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Task 1. e-Commerce Website builders/software solutions

1. Shopify:

Shopify is one of the most popular and widely used e-commerce website builders in thes
market. It provides a comprehensive platform for creating and managing online stores. With
its user-friendly interface and powerful features, Shopify allows users to build their e-
commerce websites without any coding knowledge. It offers a wide range of customizable
themes and templates, enabling businesses to create a unique and visually appealing online
store. Shopify also provides various tools for inventory management, order processing, and
customer engagement. Additionally, it offers integrated payment gateways, secure hosting,
and mobile optimization, ensuring a seamless shopping experience for both customers and
merchants. With its extensive app store, Shopify allows businesses to expand their
functionality by integrating with third-party apps and services. (Sohaib, O., De Aguiar, E. and
Hussain, W.,2018)

2. WooCommerce:

WooCommerce is a popular e-commerce plugin for WordPress, making it a preferred choice
for businesses already using the WordPress content management system. It provides a
flexible and customizable platform for creating online stores. WooCommerce offers a wide
range of themes and extensions thatgpan be used to design and enhance the functionality of
an e-commerce website. It providesgtures for managing products, inventory, and orders,
along with integrated payment gateways and shipping options. WooCommerce also supports
various marketing and analytics tools to help businesses track their performance and
optimize their online stores. As an open-source solution, WooCommerce provides users with
the freedom to customize and modify their websites as per their requirements. (Abdullah,
E.N.,2021)

3. BigCommerce:

BigCommerce is a rohpst e-commerce platform that offers a range of features for building
and managing online stores. It provides a drag-and-drop website builder that simplifies the
process of creating a visually appealing and responsive e-commerce website. BigCommerce
offers a variety of customizable themes and templates, along with built-in tools for product
management, inventory tracking, and order processing. It also integrates with multiple
payment gateways, provides advanced shipping options, and supports various marketing and
SEO features. BigCommerce offers a scalable solution, allowing businesses of all sizes to
grow and expand their online presence. It also provides a secure hosting environment and
ensures compliance with industry standards. (Afzal, A. ,2021)

g\ese are just a few examples of contemporary e-commerce website builders and software
solutions. Each platform has its own strengths and features, so it's essential to assess your
specific business needs and goals before selecting the most suitable option.




Task 2. Mind-map of contemporary software applications

a. Mind mapping is a visual technique used to organize and represent information in a
hierarchical and interconnected manner. It involves creating a diagram that branches out
from a central idea or concept, with subtopics and related ideas branching out further. The
main idea is placed in the center, and supporting ideas are connected through lines or
branches. (Burgess, J. and Bruns, A.,2012)

Benefits of using mind mapping in business operations:

1. Idea Generation and Organization: Mind mapping allows businesses to brainstorm and
generate ideas more effectively. It helps in capturing and organizing thoughts, concepts, and
relationships in a structured and visual manner. This aids in identifying connections between
different ideas and developing comprehensive strategies or plans.

2. Enhanced Creativity and Problem Solving: Mind mapping stimulates creativity by
providing a flexible and non-linear approach to thinking. It encourages the exploration of
different perspectives, connections, and possibilities. This can lead to innovative solutions
and approaches to problem-solving.(Buzan, T., & Buzan, B. ,1996)

3. Improved Communication and Collaboration: Mind maps serve as a visual representation
of complex information, making it easier to understand and communicate ideas within
teams or across departments. They facilitate effective collaboration by providing a shared
platform for brainstorming, planning, and decision-making.

4. Efficient Information Retrieval: Mind maps act as a visual memory aid, allowing businesses
to organize and retrieve information more efficiently. The hierarchical structure and visual
cues enable quick navigation and easy access to relevant information. (Novak, J. D., & Gowin,
D. B.,1984)

5. Project Planning and Management: Mind maps are useful for planning and managing
projects by breaking down tasks, assigning responsibilities, and tracking progress. They
provide a holistic view of project components, timelines, and dependencies, helping teams
stay organized and focused on achieving goals.




b. mind map




Task 3. Office Applications for creating, storing, presenting, and
analysing information/data

a. Four Office Applications for Business Operations:

1. MS Word:
Introduction:

Microsoft Word, commonly known asﬁs Word, is a popular word processing application
that forms an integral part of the Microsoft Office suite. It has become a staple ol for
businesses, students, and individuals alike due to its versatility and ease of use. In this
article, we will explore the major features, benefitgsand limitations of MS Word as a
software solution for various business operations.(Garnier-Allain, A., Pressnitzer, D. and
Sergent, C.,2023)

Major Features of MS Word:

1. Word Processing and Formatting:

MS Word offers a wide range of text formatting options, making it easy to create
professional-looking documents. Users can adjust font styles, sizes, colors, and apply various
formatting features like headings, bullet points, and numbered lists.

2. Document Coljghaoration:

With MS Word's real-time collaboration features, multiple users can work on the same
document simultaneously. This fosters efficient teamwork, as changes are updated in real-
time, and comments can be added for better communication.

3. Temnplates and Themes:

MS Word provides a plethora of pre-designed templates and themes for various types of
documents, including resumes, letters, reports, and more. This helps businesses save time
and maintain a consistent visual identity.

4. Inserting Multimedia:
Users can insert images, tables, charts, and other multimedia elements into their
documents, enhancing the overall presentation and visual appeal.

5. Mail Merge:

The Mail Merge functionality allows businesses to personalize bulk communications, such as
letters or emails, by merging data from external sources like Excel spreadsheets into the
document.




Benefits of MS Word for Business Operations:

1. Enhanced Productivity:

MS Word's user-friendly interface and extensive features boost productivity in various
business operations. It offers efficient tools for creating, editing, and formatting documents,
streamlining workflows.

2. Professional Document Creation:
Businesses can create polished and professional-looking documents, ensuring a positive
impression on clients, stakeholders, and partners.

3. Seamless Integration:
As part of the Microsoft Office suite, MS Word integrates seamlessly with other applications
like Excel and PowerPoint, allowing users to transfer data and content effortlessly.

4. Accessibility and Cross-Platform Support:

MS Word is available on multiple platforms, including Windows, macOS, iOS, and Android.
This ensures easy access and collaboration across devices, making it convenient for users
working remotely or on the go.

Limitations of MS Word:

1. Limited Design Capabilities:

While MS Word offers various formatting options, it is not a dedicated design software.
Complex layouts and intricate graphic designs may be challenging to achieve within the
application.

2. Large File Sizes:
Documents containing high-resolution images or multimedia elements may result in large
file sizes, leading to potential compatibility issues and slow file transfer.

3. Version Compatibility:
Different versions of MS Word may have slight variations in features and formatting, which
can sometimes cause compatibility problems when exchanging files with others.

Conclusion:

Microsoft Word is a powerful word processing application that has proven to be an
invaluable tool for businesses. Its features, such as document collaboration, templates, and
mail merge, contribute to increased productivity and professional document creation.
However, MS Word does have some limitations, such as design capabilities and potential
version compatibility issues. Despite these limitations, MS Word remains a versatile and
widely used software solution for various business operations.




2. Microsoft PowerPoint:

Introduction:

Microsoft PowerPoint is a widely used presentation software that enables businesses to
create visually appealing and engaging presentations. As part of the Microsoft Office suite,
PowerPoTnt“‘fers arange of features tailored to meet the needs of various business
operations. In this article, we will explore the major features, benefits, and limitations of
Microsoft PowerPoint as a software solution for business presentations. (Asgher, Hanif and
Shahzad, 2023)

Major Features of Microsoft PowerPoint:

1. Slide Creation and Design:

PowerPoint provides a user-friendly interface to create and design presentation slides. Users
can add text, images, charts, graphs, multimedia elements, and more, making it easy to
convey complex information effectively.

2. Slide Transitions and Animations:

PowerPoint allows users to add slide transitions and animations to create dynamic and
visually appealing presentations. Animations can be applied to text, images, and other
objects, enhancing the overall impact of the content.

3. Pggsenter View:

The Presenter View feature enables presenters to view their notes, upcoming slides, and
timing while displaying only the slides to the audience. This helps speakers deliver
presentations more confidently and seamlessly.
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4. Collaboration and Co-Authoring:
PowerPoint's collaboration features enable multiple users to work on the same presentation
simultaneously. This fosters teamwork and allows for real-time feedback and edits.

5. Export and Sharing Options:
Presentations can be exported in various formats, including PDF and video, for easy sharing

and distribution among team members, clients, and stakeholders.

Benefits of Microsoft PowerPoint for Business Operations:

1. Visual Communication:
PowerPoint's visual nature allows businesses to communicate complex ideas and data in a
more engaging and digestible format, enhancing audience understanding and retention.




2. Professional Presentations:
With its range of design tools and templates, PowerPoint enables businesses to create
polished and professional presentations, reflecting positively on the company's image.

3. Time Efficiency:
PowerPoint's user-friendly interface and pre-designed templates save time in creating
presentations, enabling businesses to focus on content and message delivery.

4. Audience Engagement:
The use of animations, multimedia elements, and interactive features in PowerPoint
presentations helps keep the audience engaged and interested throughout the presentation.

5. Versatility:
PowerPoint can be used for various purposes beyond traditional presentations, such as

creating training materials, product demos, and sales pitches.

Limitations of Microsoft PowerPoint:

1. Overemphasis on Visuals:
While visuals are powerful communication tools, excessive use of animations and graphics
can distract from the core message and overwhelm the audience.

2. Limited Data Handling:
PowerPoint is not as adept as Excel when it comes to handling and manipulating large
datasets, making it less suitable for complex data analysis.

3. File Size Issues: e
Presentations with high-resolution images and multimedia elements can result in large file
sizes, making sharing and transferring files challenging.

4. Potential for Overreliance:
Presenters may become overly reliant on PowerPoint, leading to a passive presentation style
that can hinder effective communication.

Conclusion:

Microsoft PowerPoint is a valuable software solution for businesses seeking to create
compelling presentations and deliver information effectively. Its features, such as slide
design, animations, collaboration, and sharing options, contribute to enhanced visual
communication and audience engagement. Despite its advantages, PowerPoint's potential
for overreliance and some limitations in handling data and file sizes should be considered.
When used judiciously, Microsoft PowerPoint remains an essential tool for business
operations and communication.




3. Microsoft Excel:

Introduction:

Microsoft Excel is a powerful spreadsheet application that has become an indispensable tool
for businesses of all sizes. Itsggersatility and extensive range of features make it ideal for
various business operations. In this article, we will explore the major features, benefits, and
limitations of Microsoft Excel as a software solution for business data management and
analysis.

Major Features of Microsoft Excel:

1. Data Organization and Calculation:

Excel provides a structured grid format, allowing businesses to organize and analyze data
efficiently. Users can perform various mathematical calculations, apply formulas, and use
functions to process and manipulate data.

2. Charts and Graphs:

Excel offers a variety of chart types and graphing tools to visualize data trends and patterns.
Businesses can create dynamic charts that automatically update as data changes, making it
easier to present complex information.

13

3. Data Analysis Tools:

Excel's built-in data analysis tools, such as PivotTables and PivotCharts, enable businesses to
summarize, analyze, and explore large datasets quickly.

onditional Formatting:
Users can apply conditional formatting to cells, highlighting specific data based on
predefined rules. This feature aids in identifying trends, outliers, and important information
at a glance.

5. Data Integration and Connectivity:
Excel allows businesses to connect to external data sources, such as databases and web
services, facilitating real-time data updates and analysis.

Benefits of Microsoft Excel for Business Operations:

1. Data Management and Organization:

Excel's grid layout and formula capabilities enable businesses to manage and organize vast
amounts of data efficiently, improving decision-making processes.

2. Data Analysis and Insights:

With Excel's data analysis tools, businesses can gain valuable insights from their data,
identifying trends, patterns, and correlations that aid in strategic planning.
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3. Customization and Automation:
Excel's flexibility allows businesses to customize worksheets and create automated
processes through macros, streamlining repetitive tasks and saving time.

4. Financial Management:
Excel is widely used for financial analysis, budgeting, and forecasting, helping businesses to
manage their finances effectively.

5. Collaboration and Integration:
Excel integrates seamlessly with other Microsoft Office applications, promoting collaboration
and data sharing across the organization.

Limitations of Microsoft Excel:

1. Complexity for Advanced Analysis:
While Excel is excellent for basic and intermediate data analysis, performing complex
statistical or mathematical modeling may require more specialized software.

2. Version Compatibility:
Differences in Excel versions can cause compatibility issues when sharing files across
different versions.

3. Data Security:
Excel lacks robust security features, making it susceptible to data breaches and unauthorized
access if not managed properly.

4. Large Dataset Handling:
Handling extremely large datasets in Excel can be slow and resource-intensive, impacting
performance and usability.

Conclusion:

Microsoft Excel is a versatile and widely used software solution for managing and analyzing
business data. Its data organization, calculation, and visualization features make it an
essential tool for businesses seeking to improve decision-making processes and gain insights
from their data. Despite its numerous benefits, Excel does have limitations, such as its
suitability for advanced analysis and potential data security risks. When used judiciously and
complerggnted with other specialized tools, Microsoft Excel remains a fundamental asset for
efficient business operations.
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4. Microsoft Access:
Introduction:

Microsoft Access is a relational database management system (DBMS) that provides
businesses with a comprehensive software solution for organizing and managing data. It
allows users to create and maintain databases, build applgations, and generate reports,
making it a valuable tool for various business operations. In this article, we will explore the
major features, benefits, and limitations of Microsoft Access in the context of business
applications. (Chaudhuri & Dayal, 1997)

Major Features of Microsoft Access:

1. Database Creation and Design:
Microsoft Access enables businesses to design and build custom databases, defining tables,
relationships, and data types, to store and manage information systematically.

2. Forms and User Interface:
Users can create custom data entry forms, allowing for easy data input and improving user
experience when interacting with the database.

3. Queries and Data Manipulation:
Access provides a powerful query builder, enabling businesses to retrieve, filter, and
manipulate data based on specific criteria.

4. Reports and Data Analysis:
Microsoft Access allows businesses to create custom reports and perform data analysis,
making it easier to gain insights and support decision-making processes.
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5. Integration with Other Office Applications:
Access seamlessly integrates with other Microsoft Office applications, such as Excel and
Word, enhancing data exchange and report generation capabilities.

Benefits of Microsoft Access for Business Operations:

1. Customized Solutions:
Businesses can tailor Microsoft Access databases and applications to meet their specific
needs, leading to more efficient and effective data management.

2. Data Centralization:
Access provides a centralized platform for storing and managing data, reducing redundancies
and ensuring data consistency across the organization.

3. User-Friendly Interface:
With its intuitive interface, Access allows even non-technical users to create and manage

databases, minimizing the need for extensive training.
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4. Data Security and Access Control:
Access offers security features, allowing businesses to control data access and prevent
unauthorized modifications.

5. Scalability:
Microsoft Access databases can handle large volumes of data and accommodate the growth
of the business.

Limitations of Microsoft Access:

1. Limited Multi-User Performance:
Access may encounter performance issues when multiple users simultaneously access and
update the database, especially in large-scale applications.

2. Not Suitable for Web Applications:
Unlike other database management systems, Access is not primarily designed for web-based
applications, limiting its online capabilities.

3. File Size and Corruption Risks:
Large Access databases may be prone to file corruption, and compacting the database
periodically is essential to maintain data integrity.

4, Limited Collaboration Features:
Access's collaboration features are not as robust as some other database management
systems, making it less ideal for collaborative projects.

Conclusion:

Microsoft Access offers valuable features and benefits as a software solution for business
operations. Its database creation and manipulation capabilities, along with user-friendly
forms and reports, make it an excellent tool for data management and analysis. Additionally,
its integration with other Microsoft Office applications provides seamless data exchange.
However, businesses should be aware of the limitations, such as limited multi-user
performance and potential file corruption risks in large databases. Overall, when used
appropriately and within its intended scope, Microsoft Access can significantly contribute to
streamlining and enhancing business operations.

b. Practical Use of Office Application Features:

Mail Merge in Microsoft Word:

Mail merge is a feature in Microsoft Word that enables businesses to create personalized
mass mailings such as letters, envelopes, or labels. It allows the merging of a document
template with data from a data source, typically a spreadsheet or database. (Foulkes, 2020)

To demonstrate the practical use of mail merge, | will use Microsoft Word to create
personalized letters. Here are the steps:
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Step 1: Create a new document in Word and open the Mailings tab.
( i = Documentl
& Share

QuillBot  Outwrite () Tellme

® AutoSa
Home Insert Draw Design Layout References ings  Review View
- v |z w Merge Range
& [ &
Create Start Mall  Select Edit Filter art Preview Find Recipient To
Merge Recipients Re st Recipients ge Field Results
|
3 Focus | PR T = - ———+ 150%
S— —

Page1of1 Owords  English (United Kingdom) % Accessibility: Good to go

Step 2: Select the "Start Mail Merge" button and choose the document type, in this case,

"Letters."
Documentl

QuillBot  Outwrite Q' Tell me

Layout  References Mailings Review View

Draw  Design
Merge Range

Home Insert

=~ 3R E-
=X
Create " or
=) Email Messages
[ Envelopes...

[2 Labels...
E pirectory

Find Recipient

[ Normal Word Document

- — — %
150%

&
i

English (United Kingdom)  T% Accessibility: Good to go 3 Focus

Pagelof1 0 words
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Step 3: Set up the recipient list by selecting an existing list or importing data from a
spreadsheet or database. In this example, | will import data from an Excel spreadsheet.

Documentl

Home Insert Draw Design Layout References Mailings Review View  QuilBet Outwrite § Tellme

Ev |—[[_%v v B~ <1 < 1 > > Merge Range Al &

Creste S e | [ Create a New List... e [51 Find Recipient To s
B UseanE .
€ Preview Results 3 B g merged fields.
A= Choose from Outlook Contacts...
@ Apple Contacts...
[® FileMaker Pro...
Pagelof1 Owords [I¥ English (United Kingdom) ¥ Accessibility: Good to go 3 Focus § [ EE — e— +  160%

3 Book1

Home  Insert Draw Page Layout Formulas Data Review View Q Tell me # Share
- |
=T § Callbri [Body) v 12 o AN =B . Cy . [ES] conditional Farmatting v E' /C)‘_

D ['@ - o [z Format as Table

Paste B T U~ e OvAw Number [P ol s Cells Editing
6 - fr  candreea77@gmail.com ';

A B c o E F G H [ 1 K |
1 |First Name Last Name Email adress |
2 lames Jhones IJhanes85@®gmail.com |
3 |Jhon Aaron Jhon.a73@gmail.com
4 Robert Wiliams: robertwil @gmail com
5 ulia Bancila bancila iulia@gmail.com |
& |andreea Crisan c.andreea’?@gmail.com 1
7
: |
9
10
11
12 |
13
14
15
1%
17
18
15
20 |
2 |
2
Fi]
24
25
Sheet1 -
Ready T Accessibility: Good to go ] = e— + 100%
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Step 4: Insert placeholders for the data fields into the letter template. These placeholders
will be replaced with actual data during the mail merge process. For example,
<<Email_adress>> can be used to insert the recipient's email address.

0B Sl= Document?

® AutoSave

Home Insert Draw Design Layout References Mailings  Review View QuillBot Outwrite Q Tell me 15 Share
— — . €% | e
E - |rr5_. v |2 = ~ __? E‘, v ABC | <J Q 1 D D Merge Range All - @ -
Create Start Mail  Select Filter Insert Preview = b ini Finish &
Merge Reciplents Fec I List Reciplents Merge Field Results @ R i Marge
© Finish & Merge Select Finish & Merge to complete your mail merge.
«Email_adress»)
Page 1of 1 iword [¥  English (United Kingdom) ‘f; Accessibility: Good to go £3 Focus WE| Eé EE - e— + 150% .

[

Step 5: Preview the letters to ensure that the placeholders are correctly replaced with the
data from the recipient list.

Document?

gs  Review View QuillBot Outwrite ) Tell me 1 Share

Home Insert Draw  Design Layout References
- w2250 = v . < Q1 [> [»| MergeRangs AN M.
M- [ B = 52 > I 0
E Finish &

Create Start Mall  Select Filter Insert Preview B Find Recipient =
Morge  Recipients fi <t Recipients  Merge Fiald Results =l pie Merge

€ Finish & Merge Select Finish & Merge 1o complete your mail merge.

i-Jhones95@gmail.com

+ 150%

| &

Page1of1 1word [J= English (United Kingdom) Y7 Accessibility: Good to go 3 Focus
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Step 6: Complete

Document?

Home Insert Draw Design  Layout Mailings  Review  View  QuillBot  Outwrite ) Tell me & Share

= B | . . M. <3 o - . 5

| ‘F b I =) ™ . 1 =) Merge Range A 3

ot Mol ek pdate Py i =
e Foles Preview Ta Finish & Mer2® jual Documents...
1 Print Documents...
«Email_adress»
Page 15t1_ Aword (5 Engheh (United Kingdom) 1% Accessibliiy: Good to ge O Focm [ e + sow
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Task 4. Communication and Collaboration applications

a. Analysis of Contemporary Communication and Online Collaboration Applications:

1. Email Applications: :
Email remains one of the primary communication tools in the modern business world. Some
popular email applications/tools include:

- Microsoft Outlook: Microsoft Outlook is a feature-rich email client that integrates with
Microsoft Exchange Server and Microsoft 365. It offers a range of features such as email
management, calendar scheduling, task management, and contact organization. Outlook
supports various email protocols and provides a user-friendly interface for efficient
communication and collaboration. (Boyce, 2010)

- Gmail: Gmail is a widely used email service provided by Google. It offers a clean and
intuitive interface, along with powerful features like spam filtering, labels, threaded
conversations, and integration with other Google services. Gmail also provides ample
storage space and easy search capabilities, making it a popular choice for personal and
business email communication. (Chen et al., 2019)

2. Online Collaboration Tools:
Online collaboration tools facilitate teamwork, document sharing, and real-time
communication. Here are a few popular tools:

—glarePoint: SharePoint is a web-based collaboration platform developed by Microsoft. It
allows teams to create websites for document management, knowledge sharing, and
collaboration. SharePoint offers features like document libraries, version control,
permissions management, wikis, and discussion boards. It integrates well with other
Microsoft Office applications and provides a centralized hub for collaboration within
organizations.

- Skype for Business (now integrated into Microsoft Teams): Skype for Business was a
popular communication tool that allowed users to make audio and video calls, conduct
online meetings, and send instant messages. It has now been integrated into Microsoft
Teamggwhich is a comprehensive collaboration platform. Microsoft Teams offers features like
team chat, video conferencing, file sharing, project management, and integration with other
Office applications. It provides a unified solution for communication and collaboration within
organizations. (Jackson et al., 2016)

- Slack: %ck is a cloud-based team collaboration tool designed for eal-time communication.
It offers channels for organizing conversations, direct messaging, file sharing, and integration
with various third-party apps and services. Slack provides features like searchable message
archives, voice and video calls, screen sharing, and notifications, making it a popular choice
for remote teams and businesses. (Kaup et al., 2020)
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b. Practical Use of Communication and Collaboration Tools:

1. Communication Application: Gmail

Gmail is a widely used email service that offers a range of features for efficient
communication. Here are some screenshots showcasing its practical use:

Screenshot 1: Gmail Inbox

= M Gmail
& Compose

& Inbox

¥r Starred

© snoozed

B Sent

[ Orafts

~  More

Labels

Q, Search mail

-

(w]

c

Primary

Google

Google

The Gmail Team
The Gmail Team
Google

Google

Google

Google

Google

Gmail Team
Gmail Team

Gmail Team

[

1-130f 13

> Promotions 2, Social

Security alert - A new sign-in on Mac mihaivarzare21@
Learn more about our updated Terms of Service - mih...
Reminder: Choose how your infarmation is used and s...
Choose how your information is used and shared for G...
Important policy changes for Google Account storage
Learn more about our updated Terms of Service - mih
Critical security alert - Sign-in attempt was blocked mi..
Changes to our Terms of Service and Privacy Policy - M.
Improvements to our Privacy Policy and Privacy Contr...
Stay more organized with Gmail's inbox - Hi Mihai Gm..
The best of Gmail, wherever you are - Hi Mihai Get the

Three tips to get the most out of Gmail - Hi Mihai Tips ...

e
@

FATAM

Gl

Description: The Gmail inbox displays incoming emails with important messages categorized

in different tabs (Primary, Social, Promotions, etc.). Users can quickly scan and prioritize

emails based on their importance.
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Screenshot 2: Composing an Email

New Message
To

Subject

& ¢ SansSerif - - B I U

Description: When composing an email, users can enter the recipient's email adggess, add a
subject, and compose the body of the email. Gmail offers a rich text editor with formatting
options, attachment capabilities, and the ability to include inline images.

1
2. Collaboration Application: Microsoft Teams

Microsoft Teams is a comprehensive collaboration platform that brings together chat, video
meetings, file sharing, and more. Here are some screenshots showcasing its practical use

(Wilson & Gray, 2023):

Screenshot 1: Microsoft Teams Interface

_ Q . m

2 @ Miai Varzare (22... chat 4 more - @
-
i
el -
"
-

This is your space

This chat is just for you..with you. Use it for drafts, send files
to yourself, or get to know chat features a little better.

Type a new message

@ Y 2008 E

Help

%
v

20




Description: The Microsoft Teams interface provides a centralized hub for collaboration.
Users can access different teams, channels, and conversations on the left sidebar, along with
tabs for Files, Meetings, and Apps. The main area displays chat conversations and shared
files.

Screenshot 2: Team Chat and File Sharing

- CertHE Computing Sep 22 G1... chat 5Smore - -+ 8§20 =

Activity
Chat
009

((u),

Teams

8

Assignme...

Zobia (Guest) 02/06 12:33 I

ri im here

02/06 12:33

hope it is ok

mé practice task 5.docx

Type a new message

@ Y P POBES>B Q@ - o B

Help

Description: Within a team or channel, users can engage in chat conversations, share files,
and collaborate in real-time. Messages are threaded for easy organization, and files can be
uploaded, previewed, and edited directly within Teams.
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