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[bookmark: _Toc232436425]Introduction
Software solutions play an important role in modern businesses by improving communication, collaboration, productivity, and data management. Organisations use different software applications to complete daily tasks more efficiently, reduce errors, and support decision-making. This assignment explores the practical use of communication and collaboration software by demonstrating key features and explaining how these tools help businesses improve teamwork, information sharing, and overall organisational performance.
Task 1. e-Commerce Website builders/software solution
E-commerce website builders help businesses create online stores without needing advanced coding skills. These platforms include ready-made templates, secure payment systems, and tools to manage products, customers, and orders. They make it easier for businesses of all sizes to sell products online. Two of the most popular e-commerce website builders are Shopify and Wix. [1]
Shopify
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Shopify is one of the world's leading e-commerce platforms and is specifically designed for businesses that want to sell products and services online. It provides an easy and reliable way to create a professional online store without requiring advanced technical or coding skills. Users can choose from a range of attractive templates and customise them to match their brand, giving their website a unique and professional appearance.
One of Shopify's biggest strengths is its wide range of built-in e-commerce features. Businesses can upload products, organise collections, manage stock levels, process customer orders, and accept secure payments through multiple payment methods. The platform also provides detailed sales reports and analytics, helping business owners monitor performance, understand customer behaviour, and make informed decisions to improve sales.
Another valuable feature is the Shopify App Store, which offers thousands of applications that allow businesses to add extra functions such as email marketing, customer loyalty programmes, product reviews, shipping services, and social media integration. As a business grows, Shopify can easily handle increased traffic, larger product catalogues, and higher sales volumes without affecting website performance.
Shopify is suitable for businesses of all sizes, from small start-ups to large international companies. Its simple interface, secure payment system, and scalable features make it a popular choice for online retailers. Although Shopify requires a monthly subscription and some advanced features may involve additional costs, its reliability, flexibility, and comprehensive e-commerce tools make it an excellent platform for businesses that want to build and expand a successful online store [2].
WIX
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Wix is a popular website builder that provides an easy way for individuals and businesses to create professional websites with integrated e-commerce features. It is especially suitable for beginners because it uses a simple drag-and-drop editor, allowing users to design and customise their websites without needing programming or web development skills. This makes it a good choice for small businesses, start-ups, and people who want to launch an online store quickly.
With Wix, businesses can upload and organise products, manage inventory, accept secure online payments, and process customer orders from one platform. It also offers a wide selection of professionally designed templates that can be customised to reflect a business's brand and style. In addition, Wix includes built-in marketing and search engine optimisation (SEO) tools that help websites become more visible on search engines such as Google. These features can improve online traffic and help businesses reach more potential customers.
Another advantage of Wix is its affordable pricing and straightforward interface, which makes website management simple even for users with limited technical experience. However, while Wix offers many useful tools for online selling, it does not provide the same level of advanced e-commerce functionality as Shopify. Businesses with large product catalogues, complex inventory requirements, or plans for rapid growth may find Shopify a more suitable option. Overall, Wix is an excellent choice for small and medium-sized businesses looking for an easy-to-use platform that combines website design with essential e-commerce features in one place while remaining cost-effective and accessible for beginners [3].

Conclusion
Shopify and Wix are both excellent e-commerce website builders that support businesses in selling products online. Shopify is a strong choice for businesses that need advanced e-commerce features and expect future growth. Wix is a better option for beginners and small businesses because it is easy to use and offers simple website design tools. Choosing the right platform depends on the needs and goals of the business.
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[bookmark: _Toc232436430]2.1 Describe mind mapping and explain the benefits of using mind mapping
What is Mind Mapping?
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A mind map is a visual diagram that shows how different ideas are connected. It begins with one main idea in the centre, and then smaller ideas are linked to it with branches. These branches can also include more detailed points if needed. This layout helps people understand information more clearly because everything is organised in one place instead of being spread across pages of notes.
Mind maps can be drawn by hand or created using software such as X Mind, Mind Meister, or Microsoft Visio. These tools make it easy to edit, update, and share mind maps with other people. Businesses often use mind maps when planning projects, preparing presentations, taking meeting notes, or developing new ideas. They are especially useful during brainstorming because they allow people to see different ideas and how they relate to each other [1].
Benefits of Mind Mapping in Business Operations
One of the biggest benefits of mind mapping is that it helps with planning. When a business starts a new project, there are usually many tasks that need to be completed. A mind map helps organise these tasks into smaller sections, making it easier for everyone to understand what needs to be done. This can improve time management and reduce mistakes [2].
Mind mapping also improves communication within a team. During meetings, employees can add their ideas to the same mind map, allowing everyone to see the discussion clearly. This encourages teamwork because every person has the opportunity to share their thoughts. It also helps avoid confusion, as all the important information is shown in one place.
Another advantage is better problem-solving. Businesses often face challenges that require careful thinking before making decisions. A mind map allows different solutions to be explored and compared. Looking at the problem from different angles helps managers and employees choose the most suitable solution for the business [3].
Mind mapping can also improve learning and memory. Many people find it easier to remember information when it is presented with keywords and connected ideas instead of long blocks of text. Employees can use mind maps to learn new skills, understand business processes, or prepare for meetings and presentations.
Finally, mind mapping can increase productivity. Because information is organised clearly, employees spend less time searching through notes and more time completing their work. This helps businesses work more efficiently and stay organised.
Conclusion
In conclusion, mind mapping is a simple but effective tool that supports many business activities. It helps people organise ideas, plan projects, communicate with colleagues, and solve problems more effectively. It also makes information easier to remember and understand. As technology continues to develop, many organisations use mind mapping software to improve teamwork and make daily business operations more organised. For these reasons, mind mapping has become an important tool in modern businesses.
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What is MS Word?
Microsoft Word is one of the most widely used word processing applications developed by Microsoft and forms an essential part of the Microsoft 365 Office suite. It is designed to help individuals and organisations create, edit, format, and share professional documents efficiently. In business environments, Microsoft Word is commonly used to produce letters, reports, contracts, meeting agendas, invoices, business proposals, employee handbooks, and policy documents. Its user-friendly interface and wide range of formatting tools make it suitable for both small businesses and large organisations. Because documents can be easily customised using templates, styles, fonts, and page layouts, businesses are able to maintain a professional and consistent appearance across all their written communications.
[image: ]
Major Features
One of the main features of Microsoft Word is its advanced document formatting capability. Users can organise information using headings, tables, images, charts, SmartArt graphics, and page numbering, making documents easier to read and more visually appealing. The software also includes spelling and grammar checking, word count, auto-correct, and translation tools that improve the quality and accuracy of written communication. Businesses often use the Track Changes and Comments features when several employees need to review or edit the same document, allowing all modifications to be monitored before the final version is approved. In addition, Word integrates with Microsoft OneDrive, enabling documents to be stored securely in the cloud and accessed from different devices, which supports remote and hybrid working.
Benefits
The use of Microsoft Word provides several benefits for business operations. It improves productivity by reducing the time required to prepare professional documents through the use of built-in templates and formatting tools. Collaboration is also enhanced because multiple users can work on the same document simultaneously, reducing delays and improving teamwork. The ability to export documents as PDF files ensures that formatting remains consistent when files are shared with clients or external organisations. Furthermore, Microsoft Word is compatible with many other Microsoft Office applications, allowing users to import charts from Excel or create reports that include information from other software.
Limitation
Despite its many advantages, Microsoft Word has some limitations. Advanced formatting features and document automation tools may require additional training, particularly for new users. Large documents containing numerous images, tables, or graphics can become slow to load or edit, especially on older computers. In addition, documents may occasionally display formatting differences when opened using alternative word-processing software, which can affect the overall presentation. Although Microsoft Word offers a free web version with basic features, many advanced tools require a paid Microsoft 365 subscription. Nevertheless, Microsoft Word remains one of the most reliable and widely used office applications because it enables businesses to create professional documents, improve communication, and support efficient day-to-day operations.
Reference
[1] Microsoft, Microsoft Word. [Online]. Available: https://www.microsoft.com/microsoft-365/word. [Accessed: 28-Jul-2026].
[2] J. Lambert, Microsoft Word Step by Step. Microsoft Press, 2019.
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What is Microsoft Excel?
Microsoft Excel is a spreadsheet application developed by Microsoft that is widely used for organising, analysing, and managing numerical information. It is one of the most important business software applications because it allows organisations to perform calculations, monitor financial performance, manage budgets, analyse sales data, and produce reports. Businesses of all sizes use Excel to record information, create schedules, manage stock, calculate employee wages, and forecast future business performance. Its flexibility and powerful analytical features make it an essential tool for decision-making in almost every industry.
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Major Features:
Microsoft Excel includes many features that make working with data easier. Users can create tables, use formulas and functions to perform calculations, and sort or filter information quickly. It also allows charts and graphs to be created for better data visualisation. Other useful features include PivotTables, conditional formatting, data validation, and collaboration through cloud-based sharing, making teamwork more efficient.
Benefits:
Microsoft Excel is a powerful spreadsheet application that helps users organise, calculate, and analyse data efficiently. It is widely used for budgeting, tracking expenses, managing records, and creating reports. Excel saves time by performing calculations automatically and presenting information in a clear, organised way. It is useful for students, businesses, and anyone who works with numbers or large amounts of data.
[bookmark: _Toc232436436]Limitation:
Although Microsoft Excel is very useful, it also has some limitations. Large spreadsheets with complex formulas can become slow and difficult to manage. Users who are unfamiliar with Excel may find advanced features challenging to learn. It is also easy to make mistakes in formulas, which can lead to incorrect results if they are not checked carefully. In addition, Excel is not the best choice for managing very large databases or handling highly complex data systems.
Ms PowerPoint
What is Microsoft PowerPoint?
Microsoft PowerPoint is presentation software developed by Microsoft and included in the Microsoft 365 Office suite. It is widely used by businesses, educational institutions, and organisations to present information in a clear, structured, and visually engaging way. Business professionals use PowerPoint to prepare presentations for meetings, employee training, sales pitches, project proposals, financial reports, and marketing campaigns. By combining text, images, charts, videos, and animations, PowerPoint helps presenters communicate ideas more effectively than using written documents alone. The software provides an organised way to present information through individual slides, allowing audiences to understand complex topics more easily.
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Major Features:
PowerPoint offers a wide range of features that enable users to design professional presentations. It includes ready-made templates, themes, icons, SmartArt graphics, tables, and charts that improve the appearance of slides while reducing the time required to create them. Users can also insert audio, video, and animations to make presentations more interactive and engaging. Another important feature is Presenter View, which allows speakers to view their notes, upcoming slides, and presentation timing without displaying this information to the audience. The software also supports collaboration through Microsoft OneDrive, enabling multiple users to edit the same presentation simultaneously and ensuring that updated versions are automatically saved.
Benefits:
The use of Microsoft PowerPoint provides many advantages for business operations. It improves communication by presenting information in a visually appealing format that is easier for audiences to understand and remember. During meetings and training sessions, charts, diagrams, and images help explain complex information more effectively than text alone. PowerPoint also saves time because presentations can be edited, updated, and reused for different audiences without creating new material from the beginning. Integration with other Microsoft Office applications allows users to import tables and charts from Microsoft Excel or text from Microsoft Word, creating consistency across business documents and presentations. These features make PowerPoint an effective communication tool that supports teamwork, employee learning, and decision-making.
Limitations:
Although Microsoft PowerPoint offers many benefits, it also has some limitations. Poorly designed slides containing excessive text or unnecessary animations can distract audiences and reduce the effectiveness of a presentation. Presenters who rely too heavily on slides may fail to engage with their audience, reducing communication quality. Presentations containing large multimedia files may also require more storage space and may perform slowly on older computers. Additionally, while PowerPoint provides a free online version, some advanced design features are only available through a Microsoft 365 subscription. Despite these limitations, Microsoft PowerPoint remains one of the most widely used presentation applications because it enables organisations to communicate information professionally, improve audience engagement, and support successful business presentations.
References 
[1] Microsoft, Microsoft PowerPoint. [Online]. Available: https://www.microsoft.com/microsoft-365/powerpoint. [Accessed: 28-Jul-2026].
[2] J. Lambert, Microsoft PowerPoint Step by Step. Microsoft Press, 2019.
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What is Microsoft Access?
Microsoft Access is a database management system developed by Microsoft and included in selected Microsoft 365 Office packages. Unlike Microsoft Excel, which is primarily designed for spreadsheet calculations, Microsoft Access is specifically developed to store, organise, and manage large volumes of structured information. Businesses commonly use Access to maintain customer records, employee information, product inventories, supplier details, and sales databases. By storing information in related tables rather than spreadsheets, Access improves data organisation and reduces unnecessary duplication, making business information easier to manage and retrieve.
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Major Features: 
Microsoft Access provides several powerful features that support efficient database management. Information is stored within tables that are linked through relationships, allowing users to connect related data while maintaining accuracy and consistency. Queries enable users to search, filter, and analyse information quickly without manually reviewing every record. Forms provide an easy way for employees to enter or update information, reducing data entry errors and improving usability. Reports allow businesses to produce professional summaries of customer information, sales performance, stock levels, or employee records. Microsoft Access also supports macros and automation, enabling repetitive tasks to be completed automatically and increasing operational efficiency. Integration with Microsoft Excel and Word allows information to be imported or exported easily between applications.
Benefits:
The benefits of Microsoft Access are particularly valuable for small and medium-sized businesses that require an affordable database solution. By organising information into related tables, Access reduces duplicate records and improves data accuracy. Employees can retrieve information quickly using queries, which saves time and supports better decision-making. Reports generated by Access allow managers to monitor business performance efficiently and identify trends within large datasets. Because user permissions can be applied, sensitive business information can be protected while allowing authorised employees to access the data they need. These features improve productivity and help organisations manage important information more effectively.
Limitations:
Although Microsoft Access is useful for small and medium-sized databases, it has some limitations. It is not designed to handle very large databases or support many users working at the same time. Users with little database knowledge may find it difficult to create advanced queries and relationships. In addition, Access is mainly available on Windows, which limits its use on other operating systems
References 
[1] Microsoft, Microsoft Access. [Online]. Available: https://www.microsoft.com/microsoft-365/access. [Accessed: 28-Jul-2026].
[2] R. J. Groh, Access 365 Bible. Wiley, 2022.
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Mail Merge is a feature in Microsoft Word that allows users to create multiple personalised documents, such as letters, certificates, or labels, by combining a main document with a data source (for example, an Excel spreadsheet). This practical activity demonstrates the steps I followed to create a Mail Merge letter.

Step 1: Open Microsoft Word and Create the Main Document.
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Step 2: Start the Mail Merge

[image: ]
I selected the Mailings tab and clicked Start Mail Merge. I then chose Letters as the document type.
Step 3: Select the Recipient List
[image: ]
I clicked Select Recipients and chose an Excel file containing the recipients' names and addresses. This linked the data source to the Word document.
Step 4: Insert Merge Fields
[image: ]
I inserted the required merge fields, such as First Name, Last Name, and Address, into the letter. These fields automatically display different information for each recipient. 

Step 5: Finish and Merge
[image: ]
I clicked Finish & Merge and selected Edit Individual Documents to complete the Mail Merge process. Microsoft Word generated separate personalised letters for all recipients using the information from the Excel data source. I checked the merged documents to ensure the names and addresses were displayed correctly. 

Pivot Table

Screenshot 1 – Open Your Data
Step 1: Open the Excel file containing the dataset. Ensure the data is organised with clear column headings and no empty rows or columns.
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Screenshot 2 – Select the Data
Step 2: Highlight the entire dataset, including the column headers, before creating the PivotTable.
Screenshot 3 – Click Insert
Step 3: Go to the Insert tab on the Excel ribbon and select PivotTable.
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Screenshot 4 – Create PivotTable
Step 4: Confirm the selected data range and choose whether to place the PivotTable in a new worksheet or the existing worksheet. Click OK.
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Screenshot 5 – PivotTable Fields Pane
Step 5: The PivotTable Fields pane appears. Drag the required fields into the Rows, Columns, Values, and Filters areas.
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Screenshot 6 – Arrange Fields
Step 6: Organise the data by placing categories in the Rows area and numerical values in the Values area to summarise the information.
[image: ]
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Microsoft Teams 
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Microsoft Teams is one of the most widely used communication applications in modern businesses. It allows employees to communicate through instant messaging, voice calls, video meetings, and group chats. Organisations use Microsoft Teams to improve communication between departments and support remote and hybrid working environments. The platform integrates with Microsoft 365 applications such as Word, Excel, PowerPoint, and Outlook, allowing users to access files and communicate without switching between different programs.
One of the main features of Microsoft Teams is its video conferencing capability, which supports online meetings with screen sharing, meeting recordings, live captions, and virtual backgrounds. Teams also provides channels where employees can organise conversations by projects or departments, making information easier to find. Another useful feature is real-time file sharing, allowing multiple users to access and discuss documents during meetings.
Microsoft Teams benefits businesses by improving communication, increasing productivity, and reducing travel costs through virtual meetings. It also supports secure communication with enterprise-level security and data protection. However, the application requires a stable internet connection, and new users may need some time to become familiar with all of its features.


Google Docs
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Google Docs is a cloud-based online collaboration tool that enables multiple users to create, edit, and share documents simultaneously. It is widely used by businesses, educational institutions, and project teams because it supports real-time collaboration from any location with internet access.
A major feature of Google Docs is real-time editing, where several users can work on the same document at the same time while viewing each other's changes instantly. The application also includes comments, suggestions, and version history, allowing teams to review edits and restore previous versions if necessary. Since documents are automatically saved to Google Drive, users do not need to worry about losing their work due to unexpected computer problems.
Google Docs improves teamwork by making document sharing quick and simple. Team members can collaborate without emailing multiple versions of the same file, reducing confusion and improving efficiency. The tool is compatible with different devices, including laptops, tablets, and smartphones. However, some advanced formatting options available in Microsoft Word are limited in Google Docs, and offline functionality requires prior setup.
Overall, Google Docs is an effective collaboration tool that increases productivity and supports flexible working practices in modern organisations.
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Microsoft Out look
Step 1: Open the University Portal
Log in to the university student portal using your student account. From the dashboard, select the Email tile to open your Outlook email.
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Step 2: Open Outlook Inbox
After Outlook opens, your inbox will be displayed. Click New Mail to start composing a new email.
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Step 3: Create a New Email
Enter the recipient's email address in the  field. Add a subject line and type your message in the email body.

[image: ]
Step 4: Write a description of meeting:
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Step 5: Select "Schedule Send"
From the drop-down menu, click Schedule Send. This allows you to send the email at a later date and time.
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Microsoft Teams
Step 1: Open Microsoft Teams
Launch the Microsoft Teams application and sign in using your university or Microsoft account. Once logged in, the Teams home page will appear.

[image: ]
Step 2: Open the Calendar
From the navigation menu on the left-hand side, click the Calendar icon. This opens your meeting schedule and displays all upcoming events.
[image: ]
Step 3: Click "New Meeting"
In the top-right corner of the Calendar page, click the New Meeting button to create a new meeting.
Step 4: Enter Meeting Details
Fill in the meeting information, including:
· Meeting title 
· Required attendees 
· Date and time 
· Meeting description (optional) 
This ensures all participants receive the correct meeting information.
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Step 7:Meeting Confirmation
The scheduled meeting now appears in your Teams Calendar. Invited participants will receive a meeting invitation and can join the meeting at the scheduled time.
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[bookmark: _Toc232436448]Conclusion
Microsoft Teams and Google Docs are two important applications used in today's business environment. Microsoft Teams focuses on effective communication through messaging, meetings, and file sharing, while Google Docs supports real-time collaboration on documents. Together, these tools improve communication, teamwork, productivity, and flexibility, making them essential for modern organisations.
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