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[bookmark: _Toc237297264]Introduction
Technology is very important in modern businesses. Many companies use different software applications to improve communication, organisation, and productivity. Choosing the right software can help businesses work more efficiently and provide better services.
In this assessment, I will explore different software applications used in business. I will explore two e-commerce websites builders, explain mind mapping, discuss Microsoft Office applications, and analyse communications and collaboration tools. I will also complete practical activities to show how these applications can be used in business environments.

[bookmark: _Toc237297265]Task 1. e-Commerce Website builders/software solutions
1.1 [bookmark: _Toc237297266]Wix
Wix is a cloud-based website builder that helps individuals and small businesses to create professional websites without needing advanced technical skills. It is one of the most popular websites building platforms because it offers a simple drag and drop editor and a wide range of ready-made templates. It’s easy for beginner’s users. For this assignment, the free version of Wix was used to explore its basic features and website-building tools. 
One of the most useful features available in the free version is the drag-and-drop editor. Users can easily add text, images, buttons, and other elements to a webpage by dragging them into place. Wix also provides a wide range of free templates that can be customized to match different types of businesses. During the practical test, it was possible to create pages, edit layouts, change colours and fonts, and add images without any technical knowledge. [1]
Another useful feature is the built-in design tools, which allow users to create responsive websites that can be viewed on both computers and mobile devices. The platform also includes basic SEO settings, helping users improve their website’s visibility in search engines. However, some advanced e-commerce features, such as accepting online payments, managing customer orders, and selling products through a complete online store, are only available with a paid premium plan. 

The free version of Wix is easy to use and is suitable for learning how to build a website or creating a simple business website. However, it displays Wix advertisements and does not allow users to connect a custom domain name. Businesses that want to sell products online or access more advanced features need to upgrade to a premium subscription. Overall, Wix is a good choice for beginners because it is user-friendly and does not require previous web design experience. [2]
[image: The image shows a webpage with a Wix website editor interface, featuring a user's e-portfolio and a preview mode with a selection of tasks related to e-commerce, mind-mapping, office applications, and communication and collaboration.

AI-generated content may be incorrect.]Screenshot 1: Wix eCommerce Home Page1
[image: ]Screenshot 2: Wix eCommerce Home Page2


[bookmark: _Toc237297267]1.2 Shopify
Shopify is one of the most popular e-commerce website builders used businesses around the world. It is a cloud-based platform that helps users create and manage online stores without needing advanced programming skills. Shopify is suitable for both small businesses and large companies because it offers a wide range of tools for selling products online. 
For this assignment, the Shopify trial version and its available features were explored. The platform provides a clean and easy-to-use dashboard where users can start building an online store. During the practical exploration, it was possible to customise the store, choose a theme, add products, and view different settings for managing an online business. The dashboard is well organised, making it easy for beginners to navigate and understand the available features. [3]
Shopify also includes tools for inventory management, order tracking, marketing, and customer management. It supports different payment methods and allows businesses to sell products through websites and social media platforms. However, many of these features become fully available only after subscribing to a paid plan. 
One of the main advantages of Shopify is that it is designed specifically for e-commerce, offering more advanced selling tools than many general website builders. It also provides reliable security, regular updates, and a large app marketplace that allows businesses to add extra functions as they grow. On the other hand, Shopify requires a monthly subscription after the trial period, and some additional applications may involve extra costs. Overall, Shopify is a strong choice for businesses that want a professional and scalable online store. 
E-commerce platforms help businesses improve their online presence, reach more customers, and manage digital business activities more effectively. These platforms have become an important part of the modern business operations. [3]
[image: Help me find products

AI-generated content may be incorrect.]
Screenshot 3: Shopify Home page












[bookmark: _Toc237297268]Task 2. Mind-map of contemporary software applications
[bookmark: _Toc237297269]2.1 Mind mapping and its benefits
A mind map is a visual tool that helps people organise information and ideas. It shows the relationship between different topics in a simple way. A mind map usually starts with a main idea in the centre. Related ideas are connected to main topic using branches. These branches can include keywords, short sentences, colours and images. [4]
Mind mapping was developed by Tony Buzan to improve learning, memory, and creativity. Traditional notes are usually written in a straight line, but a mind map uses a more visual structure. This makes it easier for people to understand information and remember important points. 
Businesses can use mind mapping for different activities such as planning, meetings, problem-solving, and decision-making. For example, a company can create a mind map when starting a new project. The main topic can be the project name, and the branches can include tasks, deadlines, employees, and resources. [5]
One important benefit of mind mapping is that it helps organise information. Businesses often work with large amounts of information, and a mind map can make this information easier to understand. Employees can quickly see the main points and the connection between different ideas. 
Another benefit is that mind maps support creativity. During business meetings, employees can use mind maps to share ideas and find solutions to problems. The visual format allows teams to add new ideas easily. 
Mind mapping also improves communication and teamwork. A clear visual plan helps employees understand project goals and responsibilities. It can reduce confusion and help teams work together more effectively. 
In addition, mind maps can support decision-making. Managers can use them to compare different options, identify problems, and choose the best solution. 
In conclusion, mind mapping is a useful tool for businesses because it helps organise information, improve teamwork, support creativity, and make better decisions. It allows organisations to manage ideas and tasks in a simple and effective way. 



[bookmark: _Toc237297270]2.2 Create a mind map of contemporary software applications
[image: ]
Screenshot 4: Mind Map of Contemporary Applications 
[bookmark: _Toc237297271]Task 3. Office Applications
Office software is very important in modern businesses. Companies use office applications every day to create documents, analyse data, make presentations, and store information. These applications help employees work faster, communicate better, and complete tasks more accurately. Many organisations use Microsoft Office because it provides different tools for different business needs. 
The most common Microsoft Office applications are Microsoft Word, Microsoft PowerPoint, Microsoft Excel, and Microsoft Access. Each program has a different purpose. Microsoft Word is used to create documents, Microsoft PowerPoint is used for presentations, Microsoft Excel is used to analyse data, and Microsoft Access is used to manage databases. These applications help businesses improve productivity and organise their work more effectively. 
This report explains the main features, advantages, and limitations of these four Microsoft Office applications. It also includes two practical activities completed in Microsoft Excel to show how these features can be used in a real workplace. 
 
[bookmark: _Toc237297272]3.1 Four office software solutions for business operations
[bookmark: _Toc237297273]Ms Word
Microsoft Word is a word processing application developed by Microsoft. It is one of the most popular office programs used in businesses, schools, and universities. People use Microsoft Word to create, edit, and format documents such as reports, letters, meeting notes, and business proposals. It helps users produce professional documents quickly and easily. 
Microsoft Word has many useful features. Users can change the font style, size, and colour to improve the appearance of a document. The software also includes spelling and grammar checking to help reduce writing mistakes. Other important features are templates, tables, pictures, page numbers, headers and footers, and SmartArt. Microsoft Word also includes Track Changes, which allows several people to review and edit the same document. Another useful feature is Mail Merge, which can create personalised letters or emails for many recipients at the same time. [6]
In the workplace, Microsoft Word is used in many departments. Managers use it to write reports and meeting agendas. Human Resources staff prepare employment contracts and company policies. Administrative staff create letters and official documents. Students and teachers also use Word to prepare assignments and learning materials. 
Microsoft Word has many advantages. It is easy to use and suitable for beginners. It helps users create professional documents with different formatting tools. It also works well with other Microsoft Office applications such as Excel and PowerPoint. Documents can also be saved as PDF files or stored online using OneDrive. 
However, Microsoft Word has some limitations. It is not designed to analyse large amounts of data or manage databases. Some advanced features may be difficult for new users. In addition, users need a Microsoft 365 subscription to access all the latest tools. 
Overall, Microsoft Word is an important office application because it helps businesses create professional documents, improve communication, and increase productivity. 


[image: The image displays a Microsoft Word interface with various tabs and options, including AutoSave, Document1, Search, and a preview of a blank document.

AI-generated content may be incorrect.]Screenshot 5: This screenshot shows the main Microsoft Word interface, including the ribbon menu and document workspace. These tools allow users to create, edit and format professional documents.

[image: The image shows a Microsoft Word document interface with various options and tools such as AutoSave, search, formatting options, and text predictions.

AI-generated content may be incorrect.]Screenshot 6: Demonstrates the formatting tools in Microsoft Word. These help users change text appearance and create professional-looking documents. 

[image: The image depicts a Microsoft Word interface with various tabs and options such as AutoSave, Track Changes, and Text Predictions.

AI-generated content may be incorrect.]Screenshot 7: Shows the Track Changes the Comments features in MS Word. The example demonstrates how users can review and edit the same document. These tools support workplace collaboration by allowing employees to suggest changes and improve document quality before final approval. 
[image: The image shows a Microsoft Word document with a draft email being composed, including placeholders for recipient details, and text fields for various personal and contact information.

AI-generated content may be incorrect.]Screenshot 8: Shows the Mail Merge feature in Ms Word using an assignment completion notification example. This feature allows users to create personalised documents by connecting a Word document with a data source. It helps save time when sending similar messages to different recipients and improves communication efficiency.

[bookmark: _Toc237297274]Ms Excel
Microsoft Excel is a spreadsheet program developed by Microsoft. It is one of the most popular office software applications in businesses. Companies use Excel to organize data, perform calculations, create reports, and analyse information. It helps employees work faster and make better business decisions. Many departments, such as finance, sales, human resources, and marketing, use Excel every day. 
Major Features
One important feature of Excel is formulas and functions. Users can calculate numbers automatically. For example, they can find the total sales, average income, or monthly expenses. Excel has many useful functions such as SUM, AVERAGE, IF, and COUNT.
Another useful feature is charts and graphs. Excel can change numbers into visual charts like bar charts, pie charts, and line graphs. These charts help people understand data more easily. Excel also has sorting and filtering tools. Users can arrange data from A to Z, from highest to lowest, or search for specific information. This is helpful when working with large tables. 
Another feature is PivotTables. PivotTables help users summarise large amounts of data quickly. They can compare sales, products, or customer information in a simple way.Excel also allows users to save files online with Microsoft 365 and OneDrive. This means several people can work on the same file at the same time. 
Benefits of Microsoft Excel
Microsoft Excel has many benefits for businesses. First, Excel saves time. Employees can complete calculations quickly without using a calculator. Second, Excel improves accuracy. Formulas reduce mistakes in calculations. Another benefit is better data analysis. Managers can see business performance, sales, and expenses clearly. This helps them make better decisions.
Excel is also easy to use. Many people learn the basic functions quickly, and there are many online tutorials to help new users. Another advantage is flexibility. Excel can be used for budgets, payroll, stock control, sales reports, and project planning. It is useful for both small and large businesses. 
Limitations of Microsoft Excel
Although Excel is very useful, it also has some limitations. One limitation is that very large files can become slow. If there is too much data, Excel may not work as quickly. 
Another limitation is human error. If a user enters the wrong data or writes wrong formula, the results will also be wrong. Excel is also not the best choice for very large databases. Businesses with a lot of customer or product information often use Microsoft Access or other database software. 
Finally, some advanced features are difficult for beginners. Learning complex formulas or PivotTables can take time. 
Business Uses
Many businesses use MS Excel every day. Some common uses are; creating budgets, managing sales records, tracking inventory, preparing payroll, analysing business data, creating charts and reports, and planning projects.
Overall, Microsoft Excel is an important office application for business operations. It helps companies organise information, analyse data, and improve productivity. Although it has some limitations, it is still one of the most useful software programs for businesses. 

[image: ]Screenshot 9: Microsoft Excel Interface




[bookmark: _Toc237297275]Ms PowerPoint
Microsoft PowerPoint is a presentation software developed by Microsoft. It is part of the Microsoft Office suite. Businesses use PowerPoint to create presentations for meetings, training, marketing, and business reports. It helps people present information in a clear and attractive way. Many companies use PowerPoint to share ideas with employees, customers, and business partners. 
Major Features
One important feature of PowerPoint is slides. Users can create presentations with different slides. Each slide can include text, pictures, tables, charts, and diagrams. This makes information easy to understand. Another useful feature is themes and templates. PowerPoint provides ready-made designs that help users create professional presentations quickly. Users can also change colours, fonts, and layouts to match their company style.
PowerPoint also supports images, videos, audio, and animations. These features make presentations more interesting and help keep the audiences attention. Users can also add slide transitions to move smoothly from one slide to another. Another important feature is Presenter View. This allows the presenter to see notes, the next slide, and timer while the audience only sees the presentation. This helps speakers give better presentations. 
PowerPoint files can also be shared through Microsoft 365 and OneDrive. This allows team members to work on the same presentation together from different locations. [7]
Benefits of Microsoft PowerPoint 
Microsoft PowerPoint has many benefits for businesses. First, it helps people communicate information clearly. Charts, pictures, and diagrams make complex information easier to understand. Second, PowerPoint saves time. Users can use templates instead of creating every slide from the beginning. Another benefit is that presentations look professional. A well-designed presentation creates a good impression during meetings, sales presentation, and business conferences. 
PowerPoint also improves teamwork. Employees can share presentations online and work together on one file. This is useful for businesses with remote workers. Finally, PowerPoint is easy to use. Most people can learn the basic features in a short time.
Limitations of Microsoft PowerPoint
Although PowerPoint is useful, it also has some limitations. One limitation is that too much text on slides can make presentations boring. People may lose interest if slides contain large paragraphs instead of short points. 
Another limitation that creating a good presentation can take time. Users need to choose suitable pictures, colours, and layouts. PowerPoint is also not designed for detailed data analysis. Businesses usually use Microsoft Excel to analyse numbers before adding charts to PowerPoint. 
Finally, technical problems can affect presentations. For example, videos, animations, or fonts may not work correctly on another computer. 
Business Uses 
Businesses use Microsoft PowerPoint for many activities, such as; employee training, sales presentations, business meetings, project updates, marketing presentations, business reports, and product demonstrations.
Overall, Microsoft PowerPoint is an important office application for business operations. It helps businesses present information clearly, improve communication, and create professional presentations. Although it has some limitations, it is one of the most useful presentation tools in the business world. 

[image: Chapter 9: Microsoft® PowerPoint® – Business Technology Essentials]Figure 1: Microsoft PowerPoint User Interface showing the main workspace and editing tools. [8]
[image: Where is the Default PPT Theme Stored?]
Figure 2: Microsoft PowerPoint design templates and theme options. [9]
[image: Using Chart Layouts to Enhance your Charts in PowerPoint]
Figure 3: Example of PowerPoint slide using charts and visual elements for business communication. [10]


[bookmark: _Toc237297276]Ms Access
Microsoft Access for Business Operations
Microsoft Access is a database management software developed by Microsoft. It is part of the Microsoft Office suite. Businesses use Access to store, organise, manage, and analyse large amounts of information. It is especially useful for managing customer records, employee information, inventory, and business transactions. Access helps companies keep data in an organised way and find information quickly. 

Major Features
One important feature of Microsoft Access is databases. A database stores large amount of information in an organised way. Users can create tables to store different types of data, such as customer names, product details, and employee records. Access also allows users to connect different tables using relationships. This helps businesses avoid duplicate information and manage data more efficiently.
Another useful feature is queries. Queries allow users to search, filter, and analyse information quickly. For example, a company can find all customers who bought a specific product or check sales during a certain month. This helps businesses save time and make better decisions.
Microsoft Access also includes forms and reports. Forms make it easier to enter new information because users do not need to work directly with tables. Reports help businesses present information in a clear and professional format. Companies can create reports about customers, sales, inventory, or employees whenever they need them. [11] [12]

Benefits of Microsoft Access
Microsoft Access offers many benefits for business operations. It helps businesses organise large amount of information in one database instead of using many separate files. This makes it easier to manage data and reduces the risk of losing important information. 
Access also improves data accuracy. Forms and validation rules help users enter correct information and reduce mistakes. Queries allow employees to find information quickly, which saves time and increases productivity. Access can also work with other Microsoft Office applications, such as Excel and Word, making it easy to share and use data in different business tasks. 
Another advantage is that Microsoft Access is suitable for small and medium sized businesses. It is less expensive and easier to use than many advanced database systems. Employees can learn the basic features without advanced technical knowledge.
Limitations of Microsoft Access
Although Microsoft Access is useful, it has some limitations. It is not the best choice for very large companies that manage millions of records. Large organisations usually use more powerful database systems because they can handle more users and larger amounts of data.
Another limitation is that some advanced features are difficult for beginners. Designing databases, creating complex queries, and managing relationships between tables may require additional training. Access also has fewer online collaboration features than some modern cloud-based database systems.
Business Uses
Microsoft Access is widely used in many business activities. Companies use it to store customer information, manage employee records, track inventory, record sales, and prepare business to access. Overall, Microsoft Access is an important office application for business operations because it improves data management, supports better decision-making, and increases business efficiency. However, businesses with very large databases may need more advanced database software. 










Screenshot 10 shows the design of a customer’s table in Microsoft Access. Different field have been created to store customer information, including Customer ID, name, email, phone number and city. The customer ID is set as the primary key to uniquely identify each customer.[image: Customers

AI-generated content may be incorrect.]Screenshot 10: Creating the Customers Table in MS Access












Screenshot 11 shows customer records stored in the customer’s table. The datasheet view allows users to enter, view and manage business information in an organised format. The Customer ID is automatically generated by Microsoft Access for each record.
[image: The image displays a Microsoft Access database interface, featuring a table with customer records including names, contact details, and cities, along with various database tools and options such as sorting, filtering, and editing.

AI-generated content may be incorrect.]Screenshot 11: Customer Records Stored in the Access Database













Screenshot 12 shows a query created to filter customer records according to a specific criterion. In this example, the query is designed to find customers located in London. Queries allow businesses to retrieve relevant information quickly from a database.
[image: The image depicts a user interface for Microsoft Access, showing various database management options such as table creation, data insertion, query design, and table sorting.

AI-generated content may be incorrect.]Screenshot 12: Creating a Query to Filler Customer Information











Screenshot 13 shows the results produced after running the customer query. Only records that meet the selected criteria are displayed. This demonstrates how Microsoft Access can be used to search and retrieve specific business information efficiently. In this example, the city field is used to find customers located in London. 

[image: The image shows a user interface for Microsoft Access, featuring a database file, various tabs for data management, and a search bar for querying records.

AI-generated content may be incorrect.]Screenshot 13: Result of the Customer Query










Screenshot 14 shows a customer data entry form created in Microsoft Access. The form provides a user-friendly way to enter and view customer information without working directly with the database table. This can make data entry easier and more efficient for business users.[image: The image displays an Excel file with a table containing customer data, including fields for customer ID, first name, last name, email, phone number, and city.

AI-generated content may be incorrect.]Screenshot 14: Customer Data Entry Form











Screenshot 15 demonstrates the report feature of Microsoft Access. Customer records are presented in a structured and professional format. Reports can be used by businesses to review, present and share stored information, making business data easier to understand. 
[image: The image displays an Excel worksheet with various fields such as Customer ID, First Name, Last Name, Email, Phone, and City, arranged in a table format, along with a search function and other related tools.

AI-generated content may be incorrect.]Screenshot 15: Customer Report Generated in MS Access












[bookmark: _Toc237297277]3.2 Test any two features
[bookmark: _Toc237297278]IF Function
Step 1: Creating the Sales Performance Dataset
First, I created a sales performance dataset in Microsoft Excel to evaluate whether employees achieved their sales targets. I created five columns: employee name, department, sales, target, and performance. I entered sample sales and target values for employee. The performance column was left empty because it would be completed using the IF function. 
This screenshot shows the sales performance dataset created in Microsoft Excel. The table contains employee names, departments, sales amounts and target values. A performance column was also added to evaluate whether each employee achieved their sales target. This type of information can be used by businesses to monitor employee performance and sales activities.[image: The image shows a Microsoft Excel spreadsheet with various tabs and tools, including cells containing numerical data and names, and functions such as AutoSum and Error Checking.

AI-generated content may be incorrect.]
Screenshot 16: Creating Sales Data


Step 2: Selecting the IF Function from the Formula Tab
After creating the dataset, I selected the first empty cell in the performance column. Instead of manually typing the IF formula, I used the formulas tab in Microsoft Excel. I clicked Formulas-Logical-IF from the function library. Excel then opened the Function Arguments window, which allowed me to enter the conditions and results required for the calculation.
The screenshot shows the process of selecting the IF function from the formulas tab in Microsoft Excel. The IF function was selected from the logical functions, and the Function Arguments window was opened to create the required condition. This provides a simple way to create an IF formula without manually typing the complete formula. 
[image: The image shows a Microsoft Excel interface with various tabs and functions like AutoSave, File, Insert, Formulas, Data, and View, along with a list of specific functions and tools such as AutoSum, Ey-Trace Precedents, and Error Checking.

AI-generated content may be incorrect.]
Screenshot 17: Formulas—Logical—IF /Function Arguments 


Step 3: Entering the Function Arguments 
The Function Arguments window contains three main sections: logical [13] [14]test, Value if true, and Value if false.
For the Logical test, I compared the employees sales value with the target value. I entered “Target Achieved” in the value if true section and “Target Not Achieved” in the value if false section. The condition therefore checks whether the employee’s sales are equal to or greater than the target. If the condition is true, Excel displays “Target Achieved”. If the condition is false, Excel displays “Target Not Achieved”. [12]
This screenshot shows the IF Function Arguments window with the logical test and the two possible results entered. The sales value is compared with the target value, while the true and false values determine the message displayed in the performance column. 
[image: Target Not Achieved

AI-generated content may be incorrect.]
Screenshot 18: Function Arguments


Step 4: Applying the IF Function
After entering all the required arguments, I clicked OK. Excel automatically applied the IF function to the selected cell and displayed the appropriate result in the performance column. 
This screenshot shows the result generated after applying the IF function. Excel has automatically compared the sales and target values and displayed the appropriate performance result. This demonstrates how the IF function can be used to evaluate business information based on specific condition. [image: The image displays an Excel sheet with a formula comparing sales figures against targets for different employees, indicating whether each target has been achieved.

AI-generated content may be incorrect.]
Screenshot 19: Result Generated by the IF function


Step 5: Applying the IF Function to Other Employees
After successfully creating the IF function for the first employee, I applied the same formula to the remaining employee records. I selected the cell containing the formula and used the fill handle in the bottom-right corner of the cell to drag the formula down to the other rows. 
This screenshot shows the IF function applied to multiple employee records. The fill handle was used to copy the formula down the performance column, while Excel automatically adjusted the cell references for each row. 
[image: The image displays a Microsoft Excel worksheet with a formula that compares employee sales figures against their targets, and flags whether the target was achieved or not.

AI-generated content may be incorrect.]
Screenshot 20: IF function to Multiple Employee Records.

Step 6: Reviewing the Final Results 
Finally, I reviewed the results in the performance column. Employees whose sales were equal to or higher than their targets were identified as “Target Achieved”, while employees whose sales were below their targets were identified as “Target Not Achieved”.
This practical activity demonstrates how the IF function can be used in business situations such as sales performance evaluation, budgeting, employee evaluation and target monitoring.
This screenshot shows the final results after applying the IF function to employee dataset. The results clearly identify which employees achieved their sales targets. 
[image: The image is a spreadsheet with employee performance data, including names, departments, sales figures, and whether targets were achieved.

AI-generated content may be incorrect.]
Screenshot 21: Final Results of the IF
















[bookmark: _Toc237297279]Pivot Table
Step 1: Preparing the Sales Data 
For this practical activity, I used the same sales performance dataset that I previously created for the IF function. The dataset contains employee names, departments, sales amounts, target amounts and performance results. Using the same dataset allowed me to analyse the information further with a Pivot Table without creating a new set of data. 
Before creating the Pivot Table, I checked that the data was organised correctly, with clear column headings and complete records. The existing performance column, which was generated using the IF function, was also kept as part of the dataset. 
This screenshot shows the sales dataset.
[image: The image displays an Excel sheet with a Performance Report, showing various employee names, their sales figures, and whether their sales targets were achieved or not.

AI-generated content may be incorrect.]Screenshot 22: Sales Data 


Step 2: Selecting the PivotTable Feature 
After preparing the data, I selected a cell within the dataset. I then opened the Insert tab in Microsoft Excel and selected PivotTable from the tables section. 
Excel automatically detected the range of the sales dataset and opened create PivotTable window. I checked that the correct data range was selected and chose new worksheet as the location for the PivotTable. I then clicked OK. 
This screenshot shows the create PivotTable window in Excel.
[image: The image shows an Excel spreadsheet with a pivot table, displaying employee sales performance, including names, departments, and achieved targets.

AI-generated content may be incorrect.]Screenshot 23: Creating Pivot Table 



Step 3: Selecting PivotTable Fields
After clicking OK, Excel created a new worksheet and displayed the PivotTable Fields panel. This panel contains all the fields form the original dataset. I selected the department field and moved it to the values area. This setup allows excel to group employees according to their department and calculate the total sales for each department. 
This screenshot shows the department and sales fields selected for the Pivot Table.
[image: The image displays a Microsoft Excel spreadsheet with a PivotTable, showing a data analysis of sales figures, departments, and a calculated grand total.

AI-generated content may be incorrect.]Screenshot 24: Selecting Fields 


Step 4: Generating the Pivot Table
After placing the fields in the appropriate areas, Excel automatically generated the Pivot Table. The data was grouped according to department, and sales amounts were summarised. 
This screenshot shows the completed Pivot Table summarising sales by department.
[image: The image shows a spreadsheet in Microsoft Excel with a table containing sales data, including row labels, values, and a grand total.

AI-generated content may be incorrect.]Screenshot 25: Completed Pivot Table


Step 5: Analysing the Pivot Table Results
Finally, I used the Pivot Table to compare the total sales performance of the different departments. Instead of reviewing each employee’s sales individually, the Pivot Table provided a short summary of the data. This makes it easier for a manager to identify which department generated higher sales and to compare overall departmental performance.

Practical Benefit of the Pivot Table 
The practical activity demonstrated that a Pivot Table can turn a detailed dataset into a simple summary without manually adding the sales figures. If more employees or departments were added to the dataset, the Pivot Table could be refreshed to update the analysis. [13]



[bookmark: _Toc237297280]Task 4. Communication and Collaboration applications
[bookmark: _Toc237297281]4.1 One contemporary Communication and one Online Collaboration
[bookmark: _Toc237297282]Gmail 
Gmail is an email application developed by Google. It is widely used in modern businesses for communication between employees, customers, suppliers and other organisations. Gmail allows users to send and receive emails, attach files and keep records of previous communication. It can be accessed from different devices, which makes it useful for employees working in different locations.
One of the main features of Gmail is email communication. Users can send messages to individuals or groups and can reply to or forward previous emails. This is useful for businesses because employees can share information without needing to be in the same physical location.
Another useful feature is file attachment. Users can attach documents and other files to emails. For example, an employee can send a business report or presentation to a manager. This makes information sharing simple and fast. 
Gmail also provides a search function. Employees can search for previous emails using keywords or other information. This is useful when a business needs to find an old message or document. Gmail also provides ways to organise emails, which can help users manage many messages.
Gmail can also work with other Google applications. For example, users can us Gmail together with Google Calendar, Google Meet and Google Chat. This can help employees manage different communication activities in one environment. Gmail therefore supports both everyday communication and business productivity. [13]
Gmail has several benefits for businesses. It provides fast communication, supports file sharing and keeps a record of business conversations. However, a large number of emails can make important messages difficult to find. Email is also not always suitable for urgent communication because a phone call or online meeting may be faster than email. 
This screenshot shows the Gmail Interface used for business communication. 
[image: The image shows a Google Mail inbox page with various emails, including notifications about new credit card eligibility, flight deals, and rewards.

AI-generated content may be incorrect.]
Screenshot 26: Gmail Interface

[bookmark: _Toc237297283]Zoom
Zoom is an online communication and collaboration application used by businesses for meetings, remote working and teamwork. The Zoom Workplace application provides features such as meetings, chat, screen sharing and other collaboration tools. Users can join meetings from computers and mobile devices, making it useful for remote and hybrid working,
One of the main features of Zoom is online meetings. Employees can use video and audio to communicate with colleagues or customers. This allows businesses to hold meetings without requiring everyone to be in the same office.
Another important feature is screen sharing. A user can share their computer screen with other meeting participants. This is useful when employees need to present a document, explain software or show a presentation. Zoom also supports chat during meetings, allowing participants to send messages and ask questions. 
Zoom can also support collaboration through tools such as whiteboard and shared working features. These tools can be useful for brainstorming, planning and discussing projects. Zoom therefore allows employees to communicate and work together in real time. [14]
Zoom has several benefits for modern businesses. It supports remote working and can reduce the need for employees to travel to meetings. It also allows teams in different locations to work together. However, a reliable internet connection is important for good video and audio quality. Some Zoom features may also depend on the user’s plan or account permissions. 
This screenshot shows the Zoom interface used for online collaboration.
[image: Workplace Pro

AI-generated content may be incorrect.]
Screenshot 27: Zoom Interface


[bookmark: _Toc237297284]4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc237297285]Gmail 

Step 1: Opening Gmail
First, I opened Gmail using my Google account. The Gmail inbox displayed the received emails and the main menu options. I selected compose to create a new email. 
This screenshot shows the Gmail inbox before creating a new email. 
[image: The image shows a Google Mail inbox with various email threads including messages about new arrivals, order confirmations, and a security alert.

AI-generated content may be incorrect.]Screenshot 28: Gmail Inbox


Step 2: Creating a New Email 
After clicking compose, a new email window appeared. I entered the recipient’s email address and added a suitable subject. I then wrote a short business-related message.
This screenshot shows the recipient, subject and message fields. 
[image: ]
Screenshot 29: Creating new email

Step 3: Adding an Attachment
I then select the attachment option and added a sample document to the email. This demonstrates how Gmail can be used to share business documents. 
This screenshot shows the file attached to the email. 
[image: The image shows a user interface of the Gmail application, featuring an inbox with various options like unread messages, drafts, new balance, and more.

AI-generated content may be incorrect.]
Screenshot 30: File attachment

Step 4: Sending the Email
After checking the recipient, subject, message and attachment, I clicked send. I then checked the sent folder to confirm that the email had been successfully sent. 
This screenshot shows the completed email in the sent folder. 
[image: The image shows a screenshot of a Gmail inbox, with various email messages including an assignment, a booking enquiry, and unsubscribed messages.

AI-generated content may be incorrect.]
Screenshot 31: Sent Folder






[bookmark: _Toc237297286]Zoom
Step 1: Opening Zoom
First, I opened Zoom and started a meeting. After joining the meeting, I checked the meeting controls at the bottom of the screen. 
This screenshot shows the Zoom meeting interface before screen sharing 
[image: The image shows a person holding a small dog against a brick wall, possibly outside.

AI-generated content may be incorrect.]
Screenshot 32: Join meeting



Step 2: Selecting Screen Share
I selected the share option from the meeting controls. Zoom then displayed the available screen and application sharing options.
This screenshot shows the available screen and application sharing options
[image: The image depicts a Zoom meeting screen, showing various features such as the ability to share screens, mute participants, and chat functions.

AI-generated content may be incorrect.]Screenshot 33: Select share screen










Step 3: Selecting the Screen 
I selected the screen that I wanted to share and started the screen-sharing process. This allowed the other meeting participants to see the selected content. 
This screenshot shows the screen selected for sharing. 

[image: The image shows a user on a black background, sharing their screen, with a Zoom interface displaying a link to share the screen and options to start, stop, or hide the sharing.

AI-generated content may be incorrect.]
Screenshot 34: Selecting a screen to share




Step 4: Screen Sharing in Progress 
The selected screen was then displayed to the meeting participants. This demonstrated how Zoom can be used to present information and collaborate during an online business meeting. 
This screenshot shows the screen being shared during the Zoom meeting.


[image: The image shows a user interface with a Zoom meeting, where the user is sharing their screen, and various controls like mute, chat, and host tools are visible.

AI-generated content may be incorrect.]
Screenshot 35: Screen Sharing in Progress



[bookmark: _Toc237297287]Conclusion
In conclusion, this assignment has explored a range of contemporary software applications that support modern business operations. E-commerce website builders such as Shopify and Wix demonstrate how businesses can establish and manage an online presence effectively. Mind mapping was also examined as a useful tool for organising ideas, planning tasks, and improving business decision-making. Furthermore, Microsoft Word, PowerPoint, Excel, and Access were analysed in terms of their features, benefits, and limitations in managing and presenting business information. Practical testing of selected features provided evidence of how these applications can be applied in real business situations. Finally, communication and collaboration tools were considered, highlighting their importance in supporting teamwork, information sharing, and effective communication. Overall, the use of appropriate digital software can improve productivity, organisation, communication, and decision making within modern organizations.




[bookmark: _Toc237297288]References
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