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Introduction

In the "Software Solutions for Business" course, we will learn to analyse and evaluate how software applications are implemented and how they benefit a business within a typical work environment. Technology is a fundamental part of our lives today, from the home with appliances such as refrigerators, televisions, laptops, and phones to transportation, where we use mobile devices to make payments or request rides. Likewise, in the workplace, computers, phones, and the Internet have become indispensable tools for performing our duties.
Microsoft Office is the most widely used suite of applications, and this report will focus on it. Although prior knowledge of these tools is advantageous for obtaining workplace computer skills certification, it is not a strict requirement; these applications are designed so that anyone can learn to use them.
During this term, we will study Word, Excel, PowerPoint, and MS Access. We will document our work using screenshots that demonstrate active use of the tools, accompanied by relevant explanations.
We will also cover e-commerce applications, analyse its benefits and limitations while familiarize ourselves with how it works in practice.
As students, we have various ways to present ideas, projects, or assignments; however, this term, mind maps will be our key allies, and we will learn to create them using specialized websites.
We will foster critical thinking by drafting our own texts based on relevant references and websites. It promises to be a stimulating term, and we will enjoy completing all the activities.
At the end of this report, we have the knowledge to maintain the form ad keep push to the next one 






[bookmark: _Toc232436869]Task 1. E-Commerce Website Builders/software solutions
1.1 [bookmark: _Toc232436870]Wix

[image: ]Wix is a platform where can create a website, the main name is website builder, this tools normally used by the people who do not know how to make programming, create, manage, do coding skills, or have not knowledge about that. This platform has a many different Business Tools for owns business or big companies. Wix has the option to create your platform and design for a laptop view and design in a mobile device view. Wix is the platform where you can obtain a professional product, you can sell our product, create a E-Portfolio, manage your business and growing as well.
The Benefits of using Wix is:
Wix is working with AI (Artificial Intelligence), can help the user to design a specific object that you want to be on the platform.
Create a Specific Design for your Business Can be Sell product, show a E-portfolio, shows records, show your CV, etc. 
 Wix has many Templates to use.
Wix can create DOMAINS of your website.
Wix has a team or specialist that check your website 24/7 to protect your date base, domains, customers, and make sure all the payments going through.
The social media manage tool can help you to development your business with ideas, posting time, etc.
The Data analysis of Wix is the most important part of your business if you want to see the monitor performance of your business website, where you can see the Sales, refunds, the most sell it, the worst sell it and make decision in concept of that. [2]
[bookmark: _Toc232436871]1.2 GoDaddy

[image: GoDaddy Logo Download in SVG Vector or PNG File Format]GoDaddy is Website builder, the most showing characteristic to the customer is create DOMAIN NAME REGISTER and make a space on the internet for your business website, A part of that your email accounts with your brand's custom domain are available to obtain, GoDaddy is the world's largest domain seller. This platform got multiple options of templates to make owns creations, that you can make relation with marketing tools (like post, landscapes), As part of Media Team, there is a section where you can create flyer designs, edit photos, make masks, and much more to share on your social networks and grow your business.

For GoDaddy the security is very important and The platform has a very good customer service to fix any problems in your business. As well the platform has a good action against scammers, SSL certificates to encrypt data and protect visitors.
[bookmark: _Toc232436872]Thanks to its hosting services, GoDaddy keeps the server up and always running; this enhances user security while browsing the site, speeds up platform performance, and enables real-time data saving. Additionally, its website builder allows you to design your site exactly to your liking. Make changes in real time and see the development of the website. This platform offers the option to purchase a membership, with either monthly or annual payment. This facilitates access to more templates, tools, access to better designs. GoDaddy is a platform for business owners who envision a largely digital presence; it allows you to create a unique, one-of-a-kind website for your business.[1]

Task 2. Mind-map of contemporary software applications.
[bookmark: _Toc232436873]2.1Describe mind mapping and explain the benefits of using mind mapping
[bookmark: _Toc232436874][image: ] The mind map is a common tool that can be used in both academic and professional settings. Its primary objective is to generate ideas and determine how to present a topic, enabling the creation of clear, organized work for explanations to colleagues, teachers, or supervisors, as well as for presentations to clients or in a school environment.
The mind map features a simple yet efficient structure that can be divided into two or three parts. The central idea represents the main topic and the subject to be explained; it is typically written in a larger font and perhaps in a different colour, underlined, or in bold so that it stands out from the rest. Next come the connectors, which can be simple lines or words (such as "and," "then," "after," "with," or "a/an"). These elements facilitate comprehension and allow one to follow the map's logical flow. Then there are the secondary ideas or branches, where the text or keywords are placed; this is where one can truly let their imagination run wild. The user has complete creative freedom to design their mind map using a variety of colours and shapes, where we separate the ideas and show to the user that it’s a different part but it still part of the mind map. 
Mind map has a easy structure to know and applicate on our life or job environment.
Mind map has the ability to help the user by improving the memory retention form the theme what they talk about.
In Team environment, Mind maps serve as a shared visual workspace. They make it easier to pitch ideas, align in an only way and make sure everyone share the same focus and objectives. 
Incorporating visual elements such as colour, symbols, spatial layouts and concise key words.
Mind map has freedom to choose, do, white and design your map, that help to user to be creative and encourages his brain.  [1] [2]
2.2 Create a mind map of contemporary software applications.  
[image: ]
[bookmark: _Toc232436875]Task 3. Office Applications
[bookmark: _Toc232436876]3.1 Four office software solutions for business operations 
[bookmark: _Toc232436877]Ms Word
[image: Word De Microsoft Logo]
This application is part of Microsoft Office and is one of the most widely used for creating documents; it offers numerous features, such as creating presentations, editing and making revisions, as well as producing reports, resumes, and much more. It is an excellent tool for drafting text, checking grammar, inserting images, creating charts (such as bar graphs or tables), and collaborating with others in real time. Word can be use in a laptop, computer, Tablet and Phone as well. From all this options of device the best one is the laptop or computer.
Major features
-Word also offers the option to easily change the font colour, size, or paragraph layout.
-We can use the tool; Mail merge is when we create mails(letter) from a table list
-Fix Grammatic errors and suggestions about that.
-Let people to do changes on your document, comment or collaborate to do it.
-We can add photos and changes the format, crop and make like watermark.
Benefits
-It has a task bar where the Menus is that is easy to use and learn quickly
-Word has many options of template like, CV, presentation, letter, etc.
-Share your documents to others and change to DOC, PDF, IMAGE, ETC.
-Has a professional look when you create something.
Limitations
-Word is part of the Microsoft office and to get all this application, you will need to pay a membership fee monthly or annual subscription.
-Word has many tools on the table bar that maybe confused to some customers 
-It’s not used to do calculations or operations like for formula. [4]
[bookmark: _Toc232436878]Ms Excel
[image: Microsoft Excel Logo and symbol, meaning, history, sign.] Excel is also part of Microsoft Office. I would say it is the best choice for companies or businesses, as it allows for the creation of tables and lists, as well as the use of formulas for addition, subtraction, multiplication, division, and other mathematical operations; ultimately, it is highly useful for accountants or anyone wishing to manage their own calculations or earnings. The Excel interface differs from Word's: it consists of cells and columns that form a spreadsheet, making it easy to perform mathematical operations thanks to its clean, organized layout. 
Major features
- Excel is a spreadsheet; its columns and cells make the user's work easier for any task being performed.
- We can say that this application excels at creating tables, graphs, or bar charts to present data.
- This application manages a large amount of data in a spreadsheet. It can store a great deal of information, such as names, addresses, phone numbers, surnames, and more.
Benefits
- We can keep the information clear and organized, and quickly and easily find what we need.
- This application provides quick and simple results for operations or collects data.
- It features numerous tools to maximize sheet utilization and manage it efficiently.
Limitations
- Working with a small amount of data is fine, but when handling a massive volume of information, for example as a country's population, Excel’s performance will be negatively affected.
- the limit of one sheet is 1,048,576 rows and 16,384 columns per sheet
[bookmark: _Toc232436879]- Most of the time, when working with formulas and the result is not what was expected, troubleshooting the problem or finding the error proves very difficult. [3]
Ms PowerPoint
[image: ]
PowerPoint is a powerful tool used to create presentations in various settings, such as business or academic. Presentations can include images and text, and the program offers numerous templates and tools to achieve an attractive result. PowerPoint helps professionals prepare work presentations, meetings, and other events; it is the most widely used tool for creating both professional and academic designs. PowerPoint is an inspiration of new applications like Canva where you can make presentation as well.
Major features
- There are many design tools, ready to use templates, and fonts, as well as a design suggestions option that is very helpful.
- The option to add videos, record audio, and add a screen to the slide is a very useful tool.
- As a presentation tool, we can use animations for text or images, as well as transitions, to achieve a professional finish.
Benefits
-This application is the best for use in an Office and academic environment
-Easy to use and quick to learn as well. 
-The use of interactive elements and animations.
Limitations
-This depends on the user, but text overload makes a poor design to the presentation.
-As Word and excel, the membership fee annually or monthly is a limitation. 
-Make a good job that requires significant extra effort. [2]




[bookmark: _Toc232436880]Ms Access
[image: Microsoft Access logo and symbol, meaning, history, PNG]
Microsoft Access is a desktop-based relational database. It is designed to help individuals and small to medium team’s store, manage, query, and report on structured data without requiring advanced software development skills. Access helps keep track of many things such as student lists or allows you to enter data into systems to keep them updated. This application can be used for a school user, NHS staff. The place needs to have a small amount of data not as much like population of country. 
 Major features
-Organization data and create a space to save all the information.
- Extract, filter, update, or combine data from one or multiple tables using structured criteria.
- Import, export, or link live data smoothly to Microsoft Excel, Word, Outlook, and external SQL sources
Benefits
- It is very easy to combine data with Excel, Word, or other Microsoft Office applications, and to work with both applications at the same time.
- It is very useful in a business or workplace setting, as the company does not need to acquire a server or a corporate database; MS Access is sufficient to meet that need.
- This benefit is geared towards businesses. MS Access can connect to more powerful databases and greatly facilitate the management of increasingly large volumes of data as the company grows.
Limitations
- This application has a 2 GB limit for all the data you add.
- When between 15 and 20 users access the database, the application will run slowly.
-The database security is not very robust compared to a corporate database. [1]




[bookmark: _Toc232436881]3.2 Test any two features 

[bookmark: _Toc232436882]Mail Merge
We Create a Table list in another Excel page
And Save in a folder where you can look after easily









We’re going to do Click in “Mailing”
Click on “START MAIL MERGE”
We’re going to do Click in “Letter” to start the process







Keep in the Mailing 
Click on “SELEC RECIPIENTS”
CLICK IN “USING AND EXISTING LIST” Because we are going to look the table list that you did before.









We Look for the table list that we did before and Select that one.
Click in OK to go to the next step




Click in “OK” after checking all the details 
We click on “EDIT RECIPIENT LIST” to check if everything is okay.

If we click in “Insert Merge Field” we can see all the options to fill up our mails
If we just click in any of the option, we can write more easily and write the mail by using the mail merge.






This is a Example where we can see the use of the tools mentioned above in a email.

  











Click in “Finish& Merge”
Click in “Edit Individual Documents” For open a new tab to manage the next step 
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Click “OK” for next step
Click in “ALL” , with this option you going to create all the page with all the different characteristics 






We can see in this screenshots all the number of the create pages.







IF Statement 
We create a Table list of names, numbers of class marks, exam marks, Total marks  
As you can see, we did a column were said PASS or FAIL, there we going to obtain that result because we applied a formula 








 
 









 

[bookmark: _Toc232436884] You can see in the Red Square what’s the formula we use to get that results.












Task 4. Communication and Collaborations applications
[bookmark: _Toc232436885]4.1One contemporary communication and one online collaboration 
[bookmark: _Toc232436886]Gmail
[image: ]Gmail is a component of google workspace that functions not only email communication client, teacher, family etc. The objective of Gmail is help to the collaborative and team productivity. 
One of the most important in a real life and will be more in the job environment, necessarily communication. 

Gmail has a integrate chat and meet and this help to do any job or acclamation or meet quick and do it with the Gmail interface without switching applications like zoom or others.
Most of the apps will need a Gmail or Hotmail, outlook to Log in. depending on the person which one they choose. 
Gmail has option to do Labels or do advanced filtering to look for an old email o specific email. 
As a part of Google Workspace integration, Gmail has the ability to do direct integrations with other apps like Docs, Google Calendar, Google Drive. Allows to attached files, documents, important date directly to there. 
Gmail is a tool of publications because you can receive offer by there.
It is necessary because people all over the world have access to it; you could say that if you have a Gmail account, you have an ID. [2]

[bookmark: _Toc232436887]Zoom
[image: ] Zoom is an application available on the Play Store, Apple Store, and Microsoft Store. It is highly popular in the business world, as it enables video calls in rooms accommodating anywhere from one to over 200 people. It is particularly useful for offices, as it allows meetings to be scheduled in advance. 
Additionally, it includes a security feature that requires a PIN to access the meeting room.
Zoom features a chat function for sending messages to all participants or to a specific individual.
It also adds a fun element through the option to use reactions or emoticons.
Zoom makes it easy to share the access link.
During the COVID-19 pandemic, schools and universities frequently used this application to conduct classes.
As the meeting host, coordinator, or organizer, you have the option to mute participants, but you cannot activate their cameras; that decision rests with everyone, as users choose whether to turn on their cameras to be seen.
The User can record all the Meeting.
The rest of the meeting or the coordinator can share his screen. 
Ultimately, Zoom is an application that helps improve internal communication and productivity, as well as manage work and define roles more quickly. [1]

[bookmark: _Toc232436888]4.2 Test one feature of a freely available communication (1) and one of a collaboration (1) application  
Microsoft Outlook


As a student, we need to click in our student Portal.







We going to open a new tab or in the same tab.











Click on “New Email to create one”

We get a new tab in the same Outlook.


We are looking for the Email where we want to send it.
We need to fill up the rest as well like Subject, all text, etc. 
After that, we can made a Schedule send o send through.



In this option we can schedule the date to send for tomorrow or other day.


[bookmark: _Toc232436890]






With the word “SHEDULED”
that is meaning its for other time and date.

We click in DRAFT to check the date.









We can add Files, photos, etc from the device or one drive, cloud, etc.
Here is where we add files.








We can see that the email was sent it. 









Google Meet
We open a tab on google and we are looking for Gmail, we will need to Create account or log in 

[bookmark: _Toc232436891]






We will get this screen


[image: ]

We are going to click in “MEET”



[image: ]

[image: ]
Here is where we can create a instant meeting, manage a future meeting, etc. 
We will get this principal screen from Meet

[image: ][image: ][image: ]
We have some tools in these toolbars like, open microphone, open camera, share screen, add emoticons to the chat, The red bottom is to go out to the meeting. 
After click, we will get this screen with the other participates and different options.
This screen is where you will accept to get into the meeting 
Or you can just click in an invitation email, click in the blue bottom 


Conclusion 

By the end of this period, the work proved successful, and the task was completed thanks to the classes provided. We observed, learned to use, and put into practice various Microsoft applications, distinguishing between Word, Excel, PowerPoint, and Access. We also tested features within Gmail, Meet, and Outlook. Our primary goal is to acquire knowledge and build a solid foundation in using all these applications, tools, and websites. Excel is the ideal tool for office or accounting environments; naturally, it requires more time to both learn and apply when managing spreadsheets, numerical data, and formulas. In conclusion, while Excel may prove complex down the line, mastering it is a goal we aim to achieve. We learned how to use mind maps to visualize ideas and put this skill into practice. Mind maps will be widely used in the future for teamwork and for explaining ideas with greater clarity. References will be an important part of our learning process, as we will use them frequently and correctly apply what we have learned to our documents. Finally, we are gaining a great deal of knowledge from various sources, and I feel very optimistic about the upcoming term.
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% This message is in Welsh Translte to English || Never transiate from Welsh

[RHYBUDD: Deilliodd yr e-bost hwn o du allan i system E-bost Prifysgol Cymru Y Drindod Dewi Sant. Peidiwch ag ateb, na chicio ar ddolenni nac agor atodiadau oni bai eich bod yn adnabod cyfeiriad
e-bost yr anfonwr ac yn gwybod bod y cynnwys yn ddiogel.

WARNING: This email originated from outside University of Wales Trinity Saint David's Email System. Do not reply, click links or open attachments unless you recognise the sender's em:
and know the content is safe.

address

XY Prifysgol Cymru
N ¥ Drindod Dew Sant

) University of Wales
Trinty Saint David

Helo Bryan Omar Borja Cerda,

Diolch am gysyltu & Thim yr Hwb. Eich cyfeimod ar gyfer eich ymholiad yw
HWB0027119

Gallweh hefyd glicio yma i weld y diweddariadau ar eich ymholiad
Bydd aelod o'r tim yn ymateb f'ch ymholiad yn ystod yr oriau hyn:
Dydd Liun i Ddydd lau 8:30yb - 5.00yp

Dydd Gwener 8:30yb — 4.30yp

Hello Bryan Omar Borja Cerda,

Thank you for contacting Hwb Team. Your reference number for your query is
HWB0027119

You can also click here to view updates on your query.

A member of the team will respond to your query during these hours

2 (No subject) X
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Hello Bryan Omar Borja Cerda,

Thank you for contacting Hwb Team. Your reference number for your query is
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You can also click here to view updates on your query.

A member of the team will respond to your query during these hours
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