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[bookmark: _Toc212037696]Introduction
This is my report on software solution for business. I will be talking about many aspects throughout the whole report whilst practically demonstrating some applications that I have used and show it through screenshots explaining it. I will be explaining about the different e-commerce website builders, the different software solutions, mind maps, the different Microsoft applications and their benefits and how they work and what they offer and different collaboration and communication applications.

[bookmark: _Toc212037697]Task 1. e-Commerce Website builders or software solutions
1.1 [bookmark: _Toc212037698]WooCommerce

WooCommerce is a website builder used by many people across the world. It is one of the many website builders out there. It is a website that is very simple and very effective for business owners. It has features within the website that allow the business owners to flourish their websites. For example, secure payments, shipping integration, tax management, etc. These are very useful for business owners. WooCommerce is said to be a very fast and responsive website. This would allow their online services to provide customers with a satisfactory experience. One of the main key attributes about WooCommerce is that it can sell anything. This is useful for business owners that may restricted from selling certain items. They can use this platform to sell that item. One main key factor for many using WooCommerce is that the pricing is flexible to its customers as it is free. Other websites may also be free or even cost around the £1000 mark. WooCommerce is free which allows its customers to feel satisfied. This is very helpful as business’ can take advantage of the services they provide without needing to commit to and expensive support or software to develop their business. Another key factor about WooCommerce is that they have very strong analytics. This would help them tailor the website for the customers to their liking. The data provided to them by the analytics can help create personal profiles for the customers. This would give the customers a better way to interact and feel satisfied when they leave the websites. [1]


[bookmark: _Toc212037699]1.2 Wix 

Wix is also a website builder used by many people around the world. This website builder helps a lot of people around the world to build websites for their own benefits and businesses. There are some advantages and some disadvantages for the website. For example, the website is user friendly. This means that it helps the user with ease. It provides the user with many options to discover and try for themselves. They can explore the variety of services they provide. It is also very customisable. This allows the users to try different templates and choose the best for themselves [2]. However, like every website, they are some disadvantages. For example, it does not provide a lot of flexibility. Once the website is created, the template of the site would not be able to be changed. This can affect a business over the long term. Another problem is that the websites are not transferrable. This means that when the website has grown massively, when part ways with Wix, you need to start all over again in making the website. [3]

[image: ]

From the above picture, you can see the different services WIX provides. They provide even ai support to help with the development of a website. As you can see on the left of the above picture, they are several services that they provide. Those are there to help ease out the development of the website for a business owner. And with all website builders, at the bottom of the picture, there is an option to upgrade the services you have. This would provide better benefits for the development of the business website. 

[bookmark: _Toc212037700]
Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc212037701]Mind mapping and explain the benefits of using mind mapping in business operations

A mind map is used by many people across the world for many different reasons. A mind map is diagram that visually represents the tasks, words, thoughts, ideas or a concept. They are used because it helps organise the required information in a memorable or colourful way so that it can be remembered and understood more easily. Through a mind map, you can do various different things. For example, you can brainstorm different ideas, present or communicate different ideas, help outline reports and documents, etc [4]. They are very useful in workplace and school environment. Mind maps have many benefits. 
 Some of the few benefits from using a mind map are: [5]
· It helps explore your thoughts and ideas
· Brainstorming
· It increases the productivity
· It improves communication 
· It encourages collaboration
It helps explore your thoughts and ideas: This is one of the benefits of mind mapping. This is very useful in terms of plotting down your ideas and thoughts. By doing this, it reduces the chances of getting stuck in situations. To remember more easily, writing on a paper would allow them to do it. Using a diagram like a mind map feels more free than writing a list down as that feels more compact and restrictive. 
Brainstorming: This is also a benefit of mind mapping. This is because, it allows others to put their input into the mind map when discussing for ideas. For example, colleagues, friends, family, etc. This can be used for professional work and personal work. That’s the best thing when it comes to brainstorming. 
It increases the productivity: This is another benefit of mind mapping. It helps organise the work you create in a better way. This makes you look more presentable if it were to be presented to your business client or others in general. The use of this would make the work look more efficient and would be effective when shown to others as it would be easy to understand. 
It improves communication: This is also a benefit of mind mapping. By doing this, it allows simple or complex ideas to be expanded. One of the main things about a mind map is that one point can have many branches off it explaining it further. By doing so, if some understand the first branch and some do not, the rest would be able to understand with the following branch off the point. It highlights the main key points and the further understanding off it if needed. 
It encourages collaboration: This is one of the benefits of mind mapping. This is a very important one in workplace and school environment I would say. This is because the idea of mind map can be an induvial task or can be a team task. Either way, it is effective. By using mind map, it encourages colleagues, friends or classmates to join in what they are doing in a mind map by putting their own perspectives and views into. This allows the mind map to be more effective and diverse. 
b. [bookmark: _Toc212037702]Create a mind map of contemporary software applications

A mind Map of the Contemporary software applications: Mind Meister
[image: A diagram of software applications

AI-generated content may be incorrect.]
[bookmark: _Toc212037703]


Task 3. Office Applications
0. [bookmark: _Toc212037704]Four office software solutions for business operations
[bookmark: _Toc212037705]MS Word
Word is one of the many office applications out there. Word is a Microsoft office application used by many to help with the creation, editing, and formatting of documents. It has many features that help the user. For example, they have features like grammar checks, spell checks, text formatting, etc [6]. Many people use word due to its ease and compatibility. This means that it can be used in different operating systems like MacOS, Windows, and even phones. Due to this, it allows people to use it with ease [7]. Word has many features as I previously mentioned. They are there to improve and make the document more efficient. 

Some of these key features are: [image: ]1
2

1. User friendly interface – When it comes to word, they design is very user friendly. It has a very easy to use layout allowing the user to find and use the necessary features with ease. The menu bar at the top allows them to find what they need to use. 
2. Formatting – Word allows users to change the size of the words they use, different font styles 

[image: ]3

3. Templates – Word offers readymade templates for user to pick and choose if they want. They also offer blank pages for the user to create their own templates. When picking the templates, it allows the users to save time and make their work efficient. 
4. Page layout and design – Word offers their users to make changes to the layout of the page through features like margin, orientations, footers and headers. This feature allows them to make their work look more professional. They also have designs for their pages. This allows their users to make their word documents look more presentable when needed. 
5. Collaboration and sharing – When needed, word offer the feature for you to share you work with others. When sharing, you can give your peers the option of full permission with editing rights or full permission with viewing rights. This allows them to put their inputs and collaborate when needed in situations like team projects.  

[image: ]5
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When it comes to MS Word, there are many benefits that be found. For example, some of the advantage of using word are: [8]
· Availability – One of the main advantages is that word is available to people across the world through the use of different operating systems as previously mentioned. You can buy it easily and download it onto your desired device with ease. 
· Easy to learn – Another main point is that word is quite easy to learn and pick up. It can be done through videos, blogs and other different ways. But the key point is that it has a very user-friendly interface making it easy for existing and new users to use. 
· Error fixing – One of the key features of word is spell checks and grammar checks. This is a very good feature making it an advantage as it helps users that may find difficulty with spelling or grammar by easing their stress out by helping them resolve it. It also suggests users with variated sentences if they believe it could be changed for the better. This would allow the users to create more documents that are professional and efficient.  
[bookmark: _Toc212037706]MS PowerPoint
MS PowerPoint is one of the many other office applications out there to help with users in workplace and a school environment. PowerPoint was made to help with the group presentations in business environments and educational environment. They help through the ability of visual demonstration through the PowerPoint presentation [9]. PowerPoint has many features that can be used. For example, these features are slides design and layout, animations and transition, slide shows and presenter view, collaboration and sharing, etc [10]. PowerPoint has many features as I previously mentioned. They are there to improve and make the document more efficient. 


Some of these features are: [10][image: ][image: ]1
1

1. Slides layout and design – PowerPoint offers this feature to its users so that they can make visually effective and appealing presentations for their need. PowerPoint also offers their users with the ability of choosing their own themes for their slide show of need. These themes offer a variety of different customisable to their user so that they can make their presentation look professional. 
[image: ][image: ]2
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2. Animations and transition - Animations and transitions within a presentation helps the user try keep their presentation engaging and dynamic. By deploying animations and transitions into a presentation, it allows the user to bring their slides to life and not make it plain and boring. This feature can allow the user to help pinpoint their key points, reveal information secretly, hook their audience, etc. This would improve their presentations efficiency. 
[image: ]3

[image: ]
3. Slide shows and presenter view – After completing the presentation, the users are given the option of presenting their presentation through a slide show. They can use the presenter view to help them with presenting as the user would be able to see their slides privately with the additional ability of having notes to help. When in presenter mode, the audience would not be able to see anything other than the presentation unlike the presenter. The presenter would be able to see the next slides and notes if they had used it. 
 [image: ]4

4. Collaboration and sharing - When needed, PowerPoint also offers the feature for you to share you work with others. When sharing, you can give your peers or colleagues the option of full permission with editing rights or full permission with viewing rights. This allows them to put their inputs and collaborate when needed in situations like team projects. They can also help with different inputs on the presentation in terms of slideshows. 
[image: ]5


5. Multimedia integration – One of the biggest features of PowerPoint is the ability of adding pictures and videos into the presentation. This allows presentations to look more engaging rather just plain words all over the slides. It makes the presentations more engaging as mentioned and more interactive. This allows the PowerPoint presentation to be more impactful for the audience. 
PowerPoints have many advantages and disadvantages. Here are some: [11]
Advantages: 
· Aesthetic and visually appealing designs
· Easy to use and easily accessible 
· Efficient information organisation
· Time saving and very convenient 
· Enhanced audience engagement 
Disadvantages: 
· Visuals can be overly relied on
· Sometime may not be suitable for all presentation types
· Has a risk of having boring and robotic presentations

[bookmark: _Toc212037707]



MS Excel
MS Excel is the third MS application that is offered to people around the word. This is quite different compared with the other 2 MS applications. MS Excel is mainly used to save and analyse the numerical data through a spreadsheet. These data can be recorded into tables. MS Excel offers features like insert, page layout, formulas, review and view. These features are there to help users ease their work. [12] Here are the features described further:
[image: ]
Insert – In the insert section of Excel, it offers a wide range of things a person can do. It offers services like making table, inserting graphs and charts, inserting pictures, inserting headers and footers, etc. In this part of Excel, you can insert the required feature you need for your data spreadsheet to make it look more presentable and neater. 
[image: ]
Page layout – With every MS application, page layout is provided. Similarly in MS Excel as well. They provide the feature to make your data spreadsheet look more presentable. If needed or to just play around with, before starting the document there are themes that can be selected to preference. 
[image: ]
Formulas – One of the biggest features of MS Excel I personally would say is the formulas. MS Excel provides formulas that can help with automated responses that can help with a user. This is very convenient as the user would not need to calculate themselves, when the Excel would do it for them after entering in the correct formula of your requirement for the data. 
[image: ]
Review – In this part of the application, MS Excel offers the users with the service of them reviewing what they have done. This can be done through different services like, proof reading, spelling checks, adding in notes and adding in comments in place they need. 
[image: ]
Collaboration and sharing - Excel also offers the feature for you to share you work with others. When sharing, you can give your peers the option of permission with editing rights or viewing rights. This allows them to put their inputs and collaborate when needed in situations like when sharing spreadsheets. 
[image: ]
Here above is an example of how MS Excel can be used as a data spreadsheet. So, by implementing in the formula of SUM (B2:B7) it works the total out of all the annual summary. (B2 – B7 are the cells that is being used). Similarly, by using the formula of average, it allows the spreadsheet to find the average required. There are many more formulas that can be used to help with the sorting out and calculating data in a spreadsheet. For example: IF, Count, conditional, etc. 


[bookmark: _Toc212037708]MS Access
MS Access is the 4th MS application I will be talking about. MS Access is an efficient database management system that offers the users with services like storing, retrieving and organising data. It has many features that can be used in the application itself. For example, user friendly interface, customisable code, customisable templates, collaboration, etc. [13]  Many people around the world use MS Access for storing and organise the data they have within their respective environment. 
[image: ]
From the above picture, you can see that a table is formed with different categories in it. This is one of the main features of MS Access. They allow users to input as many different categories as possible within their table to help retrieve, store and organise the data they are implementing into the table. This is very helpful when dealing with several rows and column of data as it allows the users to find what they need with the column’s header. 

[image: ]
From the above picture, you can see that a different table is now formed with different categories in it. When using MS Access, it allows their users to create different tables for their individual preferences. From the first picture, the table was formed for a student data input. The second picture was formed for a teacher data input. As you can see, Access can be used to input data for different data types but withing one document. This allows it to be more efficient and time convenient. 

[image: ]
One of their best features in terms of what they offer is the query feature they offer. This is mainly due to the ability of asking the document to pinpoint down the required data they need. This allows the user to quickly pinpoint the data rather than spending their time going through the data themselves. It is ok if the data is quite small to look through, however if there is 1000s of data go through, the query feature is very good to help reduce the amount of time spent looking through.  
[image: ]
When given the required SQL action, MS Access would go through the available data within the document and would provide them with the required information they have asked the SQL to perform. This would scan through the document and give the data that was asked off. By having a feature like, as I previously mentioned, allows users to spend less time looking through data themselves when MS Access would do it for them instead. 



[image: ]
When creating the tables, MS Access provide the users with the service of choosing the type of data they want to input in the respective column they are using for the data they are trying to input. From the above picture, some of the few data types are short text, long text, short number, long number, currency, date and time, date and time extended, etc. These are the data types the users may use to help with the data they store, retrieve and organise. 

0. [bookmark: _Toc212037709]Practical demonstration of Two Office Features

[bookmark: _VLOOKUP]VLOOKUP
[image: ]
VLOOKUP is the feature of looking for a specific data using the formula VLOOKUP ().
1. This is the formula used for VLOOKUP. VLOOKUP (A24, A3:L9, 7, FALSE) A24 is the cell with the data that needs to be looked up at. A3:L9 is all the data to look through (which is the table). 7 is column they want the data from. False is for the data that can be like the required one. If true, it must be the exact one. 
2. From this picture you can see the table and the cells being filled with information. 
3. From this picture, you can see the data that has been provided back from the VLOOKUP feature returning 42 as the data. 
[bookmark: _Toc212037711]

If Statement

[image: ]
From this, you can an IF statement has been used. The formula IF (J7 > K7, “Pass”, “Fail”) has been used. J7 has 56 and K7 has 78 in their respective cells. The formula says if 56 > 78, state back as pass, if not as fail. Due to 56 not being greater than 78, it returned back fail. 
[bookmark: _Toc212037712]










Task 4. Communication and Collaboration applications
a. [bookmark: _Toc212037713]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc212037714]MS Outlook
MS Outlook is also part of Microsoft applications but is more to do with communications. MS Outlook is used by many people around the world. They use it because of the features they provide. MS Outlooks is an email, calendar, and contact application program designed by Microsoft. MS Outlook has many features. For example, email service, email searching, flagging, colour coding, etc. These features are the main reasons for the use by many people. 
Here are the features explained in more details: [14]
[image: ]1

[image: ]3
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Email (email service and search) – (1) The search bar at the top of the Screen provides the ability to search for the email you would like when needed. You can simply write up the name or the email and should be able to find it. (2) To create an email, you have to press the new email, in which it would redirect you to the next step. (3) When redirected to this part, in the part where provided “To”, the email you would like to send can be written in it. Other services like Cc and Bcc are also provided. Also, when writing the email, you have other additional features like font type, font size, attachments like files, etc to help with the email. 
[image: ]
Flagging – MS Outlook also offers the service of flagging emails. The users of MS Outlook can use the flagging service to help them with remembering the important emails they may have or have received that they would like to be reminded of. As you can see in the above picture, flagging the email comes with set options like today, tomorrow, this week, next week, etc. They also have the option of no date if they just need simple reminding of. The option of choosing a customised date is also available for people who may need reminding of with a date that may be months or weeks later. 
[image: ] 2
1

Calendar– (1) MS Outlook offers the feature of a calendar. In the calendar feature, you can see where and when you have meetings or appointments that have been set. Also, if you have any other events, those would also be visible on the calendar. (2) To create an event, simply press the new event button which would redirect you to a different place. 
 [image: ]
Continuation from calendar - Appointments and meeting – After getting redirected, you would have this page come up. MS Outlook offers this feature for their users to create events. MS Outlook offers their users to create the events through giving them features like date for the event, the time for the event, how long it lasts, how often the event should last, the amount of people that should be participating, the events name, the location of the event, also if needed the event can be held in a team’s meeting. When in this page, as seen at the top of the page, there can be a reminder that is set for reminding of the event that was created. For example, however minutes before the actual event like 10 mins, 15 mins, etc. 
 
[bookmark: _Toc212037715]MS Teams
MS Teams is also part of the MS applications. MS Teams is used for with collaboration and communication both together. Many people across the world use it in the business environment and education environment. They use it due to the features MS Teams provides their users with. They are mainly known for their cloud based collaborative platform for online meeting and any other business communications. They have many features as I previously mentioned. Here are some examples of the features: video conferencing, real time collaborations, instant messaging and chatting, breakout rooms during meeting, etc. [15]

[image: ]
Real Time Collaboration - MS Team offers their users with the ability to use other Microsoft 365 applications like MS Word, MS PowerPoint and MS Excel. They also have other services like Microsoft Whiteboard to collaborate with others. This enables their users to visually brainstorm and map down their ideas they may have when in a team’s meeting or session. 
[image: ]
Meeting and Sessions - MS Teams is widely used around the world due to their Team meeting and sessions. Their users are allowed to create their own meeting and sessions when they need. In these meetings, they are allowed to share their screens, share their files, have collaborative annotations, record their meeting, have background effects, etc. These are all available to their users when in a meeting.
 [image: ]

Creating meetings – Talking about meetings, MS Teams allows their users to create their own meetings. It is quite similar in a way to making events in MS Outlook. It offers similar features when creating a meeting in MS Teams. MS Teams offers their users to create their meetings or sessions through giving them features like date for the meeting, the time for the meeting, how long it lasts, how often the meeting would be, the amount of people that should be participating, the meetings name, the location of the meeting. 
[image: ]
Assignments – This feature is mainly used by teachers for their students. Some office-based business may use this also to help with the work getting done. Teachers mainly use this feature to get their students to complete their work and upload it into Teams. The work that gets submitted would go through Team’s Turnitin to check for plagiarism. This is one of the main reasons as to why many teacher’s and schools across the world use the feature assignments. Teachers can create the assignment, and students can upload their works into the designated assignment. 
Break out rooms and roles in meeting - Teams offer the feature of having break out rooms in their meetings. This allows the organiser of the meeting to break the large group in a meeting to smaller groups. This is very useful as it helps with smaller group discussion, group projects, and group work. When dividing the groups, the organiser can provide roles to people within the big group and small groups to ensure productivity. This can allow the organiser to manage the large meeting effectively. 


b. [bookmark: _Toc212037716]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc212037717]MS Outlook
[image: ]
1) When I need to look for an email, I have to simply search for it
2) When I want to create an email, I will press the new email to create an email.
3) This would redirect me to a different area. When I arrive at this part, I would simply type in the person I am sending to, in this case to my lecturer. I have added London student engagement team through the option of cc. I put the subject as assignment to make that the title of the email when it gets sent through and also have written a small message. As seen in the top of the screen, when I press send, the email would go through. 
[image: ]
When the email is sent, you can find this in the sent box in Outlook. 
[image: ]
When I press create an event on the calendar, it would redirect me to this page. 
1. The events name is to be written in this place
2. If I need any additional people or want someone to attend the event, I will simply add them here.
3. This is for the date of the event, currently shows the 27 of April 2026. 
4. If I wanted it to repeat, I would the most suitable option. If the options are not it, I would customise my own option. 
5. This is for the timing of my event. From when to when and how long the event is going to last for. I can also customise it by simply pressing the time and writing the desired time like 14:22. 
After everything is finished, I would press save so that the event is saved and I can view the event on my calendar. 
[image: ]
Like this. 

[bookmark: _Toc212037718]
Ms Teams
[image: ]
1) When I need to access meetings and sessions, I would simply go here and press the meeting icon. 
2) When I need to access the other MS applications, I would press the application of choice and open it up like how it shows the little OneDrive icon on the left side of the picture where the arrow shows. 
[image: ]
When I need to create a meeting, this is what I would do: 
1. After arriving at this page, I would write the meetings name, in this case “My meeting”. 
2. [bookmark: _Toc212037719]If I need any additional people or want someone to attend the meeting, I would add them here.
3. This is for the date of the meeting I have arranged, currently shows the 27 of April 2026. This is also for the timing of my event. From when to when and how long the event is going to last for. I can also customise it by simply pressing the time and writing the desired time like how it says from 23:17 to 23:20. 
4. If I wanted it to repeat, I would the most suitable option. If the options are not it, I would customise my own option. 
5. If there is a location for my meeting, it would be put in this area to notify others. 
6. If I have any key messages for the meeting, I would right something in which the people I have added would see. 
7. After pressing save meeting, the meeting would appear on my team’s calendar and others that I have invited like so on the picture. 
Conclusion
In conclusion, I would like to say that is everything I have talked about from the different e-commerce website builders to different collaboration and communication applications, everything talked about has a major impact in the world. They are there to support and help the people make their work and life easier and more effective. They are there to support the people who need it and help people who might need it. All these applications have their pros and cons. But at the end of the day, it helps the work get done to the standard. 

[bookmark: _Toc212037720]
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