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[bookmark: _Toc224144711]Introduction
Software Solutions for Business.
Businesses have shifted from basic desktop tools to intelligent digital platforms that improve efficiency, manage data, and enhance customer service. The drive to reduce human intervention, cut costs, and standardise operations has made software central to how modern businesses run — covering areas like customer management, finance, HR, projects, and communication.
Key categories of business software include management suites (SAP, Oracle), communication tools (Teams, Zoom), CRM, e-commerce platforms, data analytics, cybersecurity, and AI.
For a business owner, these solutions support everything from marketing and finance to recruitment and product distribution — helping create a credible presence both locally and globally.
E-commerce is a major focus area. It refers to buying and selling goods/services over the internet using tools like EDI, websites, digital shopping carts, and payment methods such as credit/debit cards and EFT. E-commerce concerns an internet vendor's website, trading goods or services to the user directly from the platform. The gateway uses a wireless purchase cart or a purchase basket to pay by credit card, debit card or Electronic fund transfer (EFT) [1]. 
  Popular e-commerce platforms include BigCommerce, Shopify, WooCommerce, Wix, and Squarespace — with the piece set to compare WooCommerce and Wix in particular.
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  Fig (1) 
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[bookmark: _Toc224144713]1.1 WooCommerce
WooCommerce is a open-source ecommerce platform plugin that transforms an WordPress site into a fully functional digital or online store. Basically WooCommerce is a tool that transform a WordPress website into a complete shop for selling services and products. The unique platforms allows for you to be in control of your shop as it is open source [2]. An online store using WooCommerce might need help in setting up some technical set up or customisation of the plugin. All in all WooCommerce allows you to adapt your platform to fit your needs.
On a WooCommerce market place, most of the plugins are free but some also are installed with a price. Compared to some other e-commerce sites, it is said to be worth its prices for the services.  
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Fig (1) Typical market place for WooCommerce
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Figs: (2) & (3)
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Why is WooCommerce more attractive that any other e-commerce offering site?. The key features are 
Seamless Product Management. Customers can tweak how muck interaction from customers for physical products, download, different products. In some cases grouped products and subscriptions too. A retailer can decide to sell a production its own or in combination with other products. WooCommerce makes this possible.
Shopping Cart and check out. WooCommerce include a shopping cart system where items are added, removed  and updated in terms of quantity by shop owners.
Third party payment integration: It allows usage for PayPal, and Strip. WooCommerce also supports bank transfers, cash on delivery, Credit and Debit cards.

[bookmark: _Toc224144714]1.2 Wix 
[bookmark: _Toc224144715]Wix as an E-Commerce Platform
Wix started as a cloud-based website builder but has grown into a fully integrated e-commerce platform. It allows anyone, regardless of technical skill to build and run an online store, handling everything from product listings and payments to marketing and performance tracking, all in one place.
At its core, Wix offers a drag-and-drop editor with over 800 templates, more than 120 of which are designed specifically for online retail. Store owners can sell physical products, digital downloads, subscriptions, and gift cards, with built-in tools for managing inventory, product variations, and low-stock alerts. Payments are supported through 80+ providers including PayPal and Stripe with secure, PCI-compliant processing. Sellers can also reach customers across multiple channels like Instagram, Facebook, Amazon, and eBay [3]
Marketing is another strong suit. Wix includes native tools for email campaigns, SEO, cart recovery, loyalty programmes, and even AI-assisted ad creation features that rival platforms often charge extra for. Analytics dashboards give store owners clear insights into sales trends, customer behaviour, and campaign results.
Where Wix truly stands apart from competitors like Shopify is in its design freedom and all-in-one value. Shopify leans on third-party apps to extend its functionality, which adds cost and complexity. Wix bundles most tools natively, keeping things simpler and more affordable especially for small to mid-sized businesses.
While Shopify may edge ahead for large enterprises with complex logistics, Wix strikes an impressive balance of creativity, usability, and functionality for the everyday online retailer.
 I have a personal stake in a fish farm, and used WIX to build a portfolio, MainStream Fish farm
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https://2519267.wixsite.com/mainstream-fish-farm
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Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc224144716]Mind mapping and explain the benefits of using mind mapping in business operations
A Mind Map is a visual, non linear technique representing ideas  or information, starting with a central concept and branching out to sub-ideas or topics. Mind maps help classify ideas, also tools for studying, solving problems and aid decision making. For a business, it boosts operations by improving brainstorming effectiveness, visible project planning, leading to simple actionable plans.
The main use of mind mapping is to create an association of ideas. However, another use is for memory retention—even if the advantages in the case of mind mapping might be marginal (Farrand et al. 2002b). It is generally easier to remember a diagram than to remember a description. Others have suggested, however, that content is more central to learning than the format in which that content is presented (Pressley et al. 1998) [4]. 
   Mind map is an effective tool for capturing and organising thoughts, for this the structure needs to be understood.
· Central focus: There has to be a common goal or focus, to start off with and placed in the middle of the page. 
· Branches: From main ideas, multiple branches arising after deep exploration of the main idea.
· Visual: Graphics or icons representing such ideas helps in focusing and promotes engagement with tasks ahead. Mind mapping has been proven to enhance, and in many cases, transcend the written or spoken word (Eppler & Burkhard, 2007). Higgins (1995a) states that creative methods are fundamental elements in the formulation of strategy. A few of the creative methods Higgins (1995b) describes are in the form of visuals such as storyboarding and graphic facilitation. Higgins further states individuals or groups can benefit from the increased communication and clarity that such practices have been shown to bring about related to organizational change initiatives 
· Flexibility: There are no right or wrong ways to get to the end product, it is non-linear and multidirectional. 
Although mind mapping dates back to the late 1970s, its relevance has grown significantly in today’s environment. This resurgence is largely driven by the constant overload of information from commercials, websites, videos, and print media. As individuals and organizations seek brief relief from this barrage, mind mapping offers a simple, structured way to refocus. By stepping away from digital noise and returning to fundamental thinking processes, it provides a practical means of re-engaging employees and enhancing clarity, creativity, and productivity [5].
Mind maps have helped individuals and businesses reach their goals (Buzan, 2005). Buzan’s (2005) examples of recent success stories include:
· Con Edison, implemented mind mapping to strategize the restoration of power to Manhattan after 9/11.
·  Boeing design engineers brainstorm at meetings using mind mapping
· John Scully, partially responsible for the success of Apple computers, documented his research and ideas for their new look using mind mapping.
· John Scully, partially responsible for the success of Apple computers, documented his research and ideas for their new look using mind mapping
· Mex, a restaurant chain in the United States, was brought back from the verge of bankruptcy using mind mapping [6]. 

Mind mapping tools are available to explore like MindMeister, Venngage, Miro, Mindmup. I will be using one of them.
b. [bookmark: _Toc224144717]Create a mind map of contemporary software applications
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Contemporary Software Application MP.
[bookmark: _Toc224144718]Task 3. Office Applications
0. [bookmark: _Toc224144719]Four office software solutions for business operations
[bookmark: _Toc224144720]MS Word
[bookmark: _Toc224144721]Microsoft Word is a popular word processing program created by Microsoft and included in the Microsoft Office suite. Since its release in 1983, it has become a key tool for creating, editing, formatting, and sharing written documents across academic, professional, and personal contexts.
A major advantage of Word is its intuitive layout, particularly the Ribbon interface, which groups commands under labelled tabs, Home, Insert, Design, Layout, References, Mailings, Review, and View. This organization helps users quickly access tools for text formatting, image insertion, and document structuring [7]. 
The software offers extensive formatting capabilities, allowing customization of fonts, sizes, colours, alignment, and spacing. Functions such as bold, italic, underline, and built-in styles support polished, professional-looking documents. Users can also apply themes and templates to ensure visual consistency.
Built-in proofing tools, including spell check and grammar suggestions, enhance writing quality by identifying errors and offering corrections. These features are valuable for both students and professionals. AutoCorrect further improves efficiency by fixing common typing mistakes as they happen.
Word enables the inclusion of various content types—tables, images, charts, shapes, and hyperlinks—making it suitable for producing reports, resumes, brochures, and more. The Insert tab centralizes these functions for easy access.
Collaboration is supported through tools like Track Changes and Comments, allowing multiple users to review and edit documents simultaneously. Integration with cloud platforms such as OneDrive enables real-time co-authoring, which benefits team-based work in education and business.
The mail merge feature simplifies the creation of customized letters, emails, and labels for large recipient lists, proving especially helpful in administrative and marketing workflows.
For file handling, Word supports multiple formats, including .docx, .pdf, and .txt, with straightforward options for saving, exporting, and printing. Print Preview allows users to check layout accuracy before printing.
Security options like password protection and restricted editing help safeguard confidential content. Accessibility is enhanced through features such as text-to-speech and compatibility with screen readers.
Overall, Microsoft Word remains a flexible and essential application for document creation. Its broad functionality, user-friendly design, and regular updates ensure its continued relevance for individuals and organizations around the world [8].
MS PowerPoint: The Modern Presentation Tool.
Microsoft PowerPoint is one of the most widely used presentation application for both professional and academic environment. It is designed to help users to visually engage and communicate using slides of information. PowerPoint supports majority of elements, text, videos, and animations. 
It has a user friendly interface for both beginners and professional alike. It houses a variety of built-in templates to suit the kind of audience you want. These templates provide a consistent design structure that frees the users to worry about the contents of the slides.

[image: ]Templates
Blank Page you can develop
Home page  interface is simple , yet powerful.
AI assisted design generating tool. Co-Pilot.


The home page reflects very simple imbedded that shows what it says. 
<New> for a blank page for enthusiastic users
<Co-Pilot> gives you the option to set parameters for the presentation and it is generated or just chose from templates available. 

[image: ]
Co-Pilot page offers instructional interface that you can add your preferred parameters from design to theme to topic of presentation contents. Co-Pilot then generates it, The beauty is that you can also edit what is generated, The key is that it saves time. 
The new page offers the same seamless page only without the AI prompt. 
[image: ]
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Tools to reviewing and to record and export into other platforms with sharing options too.
In its core functionality, MsPP operates  slide-based system, a deck is created, individual pages, that combines text and imagery plus data. This provides a visual forerunner for the spoken presentation, helping the audience to grasp what is likely going to be lost in purely verbal presentation. Users can chose as stated earlier from a variety  of professional templates, themes and colour schemes. PowerPoint offers the ability to structure contents logically ensuring a smooth flow of one idea to the next.
PowerPoint has the ability to bring to life through some multimedia function buried in its programming.  High resolution images can  be inserted to visualise data and also it supports video clips and animations. SMART ART graphics allow users to import charts that update in real time, convert plain text  into professional-looking diagrams and hierarchies instantly [9].
Power Point is used in education. Teachers utilise this to deliver their lessons, while student use it to present assignments and smaller projects. In the business world, it plays an essential role in communication and collaboration. Reports, proposals, sales and marketing strategies are presented using this tool. A well designed PowerPoint presentation can sway stakeholder into making critical decisions. 
In a collaborative sense, it is used in tandem with cloud services like Microsoft OneDrive. Multiple users can edit simultaneously on the app, leaving comments and different versions of the updated can be tracked in real time too.
Overloading the slides with too much data or animations can reduce clarity and distract the audience.
PowerPoint remains a dominant force because it user-friendliness to both beginners and professionals as it turns abstract ideas into a long lasting structures and persuasive narrative.  PowerPoint is a milestone in communication media preceded in importance only by paper, the blackboard, the whiteboard, the overhead, and the slide projector [9]. [10]

MS Excel
Microsoft excel is widely uses as a spreadsheet application that forms part of the Microsoft suite package, designed to help arrange, analyse, calculate and visualise data. Ms Excel is used in businesses, to teach in educational backgrounds, finance and also research because of its flexibility [11]. 
It is a grid systems made up or rows and columns, making individual cells whare data can be entered. Since its release, it has evolved offering a range of features that simplifies complex operations and aids productivity 
Key features:
· Sorting and Filtering: Arranging data ascending or descending order, display relevant information based on specific criteria. The assembly of data imputed can be analysed even in larger quantities.
· AutoFill: Data can be filled into cells in related to each other, dates, numbers, or similar text pattern. This is done by dragging the fill handle
· Tables: It can convert data to tables using the imbedded formatting capabilities.
· Calculation and Analysis: 
· PivotTables: summarizes, analyses and present large amounts of data in a meaningful way, allowing a better understanding of how they related.
· There is the Formulas and Functions for automated calculations, e.g. SUM, AVERAGE, IF Statement..)

· Collaboration Tools: Share workbooks with others, allowing multiple users to edit or comment on the same file at the same time. Helps with teamwork and communication. Macros, records and automatically repeats task commonly done on the work book. It also has a powerful AI-powered assistant, Microsoft CoPilot,  that provides support to help users with their tasks.
· Charts and Graphs: Creates and variety of different charts and tables, including pie , bar, line charts. 
· Conditional formatting: Data in a cell can be highlighted, and formatted to produce ranges based on specific conditions.
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Table showing SUM function..
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Average Function
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IF Statement Function
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And Graph inserted.
[bookmark: _Toc224144723]MS Access
[bookmark: _Toc224144724]Microsoft Access is a relational database management system (RDBMS) included in the Microsoft 365/Office suite. It enables users to store data in tables, establish relationships between those tables, and construct queries, forms, and reports to manage and present data. In contrast to Excel, which is worksheet-based, Access is specifically designed for structured data and complex relationships such as one-to-many and many-to-many [12]. 
Key components:
· Tables – where data is stored (like Students, Courses).
· Queries – questions you ask the database 
· Forms – user‑friendly screens for entering and editing data.
· Reports – formatted output for printing or sharing (e.g., mark sheets).
Access is especially effective for teaching database concepts because students can see how tables link through primary and foreign keys and can build SQL queries visually before learning syntax. It supports referential integrity, data validation rules, and input masks, which illustrate real database constraints.
In education and small offices, Access is suitable for:
· Student/employee records
· Inventory tracking
· Simple accounting or library systems
It is not ideal for very large, multi‑user, or web‑scale systems; in those cases, SQL Server or other enterprise DBMSs are preferred. However, for learning and small to medium applications, Access provides a gentle introduction to relational database design, normalization, querying, and interface building, all inside a familiar Microsoft environment.

Steps to set up a database.
The welcome page is similar to that of its contemporary applications in MS Office suite. 

A new blank page you can develop and options of using AI and templates you can edit to your taste.
[image: ]Welcome page as most for applications in the office suite


Clicking on new, it opens a dialogue box for you to start your database. You are required to name the database and possible a folder option to save it.
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After clicking create, a new page is opened, a blank table called Table1 in Datasheet View
[image: ]
[image: ]The field I am using to constitute my data

Right click on Table 1, chose design view, give a name  when prompted. In the field Name, enter, for my purpose, ShopOwners ID and details such as FirstName, LastName etc. And below, via the datasheet view, details are added.
[image: ]Data added and it can also be from external  source, 
Toggle between Design and DataSheet  view


0. Practical demonstration of Two Office Features

[bookmark: _Toc224144725]Mail Merge
Microsoft Word includes a powerful feature called Mail Merge, that allows users to create multiple personalised documents efficiently and fast. This is used commonly to send letters, invitations and emails to many recipients using customised names and addresses. Mail Merge works by linking a main document with a data file, integrated into excel. The data, in most cases are in rows and columns, names (first and last names), emails, addresses to a specific recipient. These fields are the ones inserted into the document.
Practical steps using a Mail Merge.
1. Prepare data, usually on excel spreadsheet and saved.
[image: ]
This is essential as when this is connected to the word documents, the data is easily recognised during the merge.
2. Word document is opened and Mail Merge started via Mailings Tab. We have a choice of Letter, Email messages, labels or envelopes, I chose letters, and then there is the option for auto mail merge wizard

[image: ]
Letter drafted…
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With tools that will connect the document to the data source, the “select recipients tab”, options for new list, existing and or from outlook contact list. Since I have a saved list, I chose the existing list.

[image: ]
..Navigate to where the data source is saved
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Insert merge fields, mine I inserted both the first and last names..
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Data is imported into the documents. Result previewed (a)

[image: ]

Previewed (b)
[image: ]

[image: ]
The next record and Previous Record tabs are used to scroll through different recipients, to ensure that  each name, has the corresponding data. Once everything looks right, Click Finish and Merge

[image: ]

Confirm that it is the correct field from the data source which is the email[image: ]
The right heading for the letter inserted and choose for options for mail format to be an attachment, plain text, or HTML
 [image: ]
Mail Merge combines MS WORD and Date Source (EXCEL) to generate multiple personalised documents. It saves time and consistency when documents are sent are ensured.
In some cases, Mail Merge would require that you have an outlook account for the emails to be sent. I had to quickly register on. It is a seamless process too.
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[bookmark: _Toc224144726]IF Statement
Excel’s IF function acts as a logical test: if a condition proves true, it returns one result; if false, it delivers another. Its basic syntax is  =IF(Condition, True Outcome, False Outcome) . A common example is grading:  =IF(A2>=50,"Pass","Fail")  automates assessment, eliminating manual work.
 
For multi-level criteria, Nested IFs stack multiple tests, such as classifying sales as "Excellent", "Good" or "Poor". However, excessive nesting creates complexity, leading Microsoft to introduce the IFS function for clearer multi-condition logic. The IF function also integrates seamlessly with logical operators AND and OR.  AND  requires all conditions to be met, while  OR  accepts a single match, expanding analytical capability.
 
As a core tool for all users from beginners to data experts, IF statements are vital across finance, HR and operations. They cut errors, save significant time, and serve as the flexible backbone for automated decision-making in spreadsheets.
IF Statement Formula

[image: ]The result with the IF statement is applied







[bookmark: _Toc224144727]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc224144728]One contemporary Communication and one Online Collaboration applications/tools

[bookmark: _Toc224144729]MS Outlook
[bookmark: _Toc224144730]Microsoft Outlook: A Versatile Tool for Communication and Productivity
Microsoft Outlook, developed by Microsoft Corporation as part of the Microsoft Office suite, is a personal information manager widely used for email and organizational tasks. Since its launch in 1997, it has become a staple in both professional and personal settings, combining email, calendar functions, task tracking, and contact management in one unified platform—making it a key asset for efficient daily operations.
Key Features and Capabilities: At its core, Outlook functions as an email client supporting multiple account types, such as Exchange, POP3, IMAP, and Microsoft 365. It offers advanced tools for managing messages, including automated filtering through rules, folder systems, flags, and categorization options, all designed to help users keep their inboxes orderly with limited manual input. These capabilities are especially beneficial in work environments where handling large volumes of email is common.

In addition to email, Outlook’s calendar feature plays a central role. It allows users to schedule meetings, set recurring events, share availability with others, and receive timely reminders. As Boyce (2021) highlights, the calendar’s synchronization across devices and integration with Microsoft Teams have made it a vital tool for workplace coordination. This consistent access across platforms helps users stay on track no matter which device they’re using.
Managing Tasks and Contacts: Outlook also includes a task management system that supports creating to-do lists, assigning due dates, setting priorities, and monitoring progress. This functionality works hand-in-hand with Microsoft To Do, ensuring a consistent experience across the Microsoft 365 environment. The People feature acts as a digital address book, storing contact information, past communication records, and, when linked, LinkedIn profiles helping simplify networking and follow-up communication [13].
Security and Regulatory Compliance: Given the importance of data protection, Outlook incorporates several security measures. These include spam filtering, phishing detection, encrypted email delivery, and support for multi-factor authentication to guard against online threats 
Microsoft Outlook continues to be a fundamental tool for communication and organization. With its broad range of features, strong security framework, and seamless alignment with the Microsoft 365 suite, it remains essential for millions of users around the world.

MS Teams
Microsoft Teams brings together chat, video conferencing, file sharing, and collaboration tools in one place. It allows teams to communicate effectively, whether they are working remotely or in the same physical location. Microsoft Teams (Teams) is a shared workspace that brings many of the collaboration and communication solutions within Microsoft 365 into a focused workspace. It integrates with other solutions from Microsoft, third-party vendors, and in-house development to facilitate faster and smarter working, both within and outside of the organization. Platforms like MS Teams are supporting communication (e.g. chat rooms) and collaboration (e.g. working simultaneously on files) with internal as well as external colleagues and partners (Leonardi et al., 2013) [14]




b. [bookmark: _Toc224144731]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application (Illustrations)
[bookmark: _Toc224144732]MS Outlook

[image: ][image: ]
Setting up MS Outlook, quite simple with the prompts
[image: ][image: ]
Once your details are added, it can detect internet settings automatically or you can manually add it. 
[image: ]What you select in any folder is read here
Depending on what folder you click one, contents are shown here
Folders for inbox, drafts, Spam, deleted item. You can create other customised folders




[bookmark: _Toc224144733]Ms Teams
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Installation is also seamless, once done, you can chat   
[image: ]
  Schedule a meeting via video conferencing. You generate a link within the app to send to you invitees. It gives the date and time.
[image: ]
You can also invite colleagues via your contact list.

.

[bookmark: _Toc224144734]Conclusion
[bookmark: _Toc224144735]Effective business management depends significantly on communication and collaboration, which help unify organizational efforts, foster innovation, and increase productivity. Clear communication ensures that messages are accurately shared across all levels of an organization, enabling employees to understand goals, responsibilities, and strategic priorities. 
In education, Tools like video conferencing, shared digital workspaces, discussion forums, and real-time feedback systems improve student involvement. As a result, learners gain not only subject knowledge but also digital literacy and teamwork skills crucial for success in the modern workforce.
In the corporate sector, By eliminating geographic barriers, they enable remote teams to coordinate seamlessly, manage projects in real time, and maintain continuous information flow. This leads to faster decision-making, improved problem-solving, and stronger team cohesion..
In today’s competitive environment, strong communication and collaboration are essential. The ability to share ideas, feedback, and information efficiently is critical for achieving objectives and staying ahead. Social media has further broadened these capabilities, creating new avenues for organizations to interact with customers and employees alike.
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