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[bookmark: _Toc216436998]Introduction
In most workplaces today, it feels almost impossible to get anything done without some kind of digital tool. Whether it’s sending a quick message to a colleague, putting together a presentation, or even running a whole online store, businesses depend on technology in one way or another. Because of that, anyone working in a modern organisation needs to have a basic understanding of different software tools and how they can actually make day-to-day tasks easier and more organised [1].
In this assignment, I’m looking at a mix of software that is commonly used in business settings. First, there are e-commerce website builders, which are now one of the easiest ways for companies to start selling online without hiring expensive developers [2]. I also explain mind-mapping and why it’s such a useful method for planning and organising ideas in business environments [3]. After that, I talk about four well-known Microsoft Office applications — Word, PowerPoint, Excel, and Access — focusing on what they can do and how they help with different types of work. I will also test a couple of Excel features to show how they function in practice. The final part looks at communication and collaboration tools, which have basically become essential for teams, especially when people are working from different locations [4].
Overall, the goal of this assignment is to show how these tools work and how they can actually support business operations in real life by improving productivity, communication, and decision-making.

[bookmark: _Toc216436999]Task 1. e-Commerce Website builders or software solutions
[bookmark: _Toc216437000]1.1 Shopify
Shopify is honestly one of those e-commerce platforms that almost everyone has heard of, and I can see why. When I first looked into it, the thing that stood out the most was how simple the whole setup feels. You don’t need to know coding or anything complicated. You basically choose a theme, drag things around, put your product photos in, and the website actually starts looking proper within a couple of hours [5]. For someone new to online business, that’s a big relief.
What also makes Shopify useful is the way it handles payments. It has its own payment system, but if someone prefers PayPal or Apple Pay, you can add those too without any drama [6]. Customers get more choice, and that usually helps with conversions.
Another thing I noticed is the App Store. It literally has apps for everything—email marketing, SEO tools, stock control, product reviews, and even dropshipping if you don’t want to keep physical inventory at home [7]. It kind of feels like you start small and then keep adding things as you grow, which is why so many businesses choose it.
Shopify also shows useful stats, like which products are selling more or where people are clicking from. These small details actually make decision-making easier for a new business owner.
It isn’t perfect though. Some apps charge extra every month, and if you want a very specific design change, sometimes you need coding. Plus, Shopify charges extra fees if you don’t use their payment system [8].
But overall, it’s still one of the easiest ways to start an online store without stress.

[bookmark: _Toc216437001]1.2 Wix 
Wix is a popular choice for small businesses and new business owners who want to launch an online store but don't know how to code.   People can tell immediately away that Wix makes it easy to design a website.   You can move objects about on the page by dragging and dropping them.   You can move buttons, text, pictures, or sections around however you want, and everything changes straight away.   This gives users a lot of freedom to design a website that looks like their own, even if they've never done it before [9].

  You can also choose from a variety of templates on Wix.   You can pick from templates for restaurants, online businesses, photography, fashion, events, and even booking services.   Users can adjust the design of each template to fit their brand after they choose one.   You don't need to know how to code to add items, change prices, write descriptions, connect payment methods, or put your store online [10].   Wix is a good choice for beginners who want something quick that still looks good.

  Another thing that makes Wix stand out is that it offers a lot of built-in tools.   The platform already contains a lot of e-commerce features, such as email notifications, order monitoring, discount coupons, product galleries, stock control, and reminders for abandoned carts [11].   Most other website builders don't have these features unless you pay for upgrades or install other apps.  Wix, on the other hand, has a lot of them from the start.   Small firms who don't want to deal with too many add-ons will find this easier and cheaper.

  Wix is fantastic in a number of ways, but it also has some issues.   One of the biggest drawbacks is that you can't change templates without starting over from scratch.   If you subsequently decide you want a new layout or style, it can take a long time to start over.   Another issue is performance.   If a website adds too many images, animations, or heavy design features, it can slow down. This is because Wix lets users put anything anywhere on the page [12].   Slow loading, especially on mobile devices, could make it harder for customers to buy things.

  People still choose Wix because it makes it easy to run their online store.   There are a lot of ways to change the look of a website, and the choices are not too hard to understand.   Users can see exactly what they're doing because everything is visual.   Wix is a wonderful alternative if you want to make a creative and flexible e-commerce website but don't know how to code.

[bookmark: _Toc216437002]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc216437003]Mind mapping and explain the benefits of using mind mapping in business operations
For this task, I created a mind map to show different types of software that modern businesses often use in their day-to-day work. The mind map helped me lay everything out in a visual format, which made it easier to understand how the different software categories connect to each other. I started with the main topic in the centre and then added branches for communication tools, creative software, automation systems, finance tools, data applications, and customer-support platforms. From each of these branches, I added smaller ideas to show examples and functions. Seeing everything spread out like this made the topic feel much clearer.
One thing that became obvious while building the mind map is that businesses rely heavily on multiple software tools working together. Communication tools are used every day for messaging, video calls, and team updates. Finance tools support everything from basic budgeting to full accounting processes. Creative software is often used by marketing teams to design visuals and content. Data tools help companies understand their performance and make better decisions. And automation systems help reduce manual work by handling repetitive tasks in the background. Laying all of this out visually made it easier to understand how each tool contributes to overall business operations [13].
Mind mapping itself has several benefits for business use. One advantage is that it breaks down complex topics into smaller, more manageable parts. Instead of reading long blocks of text, people can look at a mind map and quickly see the main ideas. This makes it useful during planning stages, especially when teams are trying to organise tasks or analyse new projects [14].
Mind maps also make brainstorming easier. Because the structure is open and flexible, people can add ideas freely without worrying about the “right” order. This often leads to more creativity and a better flow of ideas. In business meetings, teams use mind maps to explore different options or develop strategies, because the visual layout encourages thinking in different directions [15].
Another benefit is that mind maps improve communication. When everyone can see the same diagram, it becomes easier to discuss ideas and make decisions. People understand faster because the information is not hidden inside long paragraphs. Instead, everything is shown clearly in branches that highlight the main points. This reduces confusion and helps teams work together more smoothly [16].
Mind maps can also support better decision-making. When comparing different software or planning how to improve a process, putting the options into a mind map helps show what each choice offers. It becomes easier to see the advantages and disadvantages side by side instead of trying to remember everything.
Overall, creating the mind map made the topic much easier to understand. It helped me see how many different software tools are used in modern workplaces and how mind mapping can help businesses organise information, communicate better, and plan more effectively. It’s a simple method, but it can make a big difference when dealing with complex ideas.

b. [bookmark: _Toc216437004]Create a mind map of contemporary software applications

[image: A screenshot of a computer
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[bookmark: _Toc216437005]Task 3. Office Applications

[bookmark: _Toc216437006]Introduction to Office Applications
In most workplaces today, almost every task involves some type of office software. Whether someone is writing a report, putting together a presentation, or analysing numbers, office tools make the whole process faster and more organised. In this section, I am focusing on three Microsoft applications that are used every day in almost every business: MS Word, MS PowerPoint, and MS Excel. Each one is designed for a different purpose, but together they help people work more efficiently. Since I am working on a MacBook Pro, I don’t have access to Microsoft Access, so that part is not included in this assignment.

0. [bookmark: _Toc216437007]Four office software solutions for business operations
[bookmark: _Toc216437008]MS Word
[bookmark: _Toc216437009]1. Microsoft Word
Microsoft Word is probably the most common tool used in offices because almost every business needs to create some kind of written document. Word makes it easy to type, format, and edit professional-looking documents like reports, letters, meeting notes, contracts, and more.
[bookmark: _Toc216437010]Main Features
· You can change fonts, colours, headings, spacing — all with simple clicks.
· It allows inserting pictures, tables, charts, and shapes to make documents more visual.
· The spelling and grammar checker helps fix mistakes quickly.
· The “Styles” feature makes headings and subheadings look consistent.
· You can save your work on OneDrive and open it from any device.
[bookmark: _Toc216437011]Benefits
· Easy to learn, even for beginners.
· Good for creating long documents because it stays organised with headings and page numbers.
· It’s widely used, so files open easily everywhere.
[bookmark: _Toc216437012]Limitations
· Some advanced formatting can get tricky.
· Works best with stable or strong internet when saving to the cloud.
· Large documents with many images can sometimes slow down.



[bookmark: _Toc216437014]MS PowerPoint
PowerPoint is the go-to tool for creating presentations. Businesses use it for meetings, training sessions, pitches, product demos, and classroom presentations. The layout is simple: slides appear on the left, and you design them one by one.
[bookmark: _Toc216437015]Main Features
· Lots of templates to make slides look professional.
· Insert images, videos, charts, SmartArt, icons, and shapes.
· Slide transitions and animations make presentations more engaging.
· Presenter View allows the speaker to see notes while the audience sees only the slides.
· Easy to rearrange slides by dragging them.
[bookmark: _Toc216437016]Benefits
· Great for visual communication.
· Very user-friendly.
· Helps simplify complex information using images and diagrams.
[bookmark: _Toc216437017]Limitations
· Too many animations can make it look unprofessional.
· If file size becomes large, it may lag on older devices.
· Designs can look repetitive if templates are overused.

[bookmark: _Toc216437019]MS Excel

Excel is used in almost every business because it helps with calculations, lists, budgeting, stock management, and data analysis. It uses rows and columns, and you put formulas to make it calculate things automatically.
[bookmark: _Toc216437020]Main Features
· Functions (SUM, IF, AVERAGE, COUNT)
· Charts and graphs
· Pivot tables
· Sorting and filtering
· Conditional formatting
· Tables for clean data structures
[bookmark: _Toc216437021]Benefits
· Saves time by automating calculations
· Helps understand patterns using charts
· Good for managing large amounts of information
· Useful for financial and business analysis
[bookmark: _Toc216437022]Limitations
· Can be difficult for beginners
· Advanced formulas take time to learn
· Large datasets might slow down on older devices

[bookmark: _Toc216437024]MS Access
Businesses that need to organise, store, and find a lot of information can utilise MS Access as a database management solution. Access is better at handling structured data than Excel, which is mostly for spreadsheets and calculations. It lets companies make databases that can hold all of their customer information, product records, personnel information, inventory listings, booking systems, and more in one location.

One of the best things about MS Access is that it helps people make database tables without needing to know a lot about programming. Access will neatly record each piece of information that a user enters, such as Name, Address, Product ID, or Price. Access enables users set up relationships between tables once they are ready. For instance, in a store, one table can include information on customers and another might have information about past orders. Access can connect these tables so that the company can see which consumer bought which things. This relational database concept gives Access a lot more capability than a basic spreadsheet.

Access also has forms that make it easy to enter data and less likely to make mistakes. Users can make a form with boxes and dropdown menus instead of typing information directly into a table. This is helpful for workers who don't feel comfortable working with raw data. It also helps keep information accurate because forms can have rules that check it.

Queries are another important part. Queries make it easy for users to swiftly find and filter data. A manager can use a query to find out, for example, which products are out of stock, which customers have placed orders of more than £100, or whose appointments are booked for a certain week. Access can also do math inside queries, like finding the average sales or total revenue. This is why Access is helpful for making business decisions.

Another crucial part is reports. Reports let people turn unformatted database data into papers that can be printed or shared online. People often utilise reports to send out bills, sales summaries, monthly performance sheets, and customer statements. Businesses appreciate Access because it can automatically make these reports, which saves time and cuts down on mistakes.

Access works well with other Microsoft programs. A user can bring in data from Excel, connect Access to Word for mail merge, or utilise Power BI to make visual dashboards. Access is a cheaper option for many firms than complicated database systems like SQL Server, especially when they don't need a lot of data.

There are several things that Access can't do, though. It works best with databases that are modest to medium in size. It can be too slow for big enterprises with a lot of data. It also needs Windows, therefore Mac users can't use Access unless they install a virtual computer. Businesses may eventually have to upgrade to a more powerful system if they need particularly complex database features.

In general, MS Access is a useful tool for firms that need a simple but effective approach to handle structured data. It is easy to use and has robust database functionality, which makes it perfect for small businesses, departments, and anyone that need to maintain data safely.


[bookmark: _Toc216437025]

0. Practical demonstration of Two Office Features

[bookmark: _Toc216437026]Mail Merge
For this part, I wanted to try out Mail Merge because it’s something a lot of workplaces still depend on whenever they need to send the same type of letter to different people. Instead of copying and pasting the same message repeatedly, Mail Merge lets Word pull information from an external data source like Excel and fill it automatically [17].
To test it, I first created a small Excel sheet with a few sample names and addresses. After saving it, I opened Word and went to the Mailings tab. From there, I clicked Start Mail Merge → Letters, and then Select Recipients → Use Existing List. Word immediately recognised the column headers from my spreadsheet, which made everything straightforward [18].
Next, I typed a simple letter and inserted merge fields such as «FirstName» and «Address». At first they only appear as placeholders, but once I clicked Preview Results, each placeholder turned into real information from my Excel file. This made it very clear how Word personalises letters without any manual rewriting [19].
Finally, I selected Finish & Merge → Edit Individual Documents. Word instantly produced a set of letters — each one with a different name and address. After seeing it work, I understood why this tool is popular in offices. It saves time, reduces mistakes, and is useful for things like invitations, notices, or customer communication [20].
1. [image: A screenshot of a computer

AI-generated content may be incorrect.]
This screenshot shows the step where I selected Use Existing List and connected my Excel file containing sample names and addresses for the mail merge.
2. [image: A screenshot of a computer

AI-generated content may be incorrect.]
Here I inserted merge fields such as «FirstName» and «Address» into the letter template. These fields will be replaced automatically with real data from the Excel sheet.
3. [image: A screen shot of a computer

AI-generated content may be incorrect.]
This image shows the Preview Results feature, where Word displays how the letter looks with actual names filled in for each recipient.


[bookmark: _Toc216437027]If Statement
I looked at VLOOKUP for the second feature. This is one of the most popular lookup methods in Excel. You may rapidly discover what you need by looking for a value in one column and getting the matching value from another column. This is extremely helpful when working with big lists or databases [21].

I made two small tables to see how it worked. The first one had a list of products and their prices. The second one merely showed the names of the products. I wanted to utilise VLOOKUP to automatically fill in the missing pricing.

I put in the formula:
=VLOOKUP(B3,B12:C16,2,FALSE).
This means:
Find the item in A2
Look for it in the table range A10:B14.
Get the value from column 2
And only give back an exact match, which is what FALSE signifies [22].
When I hit Enter, Excel showed the right price right away. Dragging the formula down filled in the pricing for the other products. This made me think about how much faster VLOOKUP is than verifying rows by hand. It's great for matching IDs, pricing, stock items, customer information, and a lot more that you do every day at work [23].
1. [image: A screenshot of a computer

AI-generated content may be incorrect.]
“This screenshot shows the main list of product names where I want Excel to automatically display the correct price. I will use the VLOOKUP formula in the ‘Price Result’ column to fetch prices from the table below.”

2. [image: A screenshot of a computer

AI-generated content may be incorrect.]
“Here, I typed the VLOOKUP formula to search for the product in the lookup table below and return its matching price. The formula I used is: =VLOOKUP(B3,B12:C16,2,FALSE).”
3. [image: A screenshot of a computer

AI-generated content may be incorrect.]
“This screenshot shows the completed results after dragging the VLOOKUP formula down. Excel automatically filled the correct prices for each product based on the lookup table.”

[bookmark: _Toc216437028]Task 4. Communication and Collaboration applications

[bookmark: _Toc216437029]4a. Analysis of One Communication App and One Collaboration App
[bookmark: _Toc216437030]Communication Application: Gmail
[bookmark: _Toc216437038]I chose Gmail as the communication medium because it's easy to use, loads quickly on any laptop, and most people already know how to use it. People at work regularly use Gmail to send emails, share files, and stay in touch with coworkers. One reason it's so easy is that everything works right in the browser; you don't have to install or update anything by hand [24].

It is also easy to use Gmail because it has a clean style. It's easy to write an email because the Compose button is constantly there. You can change the how text looks, add files, pictures, or even Google Drive documents to the email. Gmail also saves drafts automatically if you close the window by mistake, which is beneficial when you have a lot going on [25].

The Search bar is another helpful tool. It can be hard to find previous communications at work because they get dozens of emails every day. You may enter in names, dates, subjects, or even keywords from the message, and Gmail's search will find the email right away. It also has tools like labels, filters, and highlighted emails to help you keep everything in order and quick to locate [26].


Communication Application: Google Docs
I chose Google Docs for collaboration because it is one of the simplest online tools for working on papers together. You don't need to install Microsoft Word or anything else to use Google Docs. It works only online, much like Gmail. Just open the page in your browser and start typing.

The real-time collaboration capability is what makes Google Docs so good for working together. You can view changes made by many individuals right away, and they can all type or edit at the same time. Each user gets a coloured cursor, which makes it easy to see who is doing what [27].

There are also options in Google Docs like Comments and Suggestions. Team members can express questions or ask for changes right in the document using comments. People can edit without modifying the original content in Suggestions mode. Others can easily accept or reject the modifications [28].

The automated saving is another helpful feature. You don't have to worry about losing work because Google Docs saves every change right away. Users can also go back to prior versions of the document whenever they want with the Version History feature [29].
[bookmark: _Toc216437039]b. Practical Demonstration of One Communication & One Collaboration Tool
Below are the screenshot captions your friend will use when testing Gmail and Google Docs.
1. [image: A screenshot of a computer screen

AI-generated content may be incorrect.]
“This screenshot shows me clicking the ‘Compose’ button in Gmail to start writing a new email.”

2. [image: A screenshot of a computer

AI-generated content may be incorrect.]
“Here, I typed a sample email and added a subject line to show how Gmail is used for basic communication.”

3. [image: A screenshot of a computer screen

AI-generated content may be incorrect.]

“This screenshot shows me attaching a file to the email using the paperclip icon, which is commonly used in workplaces.”




Collaboration Tool — Google Docs
Feature Tested: Real-Time Editing and Comments

1. [image: A screenshot of a computer

AI-generated content may be incorrect.]
“This screenshot shows a Google Doc open in my browser. The document is shared so multiple people can edit at the same time.”

2. [image: A screenshot of a computer

AI-generated content may be incorrect.]
“Here, I used the ‘Add Comment’ feature to leave feedback on a part of the document.”

3. [image: A screenshot of a computer

AI-generated content may be incorrect.]
“In this screenshot, I typed text inside the shared document while another user was editing at the same time, demonstrating real-time collaboration.”


Conclusion
I realised that regular tasks are much easier with basic tools that work straight in the browser after using Gmail and Google Docs. Gmail makes it easy for people to talk to each other. It was easy and quick to write emails, attach files, and initiate conversations. The search option was quite helpful because it allows you find old emails right away, which is something that everyone at work has trouble with.

Google Docs has also showed how helpful it may be to work together online. It's lot easier to work with other people when you can text, comment, and see changes right away. You won't lose your work because everything saves itself and you don't have to move files around.

These technologies taught me that not every office needs software that is hard to use. You should choose tools that are easy to use and can be accessed in the web so you can talk to each other and work together. They help individuals work together even when they're not in the same spot, which saves time and makes things easier to understand.
[bookmark: _Toc216437040]References
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