, shapes, charts, and other media elements into their documents. This feature is beneficial for adding visual appeal and enhancing the overall presentation.
e) Collaboration and sharing: Microsoft Word allows for seamless collaboration among users. Multiple people can work on the same document simultaneously. This makes it ideal for team projects and group editing. MS Word also supports real-time co-authoring.
f) Review and Commenting: The Track Changes and Comment features enable easy reviewing and editing of documents. Users can leave comments and suggestions, allowing for effective communication and revision.
g) Spelling and Grammar Checks:Microsoft Word has a tool to check spelling and grammar. It helps users find and fix mistakes in their documents, ensuring they look polished and error-free.
h) Page layout and design: Users can adjust how their pages look by changing margins, orientation, and adding headers and footers. This helps create documents that look professional and consistent.
i) Table of Contents and Navigation: MS Word allows users to create a table of contents for lengthy documents. They can use headings to navigate easily through the content. This feature enhances document organisation and accessibility.
j) Mail Merge: This helpful tool lets users customise multiple documents, like letters and labels, with individual details for each recipient, saving time.






[bookmark: _Toc212037706]MS PowerPoint
1) Visual Appeal: Microsoft PowerPoint allows you to create visually appealing presentations with its wide range of design tools and features. You can use templates, themes, and customisable layouts to make your slides visually engaging and professional.
2) Easy to Use: PowerPoint has a user-friendly interface, making it accessible to users of all levels. The intuitive tools and straightforward navigation make it easy to create, edit, and deliver presentations efficiently.
3) Flexibility: PowerPoint provides flexibility in terms of content creation. You can include various types of content, such as text, images, charts, graphs, videos, and audio files, to enhance your message and engage your audience effectively.
4) Organisation and Structure:PowerPoint offers features to help you organise and structure your content. You can create multiple slides, use slide masters for consistent formatting, and arrange the sequence of slides to create a logical flow.
5) Presenter Tools: PowerPoint includes built-in presenter tools that aid in delivering presentations smoothly. You can use presenter view to see your notes and upcoming slides while your audience sees only the presentation. Additionally, features like slide transitions and animations add visual interest and help you control the flow of information.
[image: ]

Land the job with ease! Learn how to ace your PowerPoint Interview Questions with tips to create slides that leave a lasting impression!
6) Collaboration and Sharing: PowerPoint allows for easy collaboration and sharing of presentations. Several users can simultaneously work on the same presentation, making it convenient for team projects. You can also share your presentations via email, Cloud Storage, or online platforms, ensuring easy access for viewers.
7) Integration With Other Tools:PowerPoint can seamlessly integrate with other Microsoft Office applications, such as Word and Excel. You can import data and charts from Excel or copy and paste content between different Office applications, saving time and effort. If you're looking to create more interactive presentations, Microsoft Sway can also be a great alternative for enhancing your content's visual appeal.
8) Presenter-audience Interaction:PowerPoint provides features that facilitate interaction between the presenter and the audience. You can include interactive elements like hyperlinks, buttons, and quizzes to engage your audience and make your presentations more dynamic.
9) Portable and Accessible: PowerPoint presentations can be saved in various formats, such as .pptx or .pdf, making them easily accessible on different devices. This portability allows you to deliver presentations on laptops, tablets, or even projectors without compatibility issues.
10) Time and Effort Savings: PowerPoint simplifies the process of creating presentations, saving you time and effort. The pre-designed templates, slide layouts, and formatting options enable you to create professional-looking presentations efficiently.



[bookmark: _Toc212037707]MS Excel
Microsoft Excel, is a spreadsheet program developed and sold by Microsoft. MS Excel is a very useful tool in business because it enables one to use different formulas, charts, and diagrams as well to compile data without difficulty.
A spreadsheet can be used to calculate percentages, compute interest rates or make a budget with little effort. There are many advantages of MS excel. The MS Excel application is widely used in the field of finance and accounting
[image: ]

.
It’s also employed in industries like education, public works, and engineering, among others. The spreadsheet application can be very useful to people who are planning on starting a business or are currently working with a business organization that needs to work with statistics often.
1. Perform Calculations
It can perform calculations in a very short time. There is no need for the company, or the employee gets out of the chair and searches for a calculator.
The user can write or edit the spreadsheet according to his convenience.
2. Easily Modify Data
One important advantage of MS Excel is that it allows easy modification of data that are in the spreadsheet.
[image: ]Normally, one needs to manually check if there are any mistakes or errors in data, but MS excel allows easily modifying all the data that are in it.
3. Have Control Of Data
There is no need for the employee to ask for permission to use the computer because the application is used by all employees.
This means that there will be no hesitation if one needs to modify or add new data.
4. Easy To Work With Data
The application is simple to operate and may be used by anyone. The user just needs to open the application, enter his data, and then customize it according to his convenience.
The data can be easily modified because it does not require special permissions.
5. Print Reports Easily
The application allows the user to print reports easily. The reports do not require any additional effort to print. Allows quick searching of data.
Excel allows you to print tables of various data such as column names, values, and formulas. For example, you can print out the cell that contains the formula.
6. Many Free Templates
Excel comes with many free templates that can be used in a business enterprise.
This eliminates the need for the corporation to create its own tables and spreadsheets. It is just a matter of using the pre-designed tables and spreadsheets for your work.
7. Code To Automate
Excel enables users to code for automation. This means that the user can create codes so that the application works without a hitch.
It is very important for a company to make efficient use of spreadsheets because it can save time, reduce costs, and improve accuracy.
The spreadsheet can be easily used by all employees in any field due to its user-friendly interface.







[bookmark: _Toc212037708]MS Access
Microsoft Access is a powerful database management system (DBMS) developed by Microsoft. It combines the robust Access Database Engine (ACE) with a user-friendly graphical user interface and a suite of software development tools. As part of the Microsoft 365 suite of applications, it's included in Professional and higher editions or available as a separate purchase.
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Access uses the ACE to store data in proprietary format. Most importantly, it can also communicate with data held in other applications and databases without problem, which greatly enhances flexibility and integration capabilities.
While it might seem complex at first glance, Access offers a user-friendly interface that simplifies database creation and management, making it accessible to both novice and experienced users.
Microsoft Access and Microsoft Excel are both powerful tools within the Microsoft Office suite, but they serve distinctly different purposes. While Excel is primarily a spreadsheet program for data analysis and visualization, Access is a database management system designed for storing and manipulating large amounts of information.

Here's a detailed comparison of Microsoft Excel and Microsoft Access:
MS Access - Key Features
· Data Definition Language (DDL): Allows you to create, modify, and delete database objects like tables, indexes, and views.
· Data Manipulation Language (DML):Enables you to insert, update, delete, and retrieve data from the database.
· Query Design: Provides tools for creating complex queries to extract specific information from your data.
· Form Design: Allows you to create user-friendly forms for data entry, viewing, and editing.
· Report Design: Enables you to generate professional-looking reports with charts, graphs, and summaries.
· Macro Builder: Enables you to automate tasks within Access using a visual interface.
· VBA Support: Supports VBA (Visual Basic for Applications) scripting for advanced customization and automation









0. [bookmark: _Toc212037709]Practical demonstration of Two Office Features
  Mail merge
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[bookmark: _Toc212037712]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc212037713]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc212037714]MS Outlook
Microsoft created Outlook, an email client and personal information manager. It is available for Windows and other operating systems and is a component of the Microsoft Office suite of productivity tools. Managing contacts, calendar, and email all in one location is one of Outlook's many advantages. Additionally, it has an intuitive user interface, facilitates simple teamwork, and integrates with other Microsoft products like SharePoint and OneDrive. Outlook offers a number of ways to arrange your emails, including folder creation, filtering, and sorting according to sender, date, and subject. Additionally, you can utilise flags to indicate critical communications and create follow-up reminders.

Outlook provides a contacts section where you can store and manage contact information for people and organizations. You can also categorize contacts, create distribution lists, and use the information to send emails or schedule appointments.

Outlook allows you to customize its appearance by changing the theme, font size, and color scheme. You can also add custom backgrounds or use a different layout to suit your preferences.
Outlook provides a built-in task manager that allows you to create, assign, and track tasks and to-do lists. You can set due dates, prioritize tasks, and even assign them to other people.
Outlook provides a powerful search function that allows you to search for specific emails based on keywords, sender, subject, and other criteria. Simply enter your search terms in the search bar and hit enter to see the results.
Outlook can be integrated with other Microsoft tools, such as Word and Excel, to allow for easy collaboration and sharing of documents. You can attach files directly from your computer or use the OneDrive or SharePoint integration to share documents stored in the cloud.
To import and export contacts in Outlook, go to the "file" tab and select "open and export." From there, you can choose to import contacts from a file or export your contacts to a file. You can also use the import/export wizard to map fields and customize the import/export process.

[bookmark: _Toc212037715]MS Teams
When accessed over secure NHS networks, Microsoft Teams provides a secure communications platform that can be monitored and safeguarded within the NHS secure perimeter. It is a platform for collaboration that gives users the ability to effortlessly share information and collaborate remotely. It is a virtual centre for collaboration that enables users to communicate via phone, chat, and collaborate on shared files while sharing information with individuals in various places. It can facilitate mobile, remote, and on-site work, enabling NHS employees to keep providing care and guidance.
With MS Tea
Invite both NHS-mail and non-NHS mail users to meetings; initiate calls and send messages while on the road; plan meetings with up to 250 participants; work with interdisciplinary teams and divide your work into various channels for more structured cooperation. • Plan, conduct, and document live events, which can be helpful for training sessions and online conferences with up to 10,000 participants.


Benefits of MS Teams
MS Teams has a wide range of benefits for staff and for employing organisations, including:
· it is a free and efficient tool for NHS staff, to support remote working
· increased efficiency, for example, less time travelling to attend meetings
· online meetings can be scheduled ahead of time or to start instantly
· allows the set up and use of chat rooms to divide work between multiple groups
· supports virtual meetings with high quality audio and video
· provides an option to chat to colleagues via messages or to send voice notes, and share files before during and after meetings
· chat messages and shared files are available so they can be referred to at any time
· provides the ability to allow captioning of messages during the meeting which can be particularly useful for people with a hearing impairment
· includes a Notes function to allow meeting notes to be recorded and accessed either during the meeting or later
· offers a ‘record the meeting’ function so that the session can be accessed again later by attendees or those who were not able to attend but have been shared the link by the host
· provides support for multi-professional collaboration
· free secure cloud storage ensures information is always available across various devices allowing people to work together in real time or in their own time
· sensitive information is protected with data encryption at rest and in transit
· reduces staff isolation when working remotely or as part of a widely dispersed team
· it is easy to use, with online help and support

Good uses of MS Teams in primary care
Examples of using Teams to good effect in primary care include creating:
· specific Team areas for individual organisations to allow groups to share non-clinical conversations and learning, helping to develop a team culture within the organization
· Teams and project areas to support clinical groups (e.g., nursing or pharmacist teams) to develop new pathways (e.g., clinical triage, structured medication reviews, etc.)
Teams is also able to provide significant integration opportunities with other local software solution such as Office365, SharePoint, OneDrive, and other products in the Microsoft suite.
Note | It’s good practice to delete teams created when no longer required!
MS Teams telephony
MS Teams telephony functionality allows NHS staff to make outbound calls independent of their existing telephone solutions.  This means existing telephone lines can remain free for incoming calls.



 



b. [bookmark: _Toc212037716]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc212037717]MS Outlook
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[bookmark: _Toc212037719]Conclusion
To sum up, current software applications are essential for sustaining and enhancing business processes. Organisations today rely on a variety of digital solutions to boost productivity, improve communication, and simplify daily procedures, from mind mapping applications like Ayoa to e-commerce website builders like Google Sites and Wix. Businesses can use these technologies to develop online platforms, better organise ideas, and have access to robust features that facilitate planning, innovation, and decision-making.
Utilising office software, such as Microsoft Word, PowerPoint, Excel, and Access, increases corporate productivity even more. Word facilitates the development of professional documents, PowerPoint improves visual communication, Excel allows data administration and analysis, and Access delivers strong database solutions. When combined, they help companies reduce errors, save time, and improve internal and client collaboration.
In today's digital world, tools for cooperation and communication like Microsoft Teams and Outlook are also essential. Teams facilitates real-time communication, online meetings, and shared workspaces that facilitate collaborating from any place, while Outlook offers effective email management, scheduling, and organisation. Particularly in increasingly remote or hybrid work situations, these solutions aid organisations in staying connected, coordinated, and responsive.
Overall, these various software applications are essential in improving productivity, boosting organisational performance and enabling businesses to work smarter. By embracing modern digital tools, companies can adapt more quickly to changing needs, communicate better, manage information more efficiently and maintain a competitive edge in the marketplace. As businesses continue to grow and technology continues to evolve, the use of these software solutions will remain fundamental to long-term success
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