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[bookmark: _Toc232436425]Introduction
Software applications form an integral part of our modern education, businesses and everyday life. Nowadays, organisations use different types of software to improve communication, manage information and increase productivity. Software applications are now used in almost every sector which includes education, healthcare, finance, retail and government services. This allows users to complete tasks more efficiently, improving decision making through better data management and support communication between individuals and organisations. The increased use of digital technologies has also created a greater demand for people to develop some practical skills.
In this assignment, different software applications are discussed. Their importance in different areas, like their role in business operation, is explained. The concept of mind mapping will also be discussed and its benefits in organising ideas and improving learning. Microsoft Word, Microsoft Excel, Microsoft PowerPoint and Microsoft Access are also discussed. This assignment aims to provide an understanding of different software solutions and how they help in business activities and effective communication in today’s digital world.
[bookmark: _Toc232436426]Task 1. e-Commerce Website builders/software solutions
[bookmark: _Toc232436427][image: ]1.1 Wix
Wix is a cloud-based website builder which can create professional websites without the need to require advanced programming or web development knowledge. It was introduced in 2006 and nowadays it has become popular among the individuals with small businesses and organisations around the world. Wix provides a simple interface that allows users to customize the design of the website they are making and is user-friendly for beginners who have little or no knowledge of coding [1].
Wix provides a number of templates which users can customise according to their requirements. They can choose templates for online stores, restaurants, healthcare services, education, portfolios and many other industries. Colours, fonts, layouts and images can be modified allowing businesses to create attractive and professional websites in a short period of time [1].
One of the features of Wix is that it supports e-commerce businesses. Online stores can be created, products uploaded and accepts payments using different payment methods. Furthermore, there are tools to manage the inventory, manage customer orders, discounts and promotional offers [1].
Another important feature is the search engine optimisation (SEO) tools. SEO helps websites appear in search engine results, making it easier for the target public to find the business online. Further features allow users to edit page titles, descriptions, URLs and keywords. Marketing tools such as email campaigns, social media integration and visitor analytics are also available, enabling businesses to understand what the customer wants and improve marketing strategies based on this [1].
Despite providing secure web hosting, SSL certificates and backup services, Wix has some limitations. Once a website is published using a template, it cannot be changed and would require rebuilding the website to achieve the required changes. Moreover, some of the advanced features are only available through paid subscription plans. However, Wix remains an effective website builder as it is user-friendly with a range of built-in features [1].
[bookmark: _Toc232436428]1.2 Shopify
Shopify is a cloud-based e-commerce platform which allows users to create and manage online stores. It was launched in 2006 and quickly became one of the most popular e-commerce solutions used by businesses around the world. Shopify is designed for selling products online and it provides all the required tools to build an online store, manage products, process customer orders and accept online payments from a single platform [2].
[image: ]
Just like Wix, Shopify has a user-friendly interface helping to create an online store without needing advanced technical knowledge or programming/coding skills. There are a number of professionally designed themes which a user can customise according to the type of business. They can change colours, fonts, layouts and images to create an online store which represents their brand identity. There are mobile-friendly designs as well giving a user-friendly interface for customers to shop using smartphones or tablets [2].
There are a number of features which can help users manage their daily operations. They can add products with descriptions, images and prices, organise products into different categories and monitor inventory levels. Users can also process orders, generate invoices and manage shipping options. There are tools for managing taxes, discounts and promotional offers, helping businesses improve salles and customer satisfaction [2].
Similar to Wix; Shopify also provides with SEO tools allowing improved visibility of online stores in search engine results. It supports email marketing, social media integration and digital advertising, allowing businesses to reach more customers. Shopify Analytics provides important analysis on customer behaviour, sales and business performance, allowing business owners to make informed decisions of their marketing strategies [2].
Although similar to Wix, Shopify provides secure web hosting, SSL certificates and protection for online transactions, its advanced features require paid subscription plans. Furthermore, users who require greater customisation to their websites would require knowledge of Shopify’s Liquid programming language or assistance from a web developer. Regardless of the downsides, Shopify still remains one of the leading e-commerce software solutions [2].
[bookmark: _Toc232436429]Task 2. Mind-map of contemporary software applications
[bookmark: _Toc232436430]2.1 Describe mind mapping and explain the benefits of using mind mapping
Mind mapping can be defined as a simple technique which helps people organise their thoughts and ideas through visualisation. It can be pictured as one main topic in the centre and then different branches are added for the related ideas. This makes learning and planning easier for students, teachers and professionals. Mind maps can help people to remember information for longer periods and get a better understanding of the topics. One thing to note is that mind mapping is different from traditional note-taking as its present information in a visual format rather than long paragraphs. This, in turn, helps to identify the relationship between different ideas [3]. [image: ]
Mind mapping helps in organising information in a clear and simple manner. A person can use keywords, colours and images to connect different ideas rather than writing long notes. This makes understanding complex topics easier to be reviewed later. One example can be when students prepare for examinations; mind maps can help in quick revision and improve memory. Moreover, mind maps can encourage active learning since students have to identify the important ideas and organise them into categories. This can help people understanding the information effectively [3].
Mind mapping can be beneficial in education and the workplace. It improves creativity by helping people create new ideas by connecting different concepts together. Furthermore, it can help in problem solving, decision making and planning projects. Critical thinking is encouraged, allowing people to see the relationship between different ideas. In teamwork, members can share their ideas in an organised manner making communication more effective. It can also allow people to compare ideas before choosing the most suitable option [3].
Moreover, mind mapping can also help reduce confusion when there is a large amount of information to study. A topic can be divided into smaller sections making it easier to understand and remember. As the information is in a logical manner, students can quickly identify the important points rather than reading lengthy notes. It can also save time during revision and exam preparations. Another advantage can be that the mind maps can be easily updated rather than having to make notes all over again [3].
Mind mapping can have several different applications. Students can utilise it to make notes, write assignments and prepare presentations. Teachers can use it to explain difficult concepts in a simple way. In businesses, mind mapping can be used for project planning, brainstorming sessions, meeting discussions and strategic planning. They can also allow team members to understand their roles and improve overall productivity [3].
Nowadays, several online and offline software applications are now available for creating mind maps. They provide tools with different templates, colours and symbols making mind maps easier to understand. They can also be shared digitally with classmates or colleagues resulting in better collaboration on group assignments or projects. Some of the recognisable application include XMind, MindMeister, Coggle and Canva [3]. 
Mind mapping has become more common in both education and business environments and remains an important learning tool which can help people organise ideas, improve memory and solve problems more efficiently. It makes information easier to understand and making it useful in both academic and professional settings. Learning mind maps can improve study habits, increase productivity and support better communication with others [3].
[bookmark: _Toc232436431]2.2 Create a mind map of contemporary software applications
[bookmark: _Toc232436432]
The mind map was created using the Radial Diverging layout to provide a clear visual representation of contemporary software applications. The main topic, Contemporary Software Applications, was placed at the centre of the diagram. The related categories branch outward in different directions. This layout allows the information to be organised logically and makes it easier to understand the relationship between the different software applications. 
Each branch of the mind map represents a separate category of software and includes examples of commonly used applications. Similar software is placed together under the corresponding category so users can quickly identify their purpose and compare their functions.
[image: ]The Radial Diverging layout reduces the clutter by separating each category into its own branch, making the overall diagram easier to read and understand. It shows how contemporary software applications are used for communication, business operations, learning and productivity. Presenting the information visually allows users to grasp the connections between the different software applications more efficiently rather than reading long blocks of text. the diagram can also be updated easily by adding new branches whenever additional software applications need to be included.
Task 3. Office Applications
[bookmark: _Toc232436433]3.1 Four office software solutions for business operations
[bookmark: _Toc232436434]Ms Word
Microsoft Word is one of the most widely used software programs in the world. It is used by students, professors, teachers, businesses and organisations to create, edit or format documents. It provides a user-friendly interface, allowing users to create professional documents without the need for extensive computer knowledge [4].
[image: ]
Microsoft Word, despite being user friendly, has a wide range of formatting tools. Some of the common tools are font style, font size, colours and page layout to improve the appearance of a document. Users can also format the paragraph spacing, add numbers or bullets when making lists and can adjust paragraph spacing, alignment and justification. Tables, pictures, shapes, charts, weblinks and equations or symbols can also be added [4].
The software also includes the option to spell-check and grammar check the documents improving the quality of the work. Furthermore, users can add comments, track changes and compare different versions of the same document when working in groups. There are options to save the documents in cloud storage using Microsoft OneDrive, allowing users to work from anywhere [4].
In businesses, Microsoft Word is mostly used for preparing official documents, business letters, invoices, reports, meeting agendas and many other applications. Likewise, educational institutes use the software for writing assignments, research papers and exam materials. It has become one of the most important applications for both professional, academic or personal work [4].
One downside is that Microsoft Word requires Microsoft 365 subscription to allow the complete access. However, despite this limitation, Microsoft Word has become an essential part of most users’ lives as it combines the ease of use with powerful document creation and editing tools [4].
[bookmark: _Toc232436435]Ms Excel
Microsoft Excel is a spreadsheet application which is widely used for organising, calculating and analysing data. It is an essential application used in businesses, educational institutions and government organisations. It allows users to enter information into rows and columns, making it easier to store, manage and interpret large amounts of data. It can be used for preparing budgets, financial reports, invoices, attendance records and sales reports [5].
[image: ]
Microsoft Excel has a built-in feature which allows users to input formulas and functions. Users can perform calculations automatically using commands like SUM, AVERAGE, COUNT, IF or VLOOKUP. These functions allow users to reduce manual calculations, save time and minimise the risk of human error. The output results of these calculations can be presented in visual form using charts or graphs making it easier to understand and interpret [5].
There are options available where users can manage data by sorting, filtering and organising information according to their requirements. Large datasets can be analysed allowing users to track business performance, manage inventory and monitor financial records. This can in turn help with financial planning, payroll management, stock control and data analysis. In education, Excel can be used to record student attendance, calculate examination results while researchers use it to organise and analyse research data [5]. 
Although Microsoft Excel provides many useful features, some advanced formulas and analytical tools require practice to understand and then use correctly. Large and complex spreadsheets can become difficult to understand and manage if not organised properly. And then the pricing, users have to buy or subscribe to the Office 365 suite. However, Microsoft Excel remains one of the most powerful spreadsheet applications because its flexibility and efficiency makes it an essential tool for academic as well as professional work [5].
[bookmark: _Toc232436436]Ms PowerPoint
[image: ]Microsoft PowerPoint is a presentation software application developed by Microsoft which is widely used in education,
 businesses and professional organisations. Users can create slide-based presentations that combine text, images, tables, charts, audio, video and animations. It is commonly used to teach in classrooms, used in business meetings, project proposals, training sessions and conferences as it helps to present the information in a clear and organised manner which people can understand [6].
With PowerPoint, users can make the information easier to understand. This is possible as instead of presenting large amounts of text, users can organise important points into individual slides. Pictures, diagrams or graphs can be added to further explain a concept. These options make the presentations more attractive and helps users understand and remember the important information. There are a number of templates, themes and design tools available which makes the presentations professional-looking [6].
Other features allow the users to add animations, slide transitions and even set the time for transition. This amount of customisability allows the user to make the presentation to their liking and to represent what they are conveying to the audience. Multimedia elements such as videos, sound recordings and hyperlinks can also be inserted to make the presentations more informative and improve the audience interaction. Presenter View is a useful tool which allows the presenter to view their notes during the presentation while the audience only sees the presentation slides [6].
In businesses, PowerPoint is widely used to present financial reports, marketing strategies, project updates or training materials. Teachers can use it to explain lessons, while students use it for assignments, seminars or project presentations. Students can also then share presentations with classmates or colleagues using OneDrive [6].
Although PowerPoint offers many features, presentations can become ineffective if they contain too much information or excessive animations. Furthermore, PowerPoint comes with the Office 365 suite, which is paid. However, Microsoft PowerPoint remains one of the most widely used presentation applications as it allows information to be delivered clearly, professionally and in an engaging manner [6].
[bookmark: _Toc232436437]Ms Access
[image: ]Microsoft Access is a database management system developed by Microsoft that is used to store, organise and manage large amounts of information. Microsoft Access is designed to manage structured data efficiently. Most commonly it is utilised by businesses, educational institutions or organisations to maintain records such as employee information, customer details, inventory or sales data [7].
With Microsoft Access users can create relational databases. Information is stored into separate tables which can be linked together using relationships, reducing data duplication and making it easier to organise and retrieve information. Furthermore, users can create forms to enter data, queries to search and filter records, and reports to display information in a professional format. These are some of the features which can help users to manage large databases accurately and efficiently [7].
There are automation tools as well which improve productivity. Users can create “macros” which are built-in tool that can automate tasks and add functionality to the data. There is no requirement to learn coding to be able to use these features, making it user-friendly. The software includes validation rules which help reduce data entry errors and improve accuracy of the stored information. Furthermore, Microsoft has allowed Access to import or export data from other Microsoft Office applications making it easier to work between different software programs [7].
Businesses use Microsoft Access to manage customer databases, employee records, stock inventories and financial information. Similarly, educational institutes can use it to maintain students’ records, attendance and library databases. Microsoft Access comes at a price. Like all Microsoft Office applications, users have to purchase or subscribe to the Microsoft 365 suite. However, this is still an affordable database solution for small and medium sized organisations which do not require expensive database management systems. Microsoft Access remains a reliable database management application helping to store, organise and retrieve information efficiently while supporting better decision making and record management [7].
[bookmark: _Toc232436438]3.2 Test any two features
[bookmark: _Toc232436439]Mail Merge
The process starts by creating a list of recipients for the email. Microsoft Excel is the easiest application to use for this purpose. The first and last names of the recipients are entered into a table. After typing the letter in Microsoft Word, the “Mailings” tab is selected, where “Start Mail Merge” option can be found. After clicking it, the user is prompted to select a sub-category, in this case “Letters” was chosen. To select recipients, the user has to select the sub-category “Use an existing list”. This opens a dialog box which prompts the user to select the file. In this demonstration, the file was named “MailMergeData”. Following this, the user has to select the table and the sheet where it was made – as shown in the flowchart above. In order to add names of recipients, the “Insert Mail Merge Field” feature allows the user to choose the First Name and Second Name as present in the table. To make the letters for individual recipients, the user has to select “Finish & Merge” and select the sub-option “Edit Individual Documents” and choose “All” from the dialogue box. Microsoft Word automatically generates individual letter containing each recipient’s name [4].

[bookmark: _Toc232436440]IF Statement

The IF statement allows users to test whether a condition is true or false. In Microsoft Excel, in the demonstration, a hypothetical scoring system was created. The formula =IF(D4>=50,"Pass","Fail") was entered to determine which student passed and which student failed. The condition in this formula was that the number, marks in this case, be greater than or equal to 50. If the condition was true, then the cell would display “PASS”; otherwise, it would display “FAILED”. The formula was then copied to the remaining cells using Excel’s built-in AutoFill feature which allowed the results to be generated automatically for all the students [5].
[bookmark: _Toc232436441]Task 4. Communication and Collaboration applications
[bookmark: _Toc232436442]4.1 One contemporary Communication and one Online Collaboration
[bookmark: _Toc232436443][image: ]Gmail
Gmail is web-based electronic mail service developed by Google which allows users to send, receive and manage the electronic mail over the internet. It is widely used for communication among businesses, educational institutes, students and individuals for both personal and professional communication. Since it is “electronic” mail, it can be accessed through a web browser or a mobile application, allowing users to communicate from almost anywhere in the world where an internet connection is available [8].
Gmail has a user-friendly interface allowing users to compose emails, attach documents, images and other files, and also send messages to one or multiple recipients at the same time. It is considered a contemporary communication application because it provides fast, reliable and convenient communication. Emails can be delivered in seconds as compared to traditional postal services. This allows users to communicate with individuals or organisations across different countries without any significant cost [8].
There are a number of features which allow users to improve their communication and productivity. They can organise messages using labels and folders, filter spam messages, schedule emails, create automatic replies and save contacts for any future communication. Its integration with the Google ecosystem allows users to share files directly from Google Drive. They can schedule events through Google Calendar and start video meetings using Google Meet [8]. 
The features available makes the communication more organised and help users complete their tasks without having to switch between different applications. Due to these reasons, it is used in businesses for communication with clients, suppliers and employees. Similarly, educational institutes use Gmail to send notices, share study materials and communicate with students. Gmail is a widely used emailing service in both academic and professional environments as it offers exceptional services including the security features and the integration with other online services [8].
[bookmark: _Toc232436444][image: ]Zoom
Zoom is a cloud-based online collaboration and video conferencing application allowing users to communicate through audio, video and online meetings. Zoom became widely used during the COVID-19 pandemic being used by businesses, educational institutions, virtual meetings, online classes, webinars or team discussions. Furthermore, it helped people to work from home and study remotely [9]. 

Zoom allows virtual collaboration by letting users to communicate in real time through audio and video meetings. Team members can communicate, share information, discuss ideas and work on projects from anywhere in the world. Screen sharing allows users to display of documents, presentations, ideas or other materials to participants. There are features which allow file sharing, breakout rooms, and chat, making it easier to share information and communicate to complete tasks. Moreover, Zoom allows meeting scheduling, waiting rooms, virtual backgrounds and live captions as well [9].

Users of Zoom are still increasing. It can be used by businesses for team meetings, client discussions or employee training. Healthcare organisations can use Zoom for telemedicine consultations or professional meetings. In the education sector, Zoom is used for online lectures, tutorials and group discussions. As the application is user-friendly with many available features, Zoom continues to gain popularity [9].

Zoom can help reduce travelling costs and saves time since meetings could be attended from any location, provided the availability of an internet connection. This makes the meeting more budget friendly, convenient and flexible. Zoom also includes the option of recording the meeting. The recording can then be reviewed later and saved for students to review at a later time. There are some limitations of course as there could be a lack of concentration and people not paying attention or doing other work during the meeting. This can make the meeting unproductive at times. However, Zoom remains an effective platform for supporting communication between people working remotely [9].
[bookmark: _Toc232436445]4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc232436446]Gmail

Sending emails with file attachments is the most common uses of Gmail. In this demonstration, a new email was created using the Compose button. The recipient’s email address was added along with the subject and the message. The paperclip icon allows the user to attach the file they want to share. After reviewing the information, the Send button is clicked. Within a few seconds, the email is sent and appears in the Sent folder. This demonstration shows how user-friendly Gmail is and highlights its effectiveness as a digital communication platform [8].
[bookmark: _Toc232436447]Zoom

An important feature of Zoom is the ability to schedule meetings in advance. In this demonstration, the Zoom Workplace desktop application was opened and the Schedule option was selected. The second screenshot shows the Schedule Meeting window and its available options. The meeting topic, date, time and duration were entered. Zoom also offers multiple options for generating meeting IDs and passcodes. In this demo, “Generate Automatically” was pre-selected and was left unchanged. There are other options available to enhance the experience but they were left as default for the purpose of this demo. After reviewing the meeting details, the Save button was selected to complete the scheduling process. Scheduling meetings in advance helps with time management, supports better planning and helps ensure that participants are informed about the meeting details before it begins [9].
[bookmark: _Toc232436448]Conclusion
Contemporary software applications have formed an important part of education, business and everyday life. They can help individuals and organisations to communicate more effectively, organise information, improve productivity and perform tasks with greater accuracy. As the digital world continues to develop, the ability to use these applications has become an essential skill for both academic success and future employment.
Platforms like Wix and Shopify have allowed businesses to establish their online presence without requiring advanced technical knowledge. The features such as website design tools, online payment systems, inventory management features and marketing support have allowed businesses to operate with more accessibility and efficiency. 
Mind mapping is an important and effective technique for organising ideas, improving memory and encouraging creative thinking. It can help students and professionals to understand complex topics easily by presenting the information in a visual format.
Microsoft Office applications play an important role in creating documents, analysing data, delivering presentations and managing important information. Features like Mail Merge and the IF function further improve productivity by automating tasks. Modern communication and collaboration applications have changed the way people work and learn. Gmail can provide a quick and reliable method of sharing information. Zoom supports online meetings, teamwork and remote collaboration.
As the World continues to develop, the technology continues to evolve. Developing practical knowledge of contemporary software applications will remain essential. Users now require strong digital skills to improve productivity and support effective communication. These skills help individuals to adapt to the increasing use of technology in academic, professional and business environments.
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