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In essence, Business software applications are like digital helpers that make work easier. It is like having a toolbox — but instead of hammers and screwdrivers, it contains some special computer programs. Some of them help us count money and pay bills. Others help us talk to friends at work or share pictures and ideas. There are programs for drawing posters, for remembering important events, and for making sure everyone knows what job to do. In short, business software helps us do our jobs faster, make fewer mistakes, and work together even when we are far apart physically. Here we will regard several of these important softwares [1].
Each software area mentioned in this assignment, according to the task descriptions, will be first explored by testing features of its relevant application. To demonstrate practical application of the knowledge presented in the written section, a documented evidence of implementing certain features will be included for each area. 

[bookmark: _Toc234573605][bookmark: _Toc235399811]Task 1: e-Commerce Website Builders / Software Solutions
Introduction to E-Commerce Software
E-commerce revolutionizes how businesses operate, allowing entrepreneurs and established companies to reach customers globally without physical stores. Contemporary e-commerce website builders provide intuitive, easy to use no-code solutions that enable businesses to create professional online stores quickly and efficiently. The Website building softwares, therefore, are the tools that help us without specialist coding to create functional E-Commerce websites. 
Web-building software helps small businesses to:
1. Build their online stores
2. Present themselves to customers
3. Sell their products - receive payments
4. Reach visibility to Search Engines like Google etc.
Two of the most prominent platforms in this segment are Shopify and Wix, each offering unique features and capabilities for different business needs and technical skill levels. This report provides a short overview of these platforms, examining their features, way of use, advantages, and disadvantages.

[bookmark: _Toc235399812]Software Solution 1: Shopify
According to their own website description, as a complete commerce platform Shopify lets you start, develop, and manage an online business for E-Commerce. Shopify is a dedicated e-commerce platform specifically designed for online selling. [2]
Shopify allows you:
· To build your own online store with personal customization
· To expand your visibility in variety of places in the Internet; including mobile app, social media, and other marketplaces online
· To automatize the whole sale process (payments, deliveries etc.)
As fully cloud-based and hosted, Shopify provides you the needed software and web servers, giving you the ability to establish your business and run it from almost anywhere, even from your mobile device. This is the reason Shopify has become one of the most popular e-commerce solutions globally. It provides a complete ecosystem for creating, managing, and scaling online stores, making it ideal for entrepreneurs and established retailers seeking a robust, scalable solution[1].
Main Features and Tools
Shopify offers comprehensive e-commerce functionality with customizable store templates, inventory management, payment processing through multiple gateways, and order fulfilment tracking. The platform includes built-in SEO optimization tools, abandoned cart recovery, customer relationship management (CRM) features, and multi-channel selling capabilities allowing businesses to sell on social media platforms, marketplaces, and physical locations simultaneously. 
Advantages and Disadvantages
Advantages include strong security features, reliable hosting, excellent customer support, and scalability for growing businesses. All features are optimized for online selling. However, disadvantages include higher transaction fees compared to competitors, limited customization without coding knowledge, and steep learning curves for advanced features. Additionally, Shopify's pricing can become expensive as businesses scale.
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As a cloud-based website builder Wix is also offering an all-in-one platform to create your websites, blogs, and online stores. Wix can also set you up for success in E-Commerce, from start to scale. Unlike Shopify, Wix is a general-purpose website builder with robust e-commerce capabilities, making it suitable for businesses seeking an integrated web presence alongside online selling. [2]
Wix allows you:
· To create your website with 1000s of design tools, templates and advanced AI features for customization of your own online store
· To seamlessly manage with maximum efficiency with all the business tools, analytics and CRM solutions.
· To expand you reach with built-in SEO, marketing and monetization solutions. 
Main Features and Tools
With their drag-and-drop interface Wix provides big variety of professionally designed templates. You can even get design suggestions through Wix ADI (Artificial Design Intelligence). E-commerce features include product catalogues, shopping carts, payment processing, shipping integrations, and basic inventory management. Wix also offers built-in marketing tools, including SEO optimization. It includes mobile-responsive design, including hosting and SSL certificates. [3]
Advantages and Disadvantages
Advantages include ease of use for beginners, attractive design templates, affordable pricing, and comprehensive website-building capabilities beyond e-commerce. Disadvantages include some limitations to the high-scale sellers, and in comparison to Shopify, Wix provides less advanced e-commerce features, and potential performance issues with complex sites. Additionally, migrating away from Wix can be challenging.
Typical Business Use Cases
Wix is ideal for small businesses, service providers, creative professionals, and entrepreneurs establishing their first online presence. It suits businesses wanting a professional website with basic e-commerce functionality rather than a dedicated online store.
Comparison to Web-Building cites I tried previously:
Personally, I have more experience with Blogger (Blogspot), successfully using it for selling, advertising, and posting articles. Blogger is great not only because it’s free, but it also allows me to program and customize things by myself the way I want. No much limitations once you know a bit of HTML coding. See examples of Blogger E-Commerce sites I have created: (Image 1) 
[image: ][image: ]
Image 1. My ‘Hobby Blog’ and my ‘Therapy Blog’ in Blogger (Blogspot)
Google's own description is that Blogger is a free online solution enabling users to publish blogs and websites. Blogger supports up to 100 blogs or websites per Google account. Blogger offers a vast range of useful features and customization options allowing you to create unique blog designs with exceptional ease of use. [4] 
On the other side, I found Google Sites' drag-and-drop interface intuitive enough to build a professional-looking portfolio without needing to learn coding or complex design software, just as noted in the literature [5]. Consequently, during this academic year I tried to practically compare Blogger with Google Sites (Image 2).  I even succeeded to apply HTML coding and create customized by me side bar with ‘Content’ menu. 
[image: ][image: ]
Image 2. First image is my E-Portfolio in Blogger and next to it my E-Portfolio in Google Sites

Conclusion
From the description of Shopify and Wix I can summarize that they are both useful tools for starters in E-Commerce. Both Shopify and Wix serve distinct market segments. Shopify excels for businesses prioritizing e-commerce performance and scalability, while Wix suits entrepreneurs needing an affordable, user-friendly solution combining web presence with online selling capabilities. The choice depends on business priorities, technical expertise, and growth projections. Yet, based on my own experience Blogger and Google Sites can also be successfully implemented for E-Comers. 
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Idea generation through a collaborative mind-mapping tools:
Mind mapping is a non-linear visual technique for organizing concepts and ideas by using branches, keywords, and images. The idea is to mirror how the brain’s naturally processes information, thus capturing, connecting, and expanding ideas becomes easier and more intuitive visual process[6]. 
First, it enhances creativity and idea generation while allowing teams to uncover hidden connections during brainstorming sessions. Second, mind mapping improves productivity by visually structuring complex information, making it easier to prioritize tasks and workflow. Third, it fosters team collaboration and communication, enabling real-time sharing and alignment [7]. Thus, mind mapping supports effective problem-solving and decision-making by clarifying relationships and dependencies, capturing and organizing information for easy transfer and ongoing learning [8].
The mind map in (Image 3) was produced with the use of Canva. Canva was selected as a tool that allows reach design choice in elements, figures and colours, to enhance the creative process. 

[bookmark: _Toc234573608][bookmark: _Toc235399816]2.2. My Mind Map: Contemporary Business Software Applications
Here is the mind map I have created on contemporary software applications that are used to facilitate day-to-day business or organizational functions (Image 3). 
[image: ]
Image 3: Screenshot of the completed mind map
The mind map is organized around the central team of “CONTEMPORARY BUSINESS SOFTWARE APPLICATIONS" — with six branches. I have selected horizontal layout where application names sit in plain text beneath each heading. The layout is clean, balanced, and easy to scan — functional categories on the left, people/collaboration categories on the right, with each branch set in different color for visual clarity.
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Introduction:
This report provides concise, structured explanations of four essential Microsoft Office applications—MS Word, MS PowerPoint, MS Excel, and MS Access—focusing on their business purposes, major features, benefits, limitations, and real-world workplace applications. Each section has one Microsoft reference in comparison with some scientific work explaining that tool.
Four office software applications used in business operations:
1. MS Word
2. MS PowerPoint
3. MS Excel
4. MS Access
For each application I will discuss:
· Purpose and business use
· Major features
· Benefits
· Limitations (if any)
· Examples of workplace applications
1. Microsoft Word
As a leading word-processing application Microsoft Word is extensively used for creating, editing, and formatting text-based documents. Its primary purpose is to facilitate the preparation of professional documents such as reports, proposals, contracts, and business correspondence. It includes advanced tools for formatting text. That allows you keep a consistent styles, fonts, and layouts. Microsoft Word also provides a wide range of templates for common business documents. Word’s integration with cloud services enables real-time co-authoring and seamless sharing among distributed teams. The benefits of using Word in business include increased productivity, improved document quality and consistency, and compatibility with other Microsoft 365 applications. However, limitations exist, such as the need for adequate digital literacy, and some feature restrictions in web-based versions. In practice, organizations use Word for drafting contracts, generating invoices, preparing meeting agendas, creating marketing materials, and standardizing HR documentation, making it indispensable for modern business operations.
2. Microsoft PowerPoint
Microsoft PowerPoint is a powerful presentation software designed to help businesses create, organize, and deliver visual presentations. Its core purpose is to communicate information clearly and persuasively to various audiences, including internal teams, clients, and stakeholders. PowerPoint’s major features include customizable slide designs and templates, animations and transitions for visual emphasis, presenter tools such as slide notes and rehearsal timing, and real-time collaboration capabilities through cloud integration. The software also supports multimedia integration. Users can easily present images, videos, charts, even audio for dynamic content. It offers flexible export options for sharing presentations in multiple formats. The benefits of PowerPoint in business include enhanced communication of complex ideas, professional branding through design consistency, improved collaboration via cloud-based co-authoring, and adaptability for in-person or virtual meetings. Limitations include the risk of overusing visual effects, which can distract audiences, collaboration constraints in offline versions, and a learning curve for advanced features. Common workplace applications encompass sales and marketing presentations, employee training modules, business reporting, and virtual meeting support, making PowerPoint a vital tool for effective business communication.

3. Microsoft Excel
Microsoft Excel is described as a powerful spreadsheet application central to business operations for data storage, organization, and analysis. Its primary business use is to manage financial modelling, budgeting, reporting, and data-driven decision-making. Excel’s major features include a vast library of formulas and functions for automating calculations, pivot tables for summarizing and analysing charts and graphs with large database, providing data visualization, macros for automating repetitive tasks, and advanced data analysis tools such as PowerPivot and scenario analysis. The benefits of Excel for businesses are significant: it enables efficient organization and sorting of large data volumes, identification of trends and patterns, workflow automation, and enhanced collaboration, especially with cloud-based versions. However, Excel has limitations, including performance issues with very large datasets, limited real-time multi-user collaboration, risks of data integrity due to manual entry errors, and partial feature support in some online integrations. In the workplace, Excel is used for financial accounting (e.g., cash flow statements), budgeting, business intelligence dashboards, and operations management tasks like inventory tracking and project scheduling, making it indispensable for data-centric business functions.

4. Microsoft Access
Microsoft Access is another important desktop database management system tailored for businesses needing to store, manage, and analyse structured data efficiently. Its main purpose is to enable the rapid development of custom database applications for tasks such as inventory tracking, customer management, and order processing. Key features include a relational database engine supporting complex data structures, a query builder for extracting and analysing data, customizable forms for user-friendly data entry, robust reporting tools for formatted business reports, and automation capabilities through macros and VBA scripting. Access offers several business benefits: it supports rapid application development, is cost-effective compared to enterprise database systems, allows multi-user access with record-level locking, and integrates seamlessly with other Microsoft Office applications. Limitations include scalability constraints (best for small to medium databases), limited web and cloud functionality, and a learning curve for users unfamiliar with database concepts. In practice, businesses use Access for sales pipeline management, inventory control, and customer support tracking, making it a practical solution for organizations requiring tailored data management without the complexity of larger database systems.
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Testing Two Features in Microsoft Excel: IF Function and VLOOKUP
Here I will outline the process of testing some essential Excel features: From the list below, I have selected the IF Function and VLOOKUP. These features are widely used for logical operations and data lookups, making them indispensable for data analysis and decision-making in business contexts. There are several features that we have tested in our studies.
· Mail Merge
· IF Function
· VLOOKUP
· Pivot Table
· Goal Seek
The process is being document using:
· Screenshots
· Step-by-step explanations
· Brief descriptions of outcomes/results

[bookmark: _Toc235399822]1. Testing the IF Function
The IF function uses the condition of TRUE or FALSE and returns different values based on whether that condition is fulfilled. For example, it can be used to check if a sales target has been met.
Steps to Document the Process:
1. Set up the data: I created a table with columns for "Branch Name," "Sales," and "Target Met," based on my former business activities. Using the IF function it automatically calculates the 10% bonus for those who reached the target of over 1000 (Image 4).
[image: ]
· Image 4. Screenshot: My table with sample data.
2. The formula used: 
In the "Target Met" column (e.g., F3), type the formula:
=IF(F3>1000,F3*10%,0)
This checks if the “Net Earnings” in Column F are greater than 1000 (Image 5).
[image: ]
· Image 5. Screenshot: The formula entered in cell F3.
3. Copying the formula: I dragged the formula down to apply it to all rows. The result is visible in (Image 6).
[image: ]
· Image 6. Screenshot: The bonus of 10% automatically calculated.
Outcome:
The IF function successfully evaluated who has met this sales target, and displayed the 10% bonus for those who did and "0" for those who didn’t.

[bookmark: _Toc235399823]2. Testing the VLOOKUP Function
The VLOOKUP function retrieves data from a specified column in a table based on a lookup value. Even from a big list of products VLOOKUP can help us find what the price of a specific product, which can save us lots of time and effort.
Steps to Document the Process:
1. Set up the data: For this example, I have used the same table. I added a separate cell for the lookup value and a cell for the result (Image 7).
[image: ]
· Image 7. Screenshot: My table with sample data.

2. The formula: In the result cell (e.g., J3) I typed the following formula:
=VLOOKUP(J3,A3:B10,2,FALSE)
This formula searches for the product name entered in J3 within the range A3:B10 and returns the corresponding price from the second column. See the formula entered (Image 8).
[image: ]
· Image 8. Screenshot: “Products” entered in I3 and the formula in cell J3.
3. Test the formula: By entering any product names in columns I3, I4 and I5 (e.g., "Drink", “Leson”, etc.) the price of each is automatically displayed (Image 9).
[image: ]
· Image 9. Screenshot: The lookup value entered and the corresponding price displayed.
Outcome:
The VLOOKUP function successfully retrieves the price of the product entered in the lookup cell, demonstrating its utility for quick data retrieval.

[bookmark: _Toc234573613][bookmark: _Toc235399824]Task 4: Communication and Collaboration Applications
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Introduction
Effective communication and collaboration tools are essential in today’s business world, with the rise of remote works, hybrid teams, and global business operations. Among the various applications available, Microsoft Outlook and Microsoft Teams stand out as two of the most widely used platforms. Both tools are part of the Microsoft 365 ecosystem and are designed to streamline workflows, enhance productivity, and facilitate communication and teamwork. This analysis includes:
· Overview of each application
· Key features
· Benefits for businesses
· Limitations
· Real-world business usage examples
In the process of explaining the features of these freely available applications for Communication and Collaboration I tested one or two features of each and included several screenshots with accompanying description of practical use.
Difference Between Communication and Collaboration Tools
Communication tools are designed to help the information flow among individuals or groups. They focus on sharing ideas, updates, or instructions, often in real-time or asynchronously. We can think of email, chat and messaging apps, as well as platforms for video conferencing. These tools are primarily about ensuring that information is transmitted clearly and efficiently.
Collaboration tools, on the other hand, are designed to help teams work together toward shared goals. They go beyond communication by enabling task management, file sharing, and project coordination. Tools for collaboration often integrate communication features but focus on organizing and streamlining workflows to achieve specific objectives.
Examples of Communication Tools
1. Email platforms (e.g., Gmail, Yahoo, Outlook) – For asynchronous communication.
2. Messaging apps (e.g., Slack, Microsoft Teams) – For real-time text-based communication.
3. Video conferencing tools (e.g., Zoom, Google Meet) – For virtual face-to-face meetings.
4. Social media platforms (e.g., LinkedIn, Twitter) – For external communication and networking.
Examples of Collaboration Tools
1. Project management software (e.g., Asana, Trello) – For task assignment and tracking.
2. File-sharing platforms (e.g., Google Drive, OneDrive, Dropbox) – For collaborative document editing and storage.
3. Team collaboration hubs (e.g., Microsoft Teams, Notion) – For integrating communication and task management.
4. Shared calendaring tools (e.g., Calendly, Microsoft Outlook Calendar) – For scheduling and coordinating team activities.
By combining communication and collaboration tools effectively, businesses can enhance productivity, streamline workflows, and foster better teamwork.

[bookmark: _Toc235399826]4.2. Testing Microsoft Outlook and Microsoft Teams
For this task, I have chosen Microsoft Outlook as a communication application and Microsoft Teams as a collaboration tool. Outlook is primarily used for email communication, scheduling, and task management, making it an essential tool for professional correspondence. On the other hand, Microsoft Teams is a robust collaboration platform that combines messaging, video conferencing, and file sharing to create a unified space for team-based work.
This report will analyze the key features of these applications, suggest practical screenshots that demonstrate their functionality, and describe the testing process for one feature of each application to provide evidence of their practical use in a business environment.
Microsoft Outlook: A Communication Tool
Microsoft Outlook is a trusted email management tools, used broadly by businesses to manage professional communication and daily schedules. Its integration with other Microsoft 365 apps makes it a central hub for organizing and managing work. 
For those with less experience video tutorials can help make the most of Outlook. Some practical skills include; sending and receiving emails, managing them, organizing, and flagging your messages. The tutorial shows how to work with the calendar feature, how to request meetings, and schedule repeating appointments. Except for creating contacts and groups, Outlook task feature can be used to manage your to-do list effectively [1]. The following are some of the key features of Microsoft Outlook:
1. Email Management:
Outlook allows users to organize their inbox by creating folders, flagging important emails, and enabling conversation view to group related emails. This ensures that professionals can keep track of their correspondence efficiently.
2. BCC and CC Functionality:
When adding recipients CC (carbon copy) field is for transparency, while the BCC (blind carbon copy) field is for privacy - the other contacts will not see the other recipients. In short, the Blind Carbon Copy (BCC) feature ensures that recipients cannot see the email addresses of other individuals in the BCC field. This is useful for sending emails to multiple recipients while maintaining confidentiality (Image 10).
Testing Process:
· Open Outlook and create a new email.
· Click on the “BCC” option to display the field.
· Enter multiple email addresses in the BCC field, add a subject, and compose the email.
· Send the email and confirm that BCC recipients are hidden from other recipients.
[image: ]
· Image 10: Adding CC or BCC in new email.
3. Rules and Filters:
Rules can help you save time. Outlook enables users to automate tasks like sorting emails into specific folders, separating important from less important mails. Flagging messages, or even forwarding them based on pre-defined criteria is a helpful feature, which is especially useful for managing high volumes of emails.
In Settings  select Rules, then select Add Rule and you can select New Rule, or Change Rule and modify the rules as needed. 
For example, to create a new Folder where my teacher’s Emails will go I right-clicked on his email, selected Rules and go the options to Create or Manage Rules (Image 11).
[image: ]
· Image 11: A screenshot of creating rules.
Here I could select an existing folder or create a new one to have his Emails easy to find (Image 12).
[image: ]
· Image 12: A screenshot of creating new Folder.
To add signature for example, in Settings I searched Signature, added title and text (mobile number etc.) and selected when it should show up (Image 13).
[image: ]
· Image 13: A screenshot of adding Signature.
4. Calendar and Scheduling:
The integrated calendar is useful for scheduling meetings, setting reminders, and creating appointments. It also syncs seamlessly with Microsoft Teams, enabling users to join video meetings directly from their calendar.
5. Search Functionality:
Outlook’s advanced search bar helps users quickly locate emails, attachments, or contacts by applying filters.
6. Security and Compliance:
Outlook includes encryption, multi-factor authentication, and data compliance features to ensure secure communication.
These features make Outlook indispensable for managing professional correspondence, scheduling meetings, and keeping track of tasks in a secure and organized manner.

Microsoft Teams: A Collaboration Tool
Microsoft Teams is a leading platform for collaboration, considered the communication and teamwork hub of Microsoft 365. It helps teams in effectively working together despite their physical distance. Consequently, helps managing small- to medium-sized projects. It integrates tools for messaging, meetings, and file sharing, creating a centralized workspace for team-based projects [4]. 
Microsoft Teams joins the files, conversations, and meeting collaboration; thus, it is an ideal project-management tool. Tutorials are great for learning everything you need to know for managing projects in Teams [5].
The following are the key features of Microsoft Teams:
1. Channels and Chat:
Teams organizes discussions into channels, which can be created for specific projects or topics. It also offers persistent one-on-one or group chats, allowing team members to share messages, files, and links in real time (Image 14). 
[image: ]
· Image 14: A screenshot of a Teams interface showing an class active chat.
2. Video Meetings and Breakout Rooms:
Teams supports organizing video meetings, simultaneously allowing screen sharing, live captions, and breakout rooms. Breakout rooms, means, a larger groups can be split into smaller discussion groups within the same meeting. I can select how many rooms, and even I can move people from one group to another (Images 15 and 16). This feature is ideal for workshops, training, or brainstorming sessions.
Testing Process:
· Start a video meeting in Teams and access the Breakout Rooms panel.
· Create breakout rooms and assign participants to specific rooms.
· Open the rooms and monitor participant activity.
· Close the rooms and return all participants to the main meeting.
[image: ]
· Image 15: A screenshot of selecting the breakout in rooms.
[image: ]
· Image 16: A screenshot of a video meeting in Teams with the breakout rooms panel visible.
3. File Sharing and Real-Time Editing:
Users can share files directly in Teams and collaborate on documents in real time. This feature is powered by Microsoft 365 applications like Word, Excel, and PowerPoint.
4. App Integration:
Teams integrates with other Microsoft 365 apps (like Planner, OneDrive, and SharePoint) and third-party tools, allowing users to customize their workspace to meet their specific needs.
5. AI and Automation:
Teams leverages AI for features like automated meeting summaries, transcription, and collaborative annotations. Workflow automation can also be implemented using Microsoft Power Automate .
6. Security and Compliance:
Teams supports industry-leading security and compliance features such as sensitivity labels, data loss prevention, and admin management [6].
These features make Teams a versatile tool for both internal collaboration and external communication, supporting hybrid and remote work environments effectively.

[bookmark: _Toc235399827]Conclusion
Microsoft Outlook and Microsoft Teams play pivotal roles in business operations by facilitating communication and collaboration. The features it provides, such as email management, scheduling, and task tracking, make it indispensable for professional correspondence and organization. Teams, on the other hand, provides a unified platform for essential communications, collaboration, and seamless integration with other Microsoft 365 apps [7].
By testing the BCC feature in Outlook and the Breakout Rooms feature in Teams, it is clear that both applications are vitally helpful in today’s dynamic work environment. Together, they enhance productivity, streamline workflows, and support effective teamwork in both remote and in-person settings.
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