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[bookmark: _Toc228190448]Introduction
The learning process is related to learning media a tool can help the teaching and learning. This assignment explores different types of contemporary software applications used in business environments.
This project focuses on different software including e-commerce platforms how can use Wix, Shopify in business environment, mind mapping tools, and Microsoft Office application such as Word, Excel, PowerPoint, Access, Outlook, and Teams.
The aim of this semester project is to understand how these digital tools support business in their operations, improve productivity, and enhance communication and collaboration. 
Through this work, I explored the functions, benefits, and limitations of each application, gaining a better understanding of how they are used in real business situations.
In addition, this assignment includes practical demonstrations of key features as Mail Merge in Microsoft Work and IF statement in Excel, as well as communication tools like MS Outlook and MS Teams. These activities helped me understand not only how these tools work, but also how they can provide solutions in a business context. 


[bookmark: _Toc228190449]Task 1. e-Commerce Website builders or software solutions
1.1 [bookmark: _Toc228190450]WooCommerce
WooCommerce is an online tool that allows users to create an online store where they can buy or sell products and services through digital platforms. All transactions are completed electronically, including physical products such as clothes or makeup, as well as digital products or services [1].
Many platforms offer different plans and plugins.
The demand for products and services in the e-commerce market has had a strong impact [2].
We can find different types of e-commerce depending on who buys and who sells.
B2C means a business sells directly to the customer, and it is the most common model.
B2B refers to businesses selling to other businesses, usually wholesale products.
C2C happens when individuals sell to other people, for example, on eBay, either second-hand or new items.
C2B is when a person sells a service or content to a company, such as an influencer. 
Within e-commerce, we can also include purchases made from mobile devices. Another important aspect is social media, as it helps businesses reach more customers through advertising [3].
Although e-commerce involves a series of strategies to create and manage online platforms to sell products or services. From a consultant perspective it requires more technical knowledge. Currently, online platforms are among the best options for developing a business plan and conducting market research to better understand the client's needs.

                             [image: WooCommerce, WooCommerce store]
                                                         Figure 1 WooCommerce [4]
1.2 [bookmark: _Toc228190451]Wix 
 Wix is a web-based platform that allows users to design and edit websites easily without programming knowledge. It provides various services for website creation, including pre-designed templates, web hosting, business logo creation, and search engine optimisation (SEO) tools. These features enable users to develop professional websites, support online sales, and improve their digital presence [5].
Wix ties with Shopify as one of the best e-commerce platforms. It aims to give business owners more power and control over their online sales and digital commerce, allowing them to create what they want and benefit from the tools that Wix offers. The platform is divided into website and e-commerce options [6].
Different e-commerce models exist depending on the relationship between businesses and customers. For example, Wix offers easy-to-use website design, SEO Tools, the Wix editor, Wix ADI, Wix Stores, hosting, and communication tools.
1.2 Shopify
Shopify have a strong point that its scalable plans and options. Shopify has many advantages; however, one of its main limitations is that it may not efficiently manage very large volumes of orders within a complex and extensive catalogue. This reaction can be a disadvantage for large-scale businesses, which is one of the reasons why major brands do not rely on platforms like Shopify for highly complex e-commerce operations.
From a consultant’s perspective, this platform would offer an easier interface, secure payments, and a visual customer experience. 
Wix has integrated tools that support plug-ins, automated stock, drop shipping, and integrations. This platform supports business growth, improves customer experience, and provides facilities. 
Therefore, Wix is a suitable solution for the client because it integrates tools and gives flexibility for small businesses.


[bookmark: _Toc228190452]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc228190453]Mind mapping and explaining the benefits of using mind mapping in business operations
A mind map is easy way to represent tasks and organize information around the central idea. There are many node-link mapping methods, and mind mapping is a constructive and systematic way to organise ideas.
A mind map is a tool that we can use to plan, analyse, and solve problems. In the business or professional environment, it is used to structure strategies, processes, and projects in a clear and creative way [7].
It is a visual diagram that helps us organize our ideas and information. Another benefit of mind map is that is a flexible process and easy to understand; you can use colours, images and keywords to make the information more visual.
The implementation of mind map can enhance memory, comprehension and teaching.
It is useful because it can accelerate the learning process and improve understanding, emotional inclusion, balance of power, and client involvement. It also can provide appropriate tools to assist communication [8].
· Star in the centre with the name of topic.
· Use images, symbols and keywords.
· The lines can be connected to the central idea or to secondary ideas.
· You can use your own colours to personalize, organize and connect with the ideas. 
· Develop your own mind map style.
· Use a numerical order and keep the mind map clear.

b. [bookmark: _Toc228190454]Create a mind map of contemporary software applications
https://mm.tt/map/3957635251?t=Z5G7EHYLHs
           [image: A diagram of a product
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                                               Figure 2 Mind Map created on my own.
[bookmark: _Toc228190455]Task 3. Office Applications
0. [bookmark: _Toc228190456]Four office software solutions for business operations
[bookmark: _Toc228190457]MS Word
                          [image: Image of MS Word user interface]
                                                                                                           Figure 3[1]

Microsoft word is a software application that plays a crucial role and offers important support in the modern business world[2]. 
It is widely used to create business documents such as letters, reports, and proposals. In addition, users can create diagrams and include citations and references. This software not only enhances productivity and efficiency in both business and academic contexts but also helps organize decision making based on structured data and in-depth analysis.
Microsoft word is designed for users at different levels, from beginners to professionals. It enables real time collaboration, the use of templates, advances formatting, and automatic spelling and grammar correction.                                                                                                                                                                       
When creating a document, users can insert text, tables, graphics, and other elements. Once the document is completed, it can be saved as a template. Templates allow the inclusion of a personalized style, enabling other users within an organization to create documents consistently[3].
Word facilitates this process by offering predefined options and automatically updating page numbering. The table of contents helps users navigate the document, as it links the different sections of a business plan.
From a business perspective, MS Word offers several benefits. It increases efficiency by simplifying document creation and editing processes.
The solutions provided by Word allow users to plan and create documents effectively. For example, it is possible to develop a business plan, which is essential because it helps evaluate the viability of a business.
Additionally, Word allows users to create marketing brochures, reports, legal documents, and business proposals. This is crucial, as it contributes to making a business appear more professional and competitive.
When creating a professional document, users can incorporate graphics (include 3D elements), track refences, create indexes and bibliographies, and includes information sources and images that support the document[3].
However, there are also some limitations, Ms Word may not be suitable for handling complex data analysis, formatting issues can sometimes occur when sharing documents between different versions or systems.
Another limitation is when the beginners may find some advance features difficult to use without training.
Many departments use word processing tools together with cloud storage services such as OneDrive or Google Drive. MS Word is used to improve organisation and to create reports with a more professional format. Using Word can also help reduce manual errors in administrative work.
It allows users to create documents and share them easily with clients in different formats, such as PDF, making it easier to open them on different devices.
Another useful feature is mail merge, which allows users to send the same document to multiple people while changing specific details such as names or addresses.

                            [image: ]
                                                                                                           Figure 4[4]



[bookmark: _Toc228190458]MS PowerPoint
                                     [image: ]
                                                                                                              Figure 5[5]

This software allows users to present information in a clear and organised way, using text, images, sound and video. We use a series of slides that support our oral presentation, with the aim of capturing the audience’s attention.
Microsoft PowerPoint is easy to use and is one of the most widely used software applications in the business world, as it helps to communicate information visually and effectively. It has many functions like other programs, which makes it easier to learn and understand how it works.
It has different tabs with various functions; presentations are a set of slides that we use to support an explanation. A good presentation should contain little text, have a clear design, and focus on the main ideas[6].                                                                                                                      
Slides can include text, charts, images, tablets, animations and videos.
Just like other software such as Word and Excel, PowerPoint has a “File” tab with an area called “Backstage”, where we can save slides in different formats.
You can print the presentation and change the settings through other options in the program. A presentation should have design, themes, heading and styles. It should include a main title slide, content slides with main and secondary ideas, comparison slides, and images with text.
This software solution is used in business and education; it is part of information and communication technology and can help improve the quality of the learning process[7]. 
PowerPoint represents a modern tool that ensures consistency and supports online presentations. In the educational world, the effectiveness of PowerPoint depends on the context and how it is used. PowerPoint can generate cognitive overload[8]
Benefits of PowerPoint in business environments are that it supports decision-making by presenting data through charts, graphs and visual summaries and making easier information to understand. 
It improves audience engagement and training sessions, pitches or during meeting. It also promotes consistency in communication.
PowerPoint is commonly to use in meetings.
 Can make reports to clients to explain ideas clearly.
PowerPoint also has several limitations; one is that excessive use text or poorly designed slides can making it difficult for the audience to process information effectively.

                    [image: ]
                                                                                                 Figure 6[9]


Additionally, overuse of templates may result in repetitive presentations.
In business settings, this can limit the creativity and reduce impact of communication.
Overall, technical issue such as compatibility or software problems can interrupt presentations.
It is important to design slides carefully to make presentation effective, using too much text can confuse the audience.
Furthermore, PowerPoint is useful for teamwork it allows different people to collaborate, it makes easier to work in groups and present information in a professional way.
In conclusion, PowerPoint is an effective tool for business and education when used appropriately, including improving communication, audience engagement and organization. 

[bookmark: _Toc228190459]MS Excel
                        [image: Chapter 8: Microsoft® Excel® – Business Technology Essentials]
                                                                                                               Figure 7[10]

MS Excel is a software that is also very important in the workplace and in education. Excel is used for data analysis and numerical management, creating ease and efficiency. It organises and visualises data effectively by creating tables, mathematical formulas, charts, and in-depth data analysis capabilities.
Excel makes it easier to build a business financial process, allowing you to see your financial statements.
MS Excel is a tool that helps develop analytical thinking and solve different types of problems. 
In Excel, we can create Pivotable (dynamic tables), which help organise and analyse data more easily. Another important component in MS Excel is the PivotChart, which is the visual representation of the Pivotable.
                                                                                                                                                      
We can also create calculated fields using the functions available in Pivotable. 
A strong feature of MS Excel is its ability to find solutions to a wide variety of problems. We can use functions such as IF to find optimal values (maximum or minimum) within formulas in a cell[11].
MS Excel has many useful features that make work easier and save time. It improves the accuracy of work and includes tools such as alignment, borders, merge options, colours, filters and data validation. The features can help users organise and present data clearly.
In addition, formatting options such as font style and print setting make it easier to create professional reports.
MS Excel allows users to manipulate and evaluate data effectively. It can create equations that help provide more accurate data for important company functions such as workflow management, project efficiency, financial projections, budgeting, and even inventory levels and usage.
It also helps to store large amounts of data, including millions of rows, and supports users to perform different types of calculations easily. Excel is an effective tool for data visualisation, as it enables users create charts and graphs to better understand information. Users can automate tasks and transform or clean data. 
In a business environment it helps to manage and balance complex financial and inventory accounts, and it allows multiple spreadsheets to be stored in a single file.
Another advantage is that it can work on low-configuration computers while still providing graphical displays of data[12].
MS Excel allows users to protect files with passwords and users access controls.
One limitation of MS Excel is that it is more limited compared to database systems such as SQL Server and Oracle. It can also become slower when working with large amounts of data[13].
Excel depends heavily on manual input, so mistakes in formulas or data entry can lead to incorrect results. 
                              [image: ]
                                                                                                                    Figure 8[14]


Furthermore, Excel can be more difficult for beginners to use. In addition, it is not as powerful as database systems.
Finally, Excel is widely used in many industries because it is simple, flexible, and easy to learn. 


[bookmark: _Toc228190460]MS Access
                            [image: Screenshot of a Microsoft Access database showing a "Supplier List" table. The interface displays company names]
                                                                                                                    Figure 9[15]

MS Access is a database management system that is easy to use and is commonly used in educational environments. It is suitable for non-technical users because of its simplicity and ease of use.
MS Access offers several advantages. These advantages include ease of use, integration with MS Excel, customisation capabilities, and the ability to create small applications. It also provides good security for managing data[16]
It is a powerful database program. SQL is the language used to communicate with databases, and it is useful for entering, modifying, and extracting data.                                                                                                                                             
In MS Access, there are different database objects such as tables, queries, macros, forms, reports, and modules. Tables store data in rows and columns, and they have two main views: Datasheet View and Design View.
Queries are used to research and retrieve specific information from tables. They make it easier to display and organise data, and tables can be sorted in ascending or descending order. 
Relationships are used to connect data from different tables, which helps to organise information more efficiently. Forms provide a simple way to enter and view data.
MS Access also allows users to import data from other programs and export it in different formats such as MS Word, Excel, and PDF.
With MS Access, users can:
· Store information
· Analyse and present information
· Find information
· Manage information
· Share information
Additionally, hyperlinks can be used in Access and are shown as coloured and underlined text.
One weakness of MS Access is that it requires a certain level of user knowledge. As it is not always created by professional programmers, errors can occur when using SQL language or when executing functions. It is also necessary to spend time entering general data for the application to work properly. 
Although MS Access can store more data that Excel, the database can become heavy and less efficient as the number of records increases.
Information is processed in a fixed structure, and there is a risk of missing or incomplete data.
If updates or changes are made to the system, they can sometimes cause Access to stop working correctly. 
However, in a business environment, this software allows information to be organised in a clear and simple way. 
In addition, data can be transferred to other programs without additional cost[17].
MS Access is that it allows multiple users to work with the same database, it improves teamwork and collaboration in a business environment.
MS Access also helps to reduce data duplication by organising information in a structured way. In addition, Access supports better decision-making because users can quickly generate reports and analyse data.
                             [image: Screenshot of a Microsoft Excel template selection screen displaying various icons and options ]
                                                                                                                   Figure 10[18]

Overall, MS Access is a practical and useful tool for managing data in small and medium-sized businesses.
In a database we can make data more accessible to users. Although the database is primarily focused on text-based data, it can also store other types of information.



0. [bookmark: _Toc228190461]Practical demonstration of Two Office Features


[bookmark: _Toc228190462]Mail Merge
Mail Merge is a popular feature of many word processing packages.
           [image: A screenshot of a computer
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                                                                                         Figure 11 created on my own.
· I opened the Mailings tab and selected Recipients to start the mail merge process.  

                                                               [image: A screenshot of a computer

AI-generated content may be incorrect.]
                                                                               Figure 12 created on my own.
· I selected Created a New List to add my own recipients’ details.
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                                                                                    Figure 13 created on my own.
· I created the fields needs for the letter, such as little, first name, surname, company, address, city, and postcode.


          [image: ]
                                                                                Figure 14 created on my own.
· I saved the recipient list so it could be used in the mail merge document.



          [image: A screenshot of a computer

AI-generated content may be incorrect.]
                                                                                   Figure 15 created on my own.
· I entered the first recipient, including name and address.
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                                                                                     Figure 16 created on my own.
· I entered the details for another recipient and clicked OK to save the list.
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                                                                                       Figure 17 created on my own.
· I used to insert Merge Field to add the recipient details into the letter.


            [image: A screenshot of a computer
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                                                                                            Figure 18 created on my own.
· I used Preview Results to check that the recipient details into the letter.
· The result shows the personalised letter with the recipient’s name and address inserted 
· automatically.

[bookmark: _Toc228190463]If Statement

                        [image: ]
                                                                                                      Figure 19 created on my own.
Code: =IF (B10=” Y”,500,0)
The IF function checks if the value is “Y”. If true, it returns 500, otherwise it returns 0.

                               [image: ]
                                                                                                     Figure 20 created on my own.
Another IF statement is used to check if new clients are more than 20.
If the value is greater than 20, it shows “YES”, otherwise “NO”.
Code: =IF(B27>=20,” YES”,”NO”)

                         [image: ]
                                                                                                       Figure 21 created on my own.
Code: =IFS(C32>20,2000,1000)
This IFS functions calculate the bonus amount. If new clients are more than 20, the bonus is 2000, otherwise it is 1000.


                        [image: ]
                                                                                                   Figure 22 created on my own.

Code: =IF(I32>=20,” GOOD”,” BAD”)
This is function assigns a rating. If new clients are more than 20, it shows “GOOD”, otherwise it shows “BAD”.

[image: ]
                                                                                               Figure 23 created on my own.
Code: =IF(C44>=G43,” PASS”,” FAIL”)
This function checks if the student’s mark is greater than or equal to 40. If true, it returns “PASS”: otherwise, it returns “FAIL”.
Show the same function applied to calculate results and to demonstrate the logic using TRUE and FALSE conditions.
	
[bookmark: _Toc228190464]Task 4. Communication and Collaboration applications
[bookmark: _Toc228190465]MS Outlook

                              [image: ]
                                                                Figure 24[19]

Microsoft Outlook is a tool used for communication and information management in business environments. It is a part of Microsoft Office suite and is mostly used for emails management, scheduling, and organising tasks.
MS Outlook helps to improve productivity, communication, and organisation. It is useful for both personal and professional use because it is easy to understand and practical. It has a better interface, integration with social networks, cloud use, and integration with Microsoft 365.
It focuses on integration with services such as Teams, OneDrive, and tools like Artificial Intelligence, which help users work more easily.
It has add-ins, which add extra functions to Outlook. These allow users to automate tasks and connect external services[20].
It also includes options like spam filters and automatic replies, which help save time. One important feature is the calendar, where users can schedule meetings, appointments, and deadlines. This can be shared with other people.
Users can create contact list, task list, set reminders, and organise their work more efficiently. Also, Outlook can automate some tasks, such as sorting emails or sending automatic responses.
Outlook can summarize emails and emails threads. 
Some features of Microsoft Outlook require the use of Microsoft Exchange email account. This is mainly used in business environment for communication and collaboration.
Personal users usually do not have an Exchange account. Instead, they use other email services, so they may not be able to access all the features of Outlook that require Exchange[21].
MS Outlook is a very efficient software in both professional and educational environments. As mentioned before, it can connect to Microsoft services such as Exchange and POP3.
Outlook allows users to create personalised messages. It is secure and allows the configuration of different emails accounts. It is also important to mention that it is fast and reliable.
We can say that MS Outlook is a secure email client, and it can use SMPT for sending emails and POP3 for receiving them.
In addition, the integration with Microsoft 365, such as Teams and OneDrive, makes work easier and more organised and efficiently.
Outlook we can keep information safe and well organised, so it is easier to find emails, contacts, and important data.
However, Outlook also have some limitations it requires a Microsoft Exchange account, so not all users can access everything. In addition, Outlook can sometimes be slow when there are too many emails, and it needs internet connection to work properly.
In my opinion, MS Outlook is a tool for business communication and organisation. It helps people manage their work more efficiently and stay connected with others. It is still widely used because it is simple, useful, and reliable.

[bookmark: _Toc228190466]MS Teams
                               [image: Teams chat]
                                                                  Figure 25[22]

MS Teams is widely used in companies because it is a shared workspace that supports collaboration and communication. It helps teams to work together and share information easily. It supports communication through chat rooms and allows collaboration by working on files at the same time. 
It is mainly used for collaboration on projects between people, and it is very useful for day- to- day work and sharing important information.
MS Teams can be integrated with other applications such as MS Word, Excel, PowerPoint, and other Microsoft 365 tools like OneNote, SharePoint, Power BI and Planner. It is also connected with MS Outlook.
MS Teams is organised into teams and channels, which help users structure their work and communication[23]. 
One of its main features is collaboration, as it allows users to post information, send messages, and communication easily. It also includes calling features that support both direct calls and conferences calls.
MS Teams has several important characteristics such as interactivity, multimedia use, and user autonomy. 
This platform can be used both online and offline, and it helps to strengthen the relationship between users. It is also considered a useful e-learning platform[24].
MS Teams has good features and is very useful because it is simple and easy to use. It supports employee performance and is an important tool in the workplace. 
Another advantage is that MS Teams helps to improve work-life balance. Companies can also connect and work with people from different parts of the world, which makes it easier to find talent globally[25].
In addition, MS Teams offers chat, voice calls, and video conferences, which provide effective communication. This helps improve efficiency and speed at work, reducing delays and increasing productivity.
The platforms also provide good video quality, which helps maintain strong collaboration between team members. With the chat function, users can have more informal communication and solve problems quickly.
MS Teams also has a high level of security. It ensures that corporate communication and data remain protected. This level of security gives confidence to business and employees, allowing them work without worrying about privacy and data protection[26].
However, MS Teams also has some limitation, one problem is that it requires a good internet connection. Another limitation is that can be confusing for new users because it has many features and options.
Also, too many notifications can be distracting and affect concentration during work: in addition, some features are only available with Microsoft 365 subscription, so not all users can access everything.
The web version is not fully available for all features. It also has a limit on the number of people that can be added to groups, and it does not allow creating groups with more than 300 users. To access all its functions, a subscription is required.
Another limitation is that it is not as popular as other platforms like Zoom. If you use the free version, the chat can also be limited.
In conclusion, MS Teams is widely used in business and learning environments. 


a. [bookmark: _Toc228190467]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc228190468]MS Outlook
I used Microsoft Outlook to demonstrate communication features in a business environment.
                               [image: ]
                                                              Figure 26 creating a new list for the mail merge created on my own.
I opened the word and selected the Mailings tab, then clicked on Start Mail Merge to begin the process, I clicked on Select Recipients and chose a New List.



                            [image: ]
                                                                                                         Figure 27 created on my own.
I inserted merge fields such as First Name, Address, City, Postcode and Country into the document. These fields will automatically change for each recipient.


                          [image: ]
                                                                                                 Figure 28 created on my own.
I used Preview Results option to check how the document looks with real data instead of field names.

                   [image: ]
              Figure 29 Final merged document showing personalised letters for each recipient created on my own.
Finally, I clicked on Finish & Merge and selected Edit Individual Documents. This generated personalised letters for each recipient.


[bookmark: _Toc228190469]Ms Teams
In this task, I opened MS Teams and signed into my account. I demonstrated how send a message using chat function and how to schedule a meeting using the calendar feature.
[image: ]
                                                                                Figure 30 Microsoft Teams created on my own.
I opened MS Teams and selected an account to start.

                     
      
                     [image: ]
                                                                                   Figure 31 Calendar created on my own.
I Accessed the calendar and clicked on the “New” button to create a meeting.



                [image: ]
                                                                             Figure 32 Meeting Details created on my own.
I entered the meeting details such as little, date, and time. I saved the meeting using the save option.



[image: ]
                                                       Figure 33 sending a message using the chat function created on my own.
I used the chat features to send message.


[bookmark: _Toc228190470]Conclusion
In conclusion, this semester has helped me develop a strong understanding of a wide range of digital tools used in modern workplaces. I have learned how different applications such as Word, Excel, PowerPoint, Access, Outlook, and Teams can improve efficiency, organisation, and communication within a business.
The practical task, including Mail Merge and IF statements, allowed me to apply my knowledge and understand how these features can be used to solve real business problems. Additionally, tools like Outlook and Teams demonstrated the importance of communication and collaboration in a professional environment.
Overall, this assignment has been very valuable, as it has improved my digital skills and given me a clearer understanding of how technology supports productivity and success in modern business.
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