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[bookmark: _Toc237131458]Introduction
Business software transforms daily tasks into a more understandable and easier way of working. An e-commerce site can allow a small organisation to sell goods, a mind map can be used to organise ideas, office packages can be used to create and analyse information and communication tools can be used to interact with individuals in other locations. The present report considers examples in each field and takes into account where they can be applicable and where they are likely to cause issues. It also captures the hands-on exercise of Word Mail Merge, Excel IF, Outlook email and Microsoft Teams meeting. The applied work was done in a student setting, and there were no customer records of a business.
[bookmark: _Toc237131459]Task 1. e-Commerce Website builders/software solutions
[bookmark: _Toc237131460]1.1 Wix
Wix is a hosted webpage builder with an in-built e-commerce service. The user can start with a template or an AI-generated layout and begin altering pages with a visual editor without programming. The store tools are product pages, product variants, collections, stocks, orders, shipping, tax settings, discounts and online payments. Wix also permits social and marketplace selling, carts and cart reports inside the same dashboard. Its official feature list states that stock can be handled and coordinated across the sales channels [1]. This is important to a small retailer since a sale on one channel will decrease the stock that will be displayed elsewhere.
[image: ]
Figure 1: Wix eCommerce web designer page [1].
Procedures to be used: A web browser was opened and wix.com was visited. The top menu of the homepage was clicked, where eCommerce was selected and clicked on Get Started which opened the store builder. Next the visual editor loaded, displaying the drag-and-drop page designer that is employed to create the online shop.
[image: ]
Figure 2: Wix Product Making
How it was done: it was within the Wix dashboard, Store Products on the left-hand menu, and Add Product was clicked. The price, description and photos of the product were then typed and inserted into the blank product page fields, and Save was pressed.
[bookmark: _Toc237131461]1.2 Shopify
Shopify is an online-based selling platform created with the concept of selling in-store and online. One administration area allows a merchant to choose a theme, make product and variant records, manage inventory, accept payments, organise shipping, make orders and view sales reports. Shopify additionally links products and orders happening on online sales, and Shopify POS interconnects store activity and face-to-face activity. According to the company, the platform is a single selling platform whether online or in-person [2]. The marketplace of its application adds the extension of the core service with subscription, marketing, accounting, fulfilment and customer service tools.
Shopify's strongest benefit is its commerce focus. The checkout workflow, order workflow, inventory tool and ecosystem can keep a business going as the volume of orders increases. Central records also provide a better picture of products, customers and sales channels to the managers. The subscription is, however, just a part of the cost. Additional fees such as the premium themes, the paid applications, the payment fees and the developer fees may add up. A store with numerous apps can also experience overlapping functionalities, sluggish websites or multiple vendor agreements. Any changes to themes other than the standard editor might require familiarity with the Liquid language of Shopify. Shopify is normally the better option between the two in case of a product-based or multichannel retailer, whereas Wix is more often simpler in case of a small-scale, design-oriented business that sells in addition to other facilities.
[image: ]
Figure 3: Page of a commerce platform Shopify [2].
Procedure: The web browser was opened, and Shopify.com was accessed. A click on Start free trial appeared at the homepage, and when the sign-up details were filled in, the store administration area appeared, displaying the default dashboard where it was possible to manage the products and orders.
[bookmark: _Toc237131462]Task 2. Mind-map of contemporary software applications
[bookmark: _Toc237131463]2.1 Describe mind mapping and explain the benefits of using mind mapping
A mind map is a visual means of organising information that revolves around a single subject. The central point is in the middle. Major themes are presented on thick branches and minor ones on small branches, dividing each theme into related points. The structure can be scanned easily using short words, colours, symbols and images. Mind Meister explains the process as a core concept that expands around, in branches [3]. The map (as opposed to a long list) displays the entire topic as well as connections between its parts.
The worth of such visual structure is corroborated by research. A 2025 systematic review discovered that mind maps could be used to facilitate knowledge organisation, conceptual understanding, problem-solving and engagement, particularly when the maps are self-created [4]. Such advantages can enhance business choices as the absence of links and redundant work is less difficult to observe. There are limits. A compressed map might be more difficult to read than a brief text, and colour might not be usable by some users.
There are four easy steps that a business session can take. The facilitator starts by firstly, writing a single question in the centre that is clear and not ambiguous, e.g., how to improve customer response time. Second, the group forms major branches in the people, process, technology and measurement. Third, there is no quick judgment as the members of the team contribute causes, ideas and links. Lastly, the team identifies the best options and follows through on actions agreed upon in a project plan.
[bookmark: _Toc237131464]2.2 Create a mind map of contemporary software applications
[image: ]
Figure 4: Mind map of modern software in running a business.
Procedures: A mind-map program was launched and a blank map was created. The main concept (modern business software) was entered in the middle box first. Next to the centre, the + icon was clicked to form each of the main branches, and again on each of the main branches to add the smaller, related points beneath it.
[bookmark: _Toc237131465]Task 3. Office Applications
[bookmark: _Toc237131466]3.1 Four office software solutions for business operations
[bookmark: _Toc237131467]Ms Word
Word processing software such as Microsoft Word is used in writing letters, reports, policies and other business-related documents. Its primary tools include text and page formatting, styles, tables, pictures, charts, headers, footers, references and printing. Templates accelerate repetitive tasks, whereas styles maintain headings and the body text. It can be reviewed with Track Changes or comments, and files in OneDrive or SharePoint can be co-authored. Word also has Mail Merge that is used to create personalised letters, labels and emails based on a data source. These functions of Microsoft are grouped as document creation, layout, collaboration and mail merge [5].
The presentation is under control in the business advantage. A team may come up with a professional document, use accepted words and save the output as a PDF. Good quality is also enhanced with the use of search, spelling and accessibility tools. The primary constraint is that Word is not a data-based but page-based app. Document numbering: Timed documents can break numbering, differing styles or clumsy page breaks when users make changes using manual formatting. Real-time editing relies on proper cloud storage and authorisation, and complicated forms or big data are simpler with a database or expert system.
[bookmark: _Toc237131468]Ms Excel
Microsoft Excel: Microsoft Excel is a calculation application for lists, budgets, forecasts, and data analysis. The values are entered in the rows and columns of a worksheet, and these are converted by the use of formulas and functions to give results. Users can manage records with the help of tables, sorting, filters, conditional formatting and data validation. Patterns are displayed in the form of charts. PivotTables have the ability to compute, sum up and contrast extensive lists, so patterns are simpler to observe [6]. More Excel work can be done using Power Query to import and clean data, or data models to relate related data.
Excel is adaptable and well-known, and a manager can experiment with a prediction or create a dashboard without having to acquire a new system. It can be used to perform brief analyses, cash planning, stock summaries and tracking performance. It is also a risk due to its flexibility. A formula may be copied wrongly, a value may be copied to a formula, or two individuals may have different versions of the same document. Bulky workbooks can prove to be cumbersome and hard to audit. Access controls are also required on sensitive information. Validation and protection of cells with formulas in the important spreadsheets should be applied, and ownership and verification with the original important data should be maintained.
[bookmark: _Toc237131469]Ms PowerPoint
Presentation of information is done in Microsoft PowerPoint in a series of slides. It involves a combination of text, images, charts, tables, audio and video. The design is controlled by Themes and Slide Master, and the appearance of material is controlled by transitions and animations. Delivery is backed up with Speaker notes, Presenter View and rehearsal tools. It is also possible to record a presentation or share it and comment and co-author. The existing PowerPoint tools listed in Microsoft include design, media, collaboration, Presenter View and Speaker Coach [7].
Communication is the focal advantage. Instead of having to read a lengthy document, a short visual narrative can turn a proposal, training session or an update on a performance into easier-to-digest information. Diagrams and charts assist an audience in realising comparisons within a short period. The slides can, however, simplify a complicated issue. The message is difficult to get due to excess text, ornamental animation or tiny graphs. A presenter can also use the slides other than describing the evidence. An effective business presentation must have one point on a slide, display readable images, convenient colour selections and should have a separate document when detailed evidence is needed.
[bookmark: _Toc237131470]Ms Access
Microsoft Access is a desktop relational database software. It keeps structured records in tables and relates them by way of relationships. Existing data is selected and obtained or calculated by query. Forms provide users with a structured means of entry and modification of records and reports with a structure that can be printed or reviewed. According to Microsoft, the significant components of an Access database are tables, queries, forms and reports [8]. Macros and Visual Basic have the capability of automating repetitive procedures, and Access can also import or connect with other sources like Excel and Server databases.
[bookmark: _Toc237131471]3.2 Test any two features
Sample data was used to test two functions: Word Mail Merge and Excel IF. Mail Merge was selected as it is used to merge a standard document with a list of recipients. The reason why the IF function was selected is that it converts a given business rule into a formula that is possible via a worksheet.
The screenshots are stored in the sequence that the work was reviewed in. They display the original data, the executed command and the resulting data. There should be no personal information about customers included in that evidence used in business. A brief test record must include the date, software version, sample data and expected outcome. In case of a wrong result, a user can repeat the procedures and locate the point of the problem. This is particularly necessary when a template or formula will be used by other staff, since a single mistake will not be noticed and thus will impact a great number of letters or records.
 
[image: ]
Figure 5: Practice workbook of Excel to revise logical and lookup functions.
Procedures used: Excel was opened and the practice workbook was opened in the saved folder. To access the different practice exercises, the ribbon button on the top of the screen (Formulas tab) was then clicked and the sheet tabs at the bottom of the screen (IF Function, VLOOKUP-Approximate, VLOOKUP-Exact, COUNTIF) were then clicked on.
[bookmark: _Toc237131472]Mail Merge
The recipient list was set up with individual columns of title, first name, surname, address, postcode and province. Word Mailings > Start Mail Merge was chosen, and Select Recipients and Use an Existing List were chosen. A standard offer letter was then merged with a standard offer letter. Preview Results: It was confirmed that each record gave out a distinct name and address. According to Microsoft, Mail Merge connects a source of information with a primary document and scatters individual data in the right areas with the help of merge fields [9].
[image: ]There are two ways in which the output should be checked. First, the layout test will ensure that text is not forced to the incorrect location because of long names and addresses. Second, data validation will be made to ensure that every field is that of the right individual. In the case of an actual campaign, duplicate records and individuals that do not need to be contacted should then be eliminated prior to the merge. The last letters may be stored to another file or printed, whereas the master template and the source list are not changed. This division offers an easy audit trail and facilitates the subsequent run to be repeated.nafisa

Figure 6: Ready sample recipient data ready to be printed.
Procedures used: a new blank Word document was opened. The Insert tab was clicked, then Table was clicked and a table with seven columns was drawn (title, First name, surname, address, Postcode, Province). The information of each recipient was entered into the rows and the file was saved so that it could be taken as the source of data in the mail merge.
[image: ]
Figure 7: The Mail Merge type of document is chosen in Microsoft Word.
Procedures used: The Mailings tab on the ribbon was selected. The Start Mail Merge button was clicked in the Start Mail Merge group which brought out a drop-down list of document types (Letters, E-mail Messages, Envelopes, Labels, Directory, Normal Word Document). Normal Word Document had been clicked, as only one letter template was required.
[image: ]
Figure 8. Relating Word with the prevalent list of recipients.
Procedure: The Select Recipients button was selected in the Start Mail Merge group, still on the Mailings tab. An option, Use an Existing List was selected on the options list and the already saved recipient table was located and opened in the new file browser window that opened, associated with the letter.
[image: ]
Figure 9. Using the chosen records in the Mail Merge Recipients dialogue.
Steps followed: once the recipient list file was opened, Word automatically displayed the Mail Merge Recipients dialogue box. The tick boxes next to each row were checked to confirm which records to include in the merge, and the OK button in the bottom-right corner was clicked to confirm the list and close the box.


[image: ]
Figure 10: Personalised letter produced by the Mail Merge preview.
Procedure: the cursor was placed in the letter where all the information was required and then the Click on the Mailings tab and the Insert Merge Field button was used to add the fields (First name, address and Postcode). The next thing then was clicking Preview Results which replaced the field codes with the actual details of a real recipient to enable the completed letter to be previewed before printing.
[bookmark: _Toc237131473]IF Statement
The second test utilised a basic Excel decision rule. The formula was also easy to read and audit because it was in a separate total column. The source marks were verified with the results after copying the formula to the rest of the rows.
The worksheet had in it the class marks, exam marks, a total and a remarks column. This was calculated by summing up. The rule was typed in the remarks column, and it was =IF(F2>=50, Pass, Fail) and duplicated; this was done down the column. The IF function of Excel is used to do a logical check and give out one result in case of a true test and give out another result [10] in case of a false test. Here, totals of 50 or above will return Pass, and the smaller totals will return Fail.
The output was automatically changed with a mark change, and this is a quicker and more reliable way of writing up the results than typing every one. The screenshots demonstrate why validation is important as well. The sample total of one sample was more than 100; hence, the component cells should be restricted to their allowable limits. Spelling and capitalisation should be consistent, and blank or non-numeric cells should be addressed before reporting the result. Additional options in a business version might include AND, IFERROR or validation rules, but the simple IF test was sufficient to demonstrate the option.
[image: ]
Figure 11: Output (Pass or Fail) after IF formula copied down.
Procedures: Excel was used and the student mark sheet was typed in and columns were created of student number, first name, last name, class mark, exam mark, total and remarks. The following formula was typed in the first cell of the remarks column and the Enter key was pressed: =IF(F2>=50, pass, fail). The cell was again selected and the small fill handle in the bottom-right corner was dragged down the column to paste the formula to all the rows.

[image: ]
Figure 12. Checking totals and IF references checked using formula view.
Procedures: the worksheet remained open so that, when clicking on the ribbon, the Formulas tab was selected and the Show formulas was selected in the Formula auditing group. That changed the display of the calculated results to the real formula (which each cell contains), allowing the IF statement and cell references in each row to be verified.
[image: ]
Figure 13: Another worksheet check that presents a conditional shipping outcome
Procedures: A sheet tab at the bottom of the same workbook was then clicked to navigate to a second worksheet. A similar IF formula was typed into the Shipping column to work out a delivery charge, and it was copied down the column in the same way, by dragging the fill handle at the bottom-right corner of the cell.
[bookmark: _Toc237131474]Task 4. Communication and Collaboration applications
[bookmark: _Toc237131475]4.1 One contemporary Communication and one Online Collaboration
[bookmark: _Toc237131476]Microsoft Outlook
Microsoft Outlook is a communication program that integrates e-mails, calendars, contacts and tasks. Users are able to send and receive messages, copy other recipients, add files, create folders and sort emails and search previous conversations. Messages can be put in order by rules and flags, and reminders can assist staff to follow important work. Outlook also facilitates scheduled emails and meeting invitations. Depending on the required access, files can be attached to a computer or shared in OneDrive [11]. It links its messages, documents, and appointments to a single working environment in collaboration with Microsoft 365.
[bookmark: _Toc237131477]Microsoft Teams
Microsoft Teams is a chat, meeting, call and shared work online collaboration tool. Employees are also able to have a one-on-one or a group discussion, form project channels, share files and collaborate on Word, Excel and PowerPoint documents. Meetings consist of audio, video, screen sharing, chat, reactions, and a raise-hand feature. It is possible to arrange a Teams meeting via Outlook, and it will be visible in both the Teams and the Outlook calendars [12]. Such a connection holds the invitation, meeting link and the attendee list.
[bookmark: _Toc237131478]4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application
[bookmark: _Toc237131479]Microsoft Outlook 
[image: ]The communication feature that was tested was a scheduled email in Outlook with an attachment. The student portal was opened, and New Mail was chosen. The recipients were inserted, the report file was attached by clicking on Insert > Attach file and the arrow next to Send was selected by clicking on Schedule send. Outlook has been updated to support local files and attachments with OneDrive and links. The date/time was verified and the message was saved in the Drafts until it was ready. This test indicated that a message can be prepared and then at a more appropriate time it can be delivered [11]. The last verifications must include the recipients, the subject, attachments, permission to share and time.

Figure 14: To open the Outlook mail.
Procedures used: a web browser was opened and the university portal student sign-in page was opened. It was logged in by entering the student username and password, after which the dashboard opened, and Outlook was opened by clicking on its Inbox tile.
[image: ]
Figure 15: New mail
Procedures taken: after opening Outlook, I clicked on the New Mail button located at the top-left corner of the screen. This opened a blank message window, ready for the recipients, subject and message text to be typed in.
[image: ]
[image: ]
Figure 16: With the Insert tab, a report file can be attached.
Procedures: When the new message was opened, the Insert tab was then clicked at the top of the message window. Attach file button was then hit, Browse This Computer was chosen in the list and the saved on the computer report document was located and clicked to add it to the e-mail.
[image: ]
[image: ]

[image: ]
Figure 17: Schedule mail.
Procedures: the message, recipients and attachment were prepared, and the little drop-down arrow next to the Send button was clicked and Schedule send was chosen in the drop-down menu. In the Set custom date and time box that appeared, a date was selected via the calendar and a time was selected via the drop-down, and Send was pressed to confirm the scheduled time.
[image: ]
Figure 18: Draft mail.
Steps used: a folder list on the left-hand side of the screen was clicked on (Drafts). Since the message was scheduled, but its send time had not yet reached it was reported here as a draft saved.
[image: ]
Figure 19: After scheduled-email-test Inbox in Outlook.
Procedures to be followed: after the intended time was reached, the Inbox folder on the left-hand folder list was clicked to verify that the message was no longer in Drafts and had been sent successfully.
[image: ]
Figure 20: Organising a new event in the calendar and verifying the time slot.
Procedures implemented: The Calendar option in the left navigation bar of Outlook was clicked on. A new event was then clicked to open a blank event form, a title typed in, the date and time start/end set and the Teams meeting toggle switch turned on to automatically add a Teams link.
[image: ]
Figure 21: Inviting people and making it possible to meet in Teams.
Procedures used: Within the same new event window, clicking the Invite attendees box would type and select the name of each participant on the suggestions list. Their free/busy status was verified on the scheduling grid on the right-hand side when sending the invitation.
[image: ]
Figure 22: The event that is finished is reflected on the Outlook calendar.
Steps followed: the Send button was clicked to send out the invitation and close the event window. Again, Calendar view was reopened by clicking the Calendar icon to ensure that the meeting had been added to the appropriate time slot on the appropriate day
[image: ]
Figure 23: Teams pre-join screen: This is to check the audio and camera settings.
Procedures used: I clicked on the Join button of the calendar event (or the meeting link within the invitation email). This launched the Teams pre-join screen, and the camera and microphone icons were shown to turn the camera and microphone on or off, and the Join now button was shown to join the meeting.
[bookmark: _Toc237131480]MS Teams
The collaboration aspect that was tested was an online Microsoft Teams meeting. An Outlook calendar event was created, the participants were invited, the Teams meeting option was turned on and the availability was checked prior to sending out the invitation. According to Microsoft, a Teams meeting that is arranged in the Outlook calendar is visible in both calendars [12]. The meeting link provided an option of pre-joining a screen on which audio and camera settings were reviewed. During the meeting, the participants could see each other in the gallery and chat, use reactions and use the raise-hand control. The screenshots verify that scheduling, joining and live participation were confirmed to be working.
[image: ]
Figure 24: Live Teams meeting with the gallery of participants and their responses.
Procedures used: clicking on Join now resulted in the meeting being started in gallery view automatically, with all participants who joined displayed on a grid of tiles. The Reactions button on the meeting toolbar was clicked to test sending a reaction during the call.
[image: ]
Figure 25: Galleries of Teams with a participant camera feed.
Instructions implemented: the gallery was automatically updated as the cameras were turned on and off when it was still connected to the live meeting, so every tile could be checked to ensure that the video was showing properly to the participant.
[image: ]
Figure 26: Short-group Teams meeting to ensure live attendance.
Practices pursued: a follow-up, smaller Teams meeting was also attended via the same process, through clicking on the meeting link and using the button Join now, to ensure live attendance and the gallery view was confirmed with a reduced number of participants in the call.


[bookmark: _Toc237131481]Conclusion
The four software segments aid various aspects of business. Wix and Shopify reduce the technical cost to online sales; however, the most suitable option hinges on the size, design requirements and business sales model. Mind maps assist individuals in comprehending relationships and pulling together preliminary thoughts, even though definitive data is yet to be obtained prior to decision-making. Word, Excel, PowerPoint and Access develop, analyse, display and store data but with their flexibility comes the need to format them carefully, validate and control access. Outlook and Teams keep communication within the boundaries of various locations, as good habits of communication and security are critical. The same trend was demonstrated by the practical tests. Mail Merge, IF, scheduled email and online meetings also save time as the data, recipients and settings are verified prior to taking the ultimate action.
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