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[bookmark: _Toc184033994]Introduction
A
 general introduction for this word document is about. In this assessment I will be giving examples of software’s and the roles they play in being a solution to a business. The importance it has in building a business and managing its full function as various software’s can be tools and play different roles in building and running a business. 
[bookmark: _Toc184033995]Main Body
TASK 1
Task 1. e-Commerce Website builders/software solutions

Shopify vs Wix
T
he two e commerce web builders I will mention will be showily and Wix as they both serve similar function but also focus on several different aspects of business depending on size and business types. For instance, Wix is good for small businesses by having certain easy to use features such as drag and drop features combined with AI give the use the flexibility to create a e commerce website or e portfolio with ease. Shopify on the other hand is also focused on ecommerce and retailers with many add-on applications that could help users organise large quantities of stock. The prices difference between Wix and Shopify for a basic package are different in comparison in respects to their functions. [image: ] This the basic price plan for Shopify [1].
[image: ]This is the basic plan for Wix [2]
As you can see Shopify has more to offer its users, yet Wix has a simple use and is less geared toward product and sales. This reflects in its price if a user was to create an e-portfolio Wix will be the obvious choice as it has no need other than to serve a function with add-on application that allow one to take payment if needed. If a user had a mature business and holds stock, then Shopify is the obvious choice giving 10 inventory locations including digital wallets and crypto integration.


Design Template

Visualisation is important when creating a webpage therefore having the ability to design your website will be important when it comes to keeping eyes on your page.
Wix offers 900+ creative themes as Spotify offers a little over 200+ for paid themes this is due to Shopify’s ability to have developers customize any aspect of a Shopify webpage customizing it visually to the wants or need of the business. Wix with its set themes allows users to adjust and customize themes and its developer access is limited but gives users the chance to create unique e-portfolios and online CV’s. 

TASK 2 Mind-map of contemporary software applications

Task 2a: Describe mind mapping and explain the benefits

Mind-mapping
M
ind-mapping is a great and effective way for one to retain information or to use for others to Invision a plan or goal a step-by-step guide that allows others to see what is needed to understand using visuals. When mind-mapping one can use coloured branches to map out the different points you are focusing on this gives the ideas a more distinctive visual and helps the brain to memorise or recognise information. Just as in our daily use of colours we can use coloured branches to prioritise information just like traffic lights do. If red means hazard the brain has acknowledged this and can be informed of a hazard much quicker than if it was just presented by words. 
Mind-mapping is a great and simple way to present information by compartmentalizing information and giving readers the opportunity to follow sections of the branch to find parts of information they may be looking for. This means that readers will be able to review and revise parts of said information in a more time effective and simple manner. If working as a team mind-mapping allows all employees/team members to add and input ideas on a board like several painters painting on one canvas, therefore one can have a vast amount of information on one board. 
Mind-maps could also be used in presentations due to it’s easy to view and clean approach to presenting information one can show simple steps from beginning to end of either a project or the components within a function. In this case if I was to show my mind-map I have created of software applications and their importance to business. I have been able to present all software applications, show the various functions within the application and with the use of colour coded branches I have been able show a viewer of my mind-map clearly of what each applications ability or use within a business by using colour code to compartmentalize this information.[1][2][3]

Conclusion
I believe mind-mapping is an important tool when it comes to communication weather its working as a team because it allows multiple people to input ideas and for ideas to be visualized. If being used in a presentation one can use colour branches to present an easy to follow and a clean visualisation flow. If it’s just for myself, I could use min-mapping as a step-by-step-guide for a particular plan or project because it allows me for write ideas and display them visually to see a journey from beginning to end and be able to overview of any steps, I need to take in-between. Mind-mapping also allows others you to display plans, projects and instructions that others can easily follow by themselves due to its simple design capabilities it does not need much to understand its purpose. 
                                      









  



Task 2b: Describe mind mapping and explain the benefits


[image: ]
(Click here) to view mind-map 


TASK 3: Office Applications for creating, storing, presenting, and analysing

Task 3a: Explain four office software solutions for business operations

MS WORD
Home 
M
S word (Microsoft word) is a software application that is vital to most if not all business as it is typically used to create documents. MS word focus is text presentation it’s perfect for creating and sending documents such as contract, essays, letters, CVS’s and reports. MS word allows multiple users to view and edit documents and offline creation process makes this application a great choice for any business.
MS word allows users to have full control over document creation as its users can customise every aspect of their document by size, font type, font colour and paragraph size and alignment. One can also use dictate; dictate is an option within MS word that allows users to vocalize the words they wish to type this is a great feature for those who may be slow to type or may find it more convenient. MS add-ins feature users can integrate applications to work within the application and allows one to use multiple applications within the application simultaneously. 
MS word editor feature will be effective for users as it can spell-check whole paragraphs for spelling mistakes and grammar one can use this simply by clicking on words or multiple words that have been underlined red or blue and will be given the opportunity to correct spelling or grammar[4].



[image: ]
This is a screenshot of what a grammar correction may look like

Users can create headings of various sizes to structure documents and even book titles by using these features you then have a collection of title options to create any to all styles of headers and also have the option to re-design edit or create your own from scratch. One can also change the colour of these headers and create header in different fonts; underline, make bold, copy and paste from anything that allows you to copy and paste from.[image: ]Functions that will be found on MS word home option ribbon.

INSERT
In MS word insert option users could insert several elements such as pictures, charts, tables and videos by using these options one can create visualizing documents more depth and referencing. It also grants users the use to connect online links within the document giving it the ability to correlate one’s creation to any outside online public webpage/document. 
Users can also reposition headers within any page of their document individually or collectively. Footers can be placed and edited also page numbers can be placed within reason within document pages.  
Text option allows you to give text more meaning and visual context by using textbox feature one can give more focus to text and give it more of a showcase look giving readers a reason to give it more notice to text you want to be seen. Add a drop cap to give a more professional look to a document by doing this document creators will make the first letter of a paragraph an enlarged letter for the first word. 
By using MS word to create documents one can create signature fields, referencing citations for a bibliography, mailing documents designs and layouts are all possible using this application this will be vital to day-to-day business function functions as it is very divers when creating a document of your choice.


POWER POINT
HOME
PowerPoint is a software application created my Microsoft its purpose is to create professional and concise presentations. The importance of presentations for business is that it allows the presenter to show a vision, plan or intent in a manner that can be immersive and informative. The use of power point can help the viewers get a better understanding of what the presenter has to show. On the home ribbon one will find several functions that allows the user to create pages that will collectively become slide this slide should be clean easy to understand and straight to the point.
To start you will find that on your home ribbon you can add pages to your slide creations and be able to use several layouts that will allow you to place several forms of information on each slide [image: ]This is a screenshot of the layouts of pages you can automatically add to slide presentation.
Each slide presentation gives various combinations that allow users to insert information according to the data that needs to be displayed, slides can also be duplicated, edited and deleted. Fonts can also be changed and resized using the ribbon functions giving the creator multiple options when creating the slide needed to present an immersive presentation. “Shapes” and “arrange” functions allow creators of a presentation to add and create shapes such as squares, triangles or circles and arrange allows the creator to group objects, order objects and align them to their liking needed for a slide[5]. 
Users can use the dictate option to create text using speech allowing users to navigate through the application easily if needed. Add-ins allow the use of other software applications to be integrated withing the applications an add-on application and integrate two separate software’s this is useful when transferring data between two separate applications. The designer function will give users the option to create a more pleasant looking theme by adding a more consistent and uniformed look at each theme or slide during the presentation making it look more professional and giving it a more uniformed feel. Copilot is also a great help; this application allows users not only an abundance of information but works as an assistant to the creator with an AI ability for provide a wealth of information inside and outside one’s computer.
INSERT
PowerPoint insert option offers multiple functions when it comes to inserting information for example a user may insert tables of information. By the insert of simple tables can further add to the visual aspect of a presentation because of the basic rule of tables and that is to separate and organise information. Pictures and stock images are also provided within the application it also provides 3D motion images for a more interactive and eye-catching presentation. Users can insert charts to their presentation this allows a greater visual to one’s presentation.
ANIMATIONS
In the animations option users have the option to show each section of each side this allows the presenter to show information as and when it’s needed to be shown. This give the presenter full control of how much information is show in each slide keeping viewer focus on each section of the slide at the presenter’s pace.

MS ACCESS

MS Access is vital to business due to its ability to hold vast amounts of data instead of using mountains of spreadsheets on paper this is done within a digital real. With the easy-to-use SQL Query interface data can be presented to users by simply asking for it with basic training one could learn how to create, update, edit and delete data from various spread sheets. With the use of relationship users can link/connect various spreadsheet together, but it’s important to keep in mind that before creating one of these spread sheets to plan and ensure information and columns are correct. Otherwise correcting a spreadsheet could cause users to have to re-create a full data spreadsheet from scratch.
HOME
Spreadsheets can be created and are simple to understand using the standard column, row and cell format, tables can also be created using SQL Query. Once users start using SQL managing and finding information in a spreadsheet that could have hundreds or thousands of rows of data will be the only way to gather information and stay sane. “Home” ribbon functions you will find various function such as clipboard that will allow users to copy and paste data to their spreadsheet and a filter section which will allow the viewer to organise information weather, they would like to see data in alphabetical order or for example how many customer orders from largest to smallest. The columns can also be for functions such as to add or to show averages of a spreadsheet columns and cells can be created to correlate with spreadsheets to give users information needed from vast amounts of data[6]. 
CREATE 
As a new user I found myself in the create option a lot creating SQL Query’s has been the best part of my assignment as learning computer language and allowing me to request data using SQL language is vital when organising data.[image: ]This is a screenshot of my own spreadsheet I created and my SQL Query’s.[image: ]
This a screenshot of my “inserts” query of my spreadsheet.
This is the reason why having a digital database record is vital to a business because not only is it more secure than having a paper record database but it’s also available and secure to employees to sort through edit and to update this save time, space and money for business the convenience is unparalleled in its digital advancements and to the way things once were. If time is money, then using a digital database is the only way forward with simple training on how to communicate with a database using SQL teams will be able to manage and maintain vast amounts of data that is private and valuable.  There are many outside threats to a business that hold vast amounts of data so holding information and deciding who gets to handle such data must be restricted and MS Access does this safely and securely with its offline capabilities makes sure that does who are supposed to see the data and accesses and leaves a digital trail of and computer or system that enters a database.

MS EXCELL

MS Excell (Microsoft Excell) is a software application that allows users to store data and create spreadsheets and can turn the information into various types of visual representation of this data in the form of pie charts, bar charts and lined charts. This software application can create various types of tables from a table and give users the ability to calculate or find averages of data that’s been input into tables. MS Excell also allows multiple users to add or update the same data from different computers/locations if needed[7].
HOME
MS Excell’s home option ribbon has multiple functions that allow users the ability to design a spreadsheet and customise every aspect of a spreadsheet. The rows, columns, cells and text can be customized and coloured to user preferences; users can also align long text or numbered information within cells combined with the wrap text function. [image: ]This is a screenshot example of a coloured table of information and a bar-chart created from the extracted data from the table.
The cells functions allow users to create charts that have a more prominent visual aspect allowing users to change the size of rows or columns or to even edit and delete rows, cells and columns. Edit functions allow users to calculate data within the table such as averages, count, percentages and totals.[image: ]This screenshot is an example of calculation capabilities.
MS Excell could also integrate several different applications to use simultaneously withing the application this will allow users to create advances spreadsheet with ease. Users can also use copilot to access vast amounts of information within spreadsheets given creators access to a vast amount of data
 [image: ] 
This is a screenshot example of Add-in application that can be integrated.


INSERT
When in the insert option users can find the pivot table function the allows users to create a table from an existing table but giving the option to pick and choose what information they want to be shown on another worksheet
.[image: ] 
This is a screenshot of a spread sheet I created.
1) Highlight table
2) Click pivot table 
3) This is where you’ll find worksheets





[image: ]This is a screenshot of the pivot table.
1) Select the columns you wish to see
2) Change or edit cell functions and filters

Users can also create charts of this pivot table with just the selected data this will not edit or corrupt any data from the original spreadsheet created. This is a useful function within MS Excell due to the ability to organise data and sort through information needed for a particular chart that a user might wish to create. 
Users also can insert pictures to give tables a more visualization aspect users can also add email addresses and web links that can allow information or contact to sources outside of the software application. This is useful if an employer is creating a spreadsheet for employees contact information and this can be edited, updated or deleted and is very easy to use. Giving the employer the option to contact or create charts or find percentages and averages in real time.











Task 3b. Test any two features
VLOOKUP


[image: ]
Step 1) Type =VLOOKUP(

[image: ]Step 2) write the information within the cell you wish to gain information from this will be your “lookup value” then put a comma =, for each insert. 
[image: ]
Step 3) Highlight the columns you wish to extract data from this will become your “table array” insert.

[image: ]Step 4) In this case I would like to know the annual salary of james I would like the data from column 2/column B so for my “col index num” I will put 2. [image: ]Step 5) “Range lookup” will give two options true = approximate match or false = exact match because I want the exact ammount type false/0.
[image: ]
Step 6) Press enter to and the data will be copied in new cell.

F
or my first demonstration I chose VLOOKUP function key because I believe that it is a great way to find and extract data and gives the ability to create a new table of data from that table, that is specific to what information the user wishes to focus on. If this table was filled with over a thousand rows of data, I would be able to find and extract annual salary’s using this method and it will be less time consuming, and I will have a separate table showing this data.














IF FUNCTION

[image: ]
This a screenshot of a table I created in MS Excell if I wanted to know if my business was UP or DOWN in profit on its second week from its first week of the month this is what I would do. [image: ]
1) First click the cell you will like the results to be shown
2) Click insert function
3) Select “IF” this function “checks weather a condition is met and returns one value if TRUE and another if FALSE”.
4) Click “OK”
[image: ] 5) In this case I would like to know if week 1 was less then week 2 therefore on this spreadsheet is cell B36 less then cell C36. This means that in the logical test text box I would put b36<c36. < =lesser > =more than
6) I’ve asked if value is TRUE then for the result to say UP and if value is FALSE to say DOWN. TRUE=UP and FALSE= DOWN
7) CLICK OK



[image: ]
8) As shown on the spreadsheet week 1 of jan the business made £100.00 and week 2 made £655.00 and the business was up therefore the result is true so my “IF” was true “TRUE=UP” 
9) If I want this result to show for the rest of the spread sheet click and hold on the square box on bottom right highlight of the cell and drag down.
[image: ]
10) This is now showing you if your business was UP/DOWN in week 2 compared to week 1.

This is a very useful method for someone to get quick and overview because a business owner could even get the average or a percentage on how often throughout the year of how many up and down on a week-to-week basis. This application if used correctly can give even further detail and visual aids with the use of charts. 









Task 4. Communication and Collaboration applications

4a. Analyse one contemporary Communication and one Online Collaboration applications/tools

OUTLOOK/EMAIL
O
utlook is an email service that allows you to communicate with other mailing accounts and has many functions within the application software. This is an asynchronous form of communication which means it’s not an instant form of communication such as video call, therefore as a messaging service application it will notify the receiving contact that you have sent an email/message that will be found in the receiver’s inbox. Senders can send a single email to multiple email dresses at one time and individually when mass emailing, senders have the option to attach file this could be to send a word document, pictures, spreadsheets or presentation slides. Senders could also send web links to help direct receivers to a specific page such as a website page for sign-up or forms. 
[image: ]Screenshot of email option when sending 

When mass emailing sender can use two sending options these are CC and BCC when emailing a group of people in the CC receivers are able to see all receivers of the email. When emailing in BCC users cannot see other receivers of the mail this give anonymity to other receivers.
OUTLOOK also can Schedule dates/meeting using a digital calendar this means users could organise meetings. With the use of an email address a user can organise meetings, set the time and length of the meeting.
[image: ]Screenshot of schedule creation within email application.
This communication software is free to use which make it a convenient form of communication for individuals and for businesses sending detailed information and organising meeting between multiple people. 
Because it’s an application for Microsoft windows users have the option to have multiple applications integrated within it such as MS Word, MS Excell and PowerPoint these can be used simultaneously and create an ecosystem to allow that allows you to send, edit, present and move between applications Seamlessly allow users a cohesive workflow between applications.

[image: ]
Screenshot of a few applications that can be integrated to outlook

This emailing application is a great way to communicate with people or businesses and users are able to store messeges and important information. It’s a great way to keep evidence of purchases and contacts, even past conversations are threaded with time stamps that allow useres to have and be able to present as proof of communication. Businesses are also using email addresses to send e-reciepts as proof of perchase and links for customer feedback. Online companies are able to send activation codes to verify users of a customer account and can also send customer feedback surveys even help users of a website a safe and simple way to reset a profile/account password. Outlook saves data in a cloud which means data is not stored within one singular device and can be accesssed from verious different devices simotaniously. Due to the fact it’s a free to use and well known at this time and also a microsoft email application that gives users the ability to intergrate other microsoft applications such as MS Word, Excell and more this make it more then conveinient for users who share data and information personally or within a company setting. Weather it’s a big or small business microsofts email outlook application is a great software for business[8][9].

MICROSOFT TEAMS
TEAMS is a communication software application by Microsoft that is synchronous and asynchronous. Asynchronous means that communication is instant and occurs in real-time such as telephone calls or video calls this real-time communication takes place also long as the other person answers and responds. Teams offers various forms of communication and users can communicate just using voice or voice and video you could also create groups for several different reasons weather it’s for friend, family or work. Teams is great for holding conference calls as it allows users to send and receive data during a video conference call due to its ability to integrate applications within it.
By using an email address users can add people to groups and if the receiver of this invitation accepts the invitation and has the Teams application, they are able to join. This application software is free which makes it free to use by anybody with a device that runs on Windows and is stored in the cloud that makes this form of communication convenient for someone constantly on the move or has multiple devices[10].
Because TEAMS is created by Microsoft this means its apart of the ecosystem this means its simultaneously works well with other applications by Microsoft. There is other third-party application but if we stick to main applications such as MS word, Excell and PowerPoint the workflow is seamlessly integrated, and these applications speak well to each other. This allows users to not only communicate asynchronously vocally or visually but one may also share documents, spreadsheet and presentations asynchronously. This is a whole other level of communication then just phone calls and video calling applications like skype was. This means employers and employees can visually run a company in real-time and not even be in the same country let alone the same building the use of this application for business and the many application that come within the application allows users to be present and productive. Video call can be scheduled ahead of time using outlook due to with relationship with TEAMS plans are able to be made, notifications are sent to users instantly. This saves time for creativity and productivity being in a work environment that allows video calling flexibility with the ability to send documents means employers can hire staff and sign e-contracts in real time.[image: ]screenshot of TEAMS meeting options
1) Meeting option
2) Scheduling meetings 
3) Create links

[image: ]
This is a screenshot of Outlook email schedular that allows you to schedule video call meetings.
Even if you have not added a contact to your emailing schedule one can also add people using the link creator in TEAMS application and even call them directly while in a meeting. Users can be added and removed at any time. Teams is great for instant communication for personal use and business uses to be able to send instant messages, data and documentation and get instant feedback makes it a powerful time saving tool that is beneficial to any business owner and employees. 



























4b. Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application

OUTLOOK
[image: ]
1) To communicate through email click NEW EMAIL 




[image: ]
2) Enter the email adress youll like to send it to
3) Enter the subject of the email
4) Write your email
5) Send email



[image: ]
6) Message received to my other email address inbox
[image: ]
Receiver can reply to this email or forward to another email time and date is shown, therefore this form of communication is reliable and safe within reason in respect to how safe one keeps information safe with a secure password.
















TEAMS

[image: ]
1) Click on teams
2) Join/create teams
[image: ]
3) Click basic teams
[image: ]

4) Click use template[image: ]
5) Choose whether you want private or public chat
[image: ]
6) Choose a team name 
7) Choose description 
8) Click create
[image: ]
9) Add people you wish to join using email or name 
10)  When invitations are sent click add
[image: ]
11) Team group is created 
[image: ]
12) Video call meetings can be started from here also
[image: ]
13) Drop menu allows you to add more members 

[image: ]
14) Multiple groups can be added and managed from teams’ option

Creating a group chat allows collaboration between multiple people allowing creative flow and interaction. This means that teams can present work project get feedback and share ideas, messages are also seen by everyone and archived so members are able to look back on any conversations they may have missed. This is a great way to communicate synchronously and asynchronously due the start meeting option that allows you to start a video call within the chat.
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