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[bookmark: _Toc228235478]Introduction

This assignment is going to cover some of the tools used this academic assessment. The main idea is to learn e know the technologies and how they could be used to daily business. To exemplify the use of tools, a theme will be created, in this case a coffee shop, and all the analysis processes of this business will be used based on this data.
The object of this essay is to demonstrate the learning of computing skills for academic and professional 

For the purposes of illustration in this paper, application descriptions, names of objects, the function names, parameters may differ due to translation and language settings of installed Microsoft Office Suite, but the syntax, results  and command parameters remain the same.  


 




[bookmark: _Toc228235479]Task 1. e-Commerce Website builders or software solutions
1.1 [bookmark: _Toc228235480]WooCommerce

WooCommerce is an open-source plugin used in WordPress website editor [1]. WooCommerce offers e-commerce’s template pages already built to insert in webpages. It’s possible to download a package with the sample web site pages or login in WordPress portal and activate the plugin of WooCommerce.  
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There are some pre built themes for build ecommerce portals. 
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Most of the themes are charged but there are some free to build basic commerce. 
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[image: ]After download, we import the pages to wordpress to buid our website
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WooCommerce is a highly scalable e-commerce platform. It is very flexible, as it offers a wide range of pages and customisation options, but it is not particularly intuitive and requires a good level of technical knowledge to manage. Other disadvantage for this academic project includes the need to have a domain set up and the need to purchase or upgrade packages to access more comprehensive themes [2]. 
Due to these factors, we will not proceed with the configuration using this application.

1.2 [bookmark: _Toc228235481]Wix 

The Wix is a website automation tool where you can create a website using templates or creating from blank.  In this case, we will use a ready-made template, since it is visual professional and already contains the entire structure created and we only need to change what we want [3].

Wix is a tool for developing websites easily with a standard template separated in different segments.
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For this assessment we will create a Cofee Shop to show how this Wix tool is designed.
[image: ]
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After you create your base website, almost everything is customized. Its possible to change photos, add or remove menu itens, change color and list of products. 
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The Wix tool offers everything you need to build a website from scratch using templates. The layout is intuitive and easy to understand. It includes tools for configuring details such as menus, theme colours, forms (e.g. contact or customer forms), an online shop, and pre-designed pages such as a site map, legal notices and ‘About Us’.
As it is already fully developed, this tool is not particularly customisable in terms of altering the website’s structure. Furthermore, it is not particularly scalable to handle high traffic volumes and offers only weak or average web security. Therefore, for small or medium-sized websites, Wix meets the requirements.



[bookmark: _Toc228235482]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc228235483]Mind mapping and explain the benefits of using mind mapping in business operations

Mind Mapps are visual workflows to help to create, manipulate, structure and data flow of a business. Its shows the relationship between concepts from a central start point [4].
Many companies use mind maps as brainstorming of ideas since you can input all information, goals, ideas, thoughts and data in a graphical tool and later organize into a correct structure flow. 
[image: What Is A Mind Map? | MindMapping.com]

When we bring this concept to our Business Academic Assessment, we can start to understand item and issues that we are going to be worried about. We can divide the flow into areas and missions of each team. We can go deeper between the areas and fill each part with new flow of ideas [4].
Mind Maps can be used to create the whole image of store using several keywords. Describe your business plan with characteristics you think is important can show what is the face, public, mission and fines characteristics of business [5].



b. [bookmark: _Toc228235484][image: ]Create a mind map of contemporary software applications

[bookmark: _Toc228235485]Task 3. Office Applications
0. [bookmark: _Toc228235486]Four office software solutions for business operations

The Microsoft Office Suite is a set of applications to provide all the tools need it to productivity support business, academic and personal tasks [6]. The Suite have 4 main programs: 
· Microsoft Word: A document and text editor. A word processor for text-based documents where is possible to create, edit, format texts, create reports and letters, students report. Tool with many features to provide professional documents. 
· Microsoft Excel: A spreadsheet and data modelling. Tool for analyse, organize and visualize data. Working with tables spreadsheets, its allowed to uses calculation and formulas, charts and graphics, reports and functions. 
· Microsoft PowerPoint: A visual presentation slideshows creator. Tool to facilitate the sharing of ideas, subjects and reports using images, effects, charts, videos and animations. 
· Microsoft Access:  A database management system. Tool for store, search and manage structure data. Using databases with tables, queries, forms, functions and reports the data are easily accessible. 

Other key applications help to complete all tools needed to assist the productivity suite. Tools for digital communication – Microsoft Teams, cloud storage to easy access to data – Microsoft OneDrive, email and calendar agenda - Microsoft Outlook and create portal to intranet support team – Microsoft SharePoint.
Now adays, Microsoft Office is totally integrated to iCloud system, consequently the applications and data are totally integrated as well. The new concept of Microsoft office 365 allow users to connect, edit documents, work on spreadsheets, and search databases in anywhere. 
However, to be able to use the suite and your tools, a paid subscription or license purchase is needed which is expensive. 
We are going to explore more about the four main applications using real cases from or academic business. 

[bookmark: _Toc228235487]MS Word
Microsoft Word is a text processing application responsible creating, editing, processing words, spell and grammar check, and formatting reports in a professional manner. With options of insert graphics, tables, charts, videos and animations to produce reports, documents, books and letters [7]. 
About the benefits from these applications, we can highlight some features as [8]: 
·  Easy-to-use interface: Microsoft Word has a clean and simple layout, which makes it easy to find tools without any hassle. 
· Formatting options: You can easily adjust fonts, sizes, colours, and styles, helping your document look more polished and personalised. 
· Ready-made templates: It comes with a range of templates, saving time and giving your work a more professional feel. 
· Adding images and media: It’s very straightforward to insert pictures, charts, shapes, and other elements to make your document more engaging. 
· Working in teams: Multiple people can edit the same document at the same time, which is ideal for group work. 
· Comments and reviewing: You can leave comments, suggest edits, and track changes, making it much easier to review work. 
· Spelling and grammar check: Word helps spot and correct mistakes, improving the overall quality of your writing. 
· Page setup: You can adjust margins, page orientation, and add headers and footers with ease. 
· Organising content: Using headings and automatic tables of contents makes it easier to structure and navigate longer documents. 
· Auto-corrections and shortcuts: The software fixes common mistakes automatically and allows shortcuts for frequently used phrases. 
· Word count: It quickly shows how many words your document contains, along with other useful stats. 
· Translation tools: You can translate text directly within Word, which is handy when working with different languages. 
· Access and compatibility: Files can be saved in different formats and stored in the cloud, so you can access them from anywhere. 
· Storage: Your documents can be saved securely and accessed whenever you need them. 
· Integration with other content: You can insert items from other programs, such as charts or even videos. 
· Page breaks: Helps organise content properly, especially when preparing documents for printing. 
· Find and replace: Makes it easy to locate specific words and replace them throughout the document. 
· Thesaurus: Suggests alternative words, helping you avoid repetition. 
· Mail merge: Allows you to create multiple personalised documents, such as letters with different names, automatically. 


[image: ]
Creating a new document project to Build a business report to associates.

[image: ]
With MS word we create it is possible to insert images so the report, in this case, be more professional.

[image: ]
Facilities like a table of contents that automatically update its information are one example of functions to gain time.
[image: ]
MS word has an infinity of options to use in a document. Number of pages, header e footer editor, spell checker. All easy access by the menu bar. 

[image: ]
Visual power report tool, like graphics and integration with MS Excel spreadsheet, produce reliable and professional documentation.
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Integration with third part applications, in this case a refWorks can be import directly from the MS Word interface. 

 	[image: ]
Control of the document and Share management are other tools that allow to have multiple access to a file at same time and yet see what was edited. If a file can be export to a cloud system, its possible to share to different editor in different locations.


One of the fundamental advantages of use MS Word is the possibility of gain time spending creating documents. As many tools in the application help to avoid repetitive tasks the production of administrative documents are faster and more efficient [9].
Ms Word has a performance problem as the document created is large file. It creates big size files which affect performance and stability. Other problem related to this powerful text editor is the complexity as the advanced tools are to advanced user, not so user-friendly no beginners. 

[bookmark: _Toc228235488]MS PowerPoint
PowerPoint is a presentation slide creator with combination of visual slideshow combining text, images and multimedia. 
This powerful tool offers a way to communicate ideas, information and reposts. With a variety of templates, layouts, customizations that help to create professional presentation with almost no effort. 
Another use for this application is in the academic life. As a student or a teacher, these tools help to communicate and pass information to and from parts. 
About benefits of use, PowerPoint has some good points to be considerate [10]: 
· Visual appeal: Microsoft PowerPoint makes it easy to create attractive presentations, thanks to its wide range of design tools. You can use templates, themes, and custom layouts to make your slides look more engaging and professional. 
· Easy to use: PowerPoint is quite straightforward to use, even for beginners. The layout is intuitive, so creating, editing, and presenting slides doesn’t feel complicated. 
· Flexible content options: You can add all sorts of content, like text, images, charts, videos, and audio, which helps you explain your ideas more clearly and keep your audience interested. 
· Organisation and structure: It helps you keep everything well organised. You can split your content into different slides and arrange them in a logical order, making your presentation easier to follow. 
· Presenter tools: PowerPoint includes useful features for presenting, like Presenter View, where you can see your notes while the audience only sees the slides. Transitions and animations also help make the presentation smoother and more engaging. 
· Collaboration and sharing: It’s easy to work on a presentation with others at the same time, which is ideal for group projects. You can also share your work through email, cloud storage, or online platforms. 
· Integration with other tools: PowerPoint works well with other Microsoft Office apps. For example, you can add charts from Excel or copy content from Word without much effort. 
· Interaction with the audience: You can make presentations more interactive by adding links, buttons, or even simple quizzes, which helps keep people engaged. 
· Portable and accessible: Presentations can be saved in different formats like .pptx or .pdf, so they can be opened on various devices without any issues. 
· Saves time and effort: With ready-made templates and easy formatting options, PowerPoint helps you put together professional-looking presentations quickly. 

As an example of how PowerPoint is useful to communication, we prepare a presentation of our Coffee business. We explore some features to make a professional presentation with attractive pictures and some functionality of this store. 

	Slide 1
	

	The master slide was created using a template to introduce our brand and sell a good image to public who is seeing this presentation. 



	Slide 2
	

	Images can be added to slides to illustrated and attract more attention to a presentation. In this case, we are showing how the products will look like and listing our main product.



	Slide 3
	

	Inserting video to illustrate an idea. In this case a step by step in how to serve a perfect coffee from a professional barista.



	Slide 4
	

	Use of Smart art to exemplify how arranged and useful to any objective is this tool.  In this case, we created a menu with images to present to customer.




	Slide 5
	

	The use of Tables. Tables can be inserted to organize ideas in lines and columns. In this case we have a page to display how to contact us. 





[bookmark: _Toc228235489]MS Excel
Microsoft Excel is a worksheet program based on spreadsheets, columns and lines where it is possible to insert data to visual control, organize and storage information. This tool has a range of features as functions, automatization, calculations, data analysis and reports. 
After data are inserted is possible to organize those to create charts, financial reports, dashboards for projects and business plan.  
About the benefits of using this tool we can list [11]: 
Manipulating Data Excel store and manage large amounts of data in a structured format using rows and columns, making information easy to organise.
Powerful Calculations It includes a set of formulas and functions that enable quick and accurate calculations, from basic arithmetic to complex financial analysis.
Data Analysis Tool Features such as PivotTables, filtering, and sorting help users analyse data, identify trends, and support decision-making.
Data Visualisation Excel provides charts and graphs that make it easier to present data clearly and visually.
Automation Tasks can be automated using formulas, templates, and macros, saving time and reducing human error.
Integration Excel integrates well with other Microsoft 365 applications, allowing easy data sharing and collaboration.

Excel is widely used in different industries, businesses, educational institutions, and for personal purposes due to its versatility and ability to handle diverse data-related tasks. It's intuitive interface and powerful functionalities make it a go-to tool for tasks ranging from simple calculations to complex data analysis and financial modelling.
A high volume of data can be managed, more than 1 million rows and more than 16000 columns per worksheet. Which assure its use to large amounts of information. But the high volume of data and features makes the file very big and slow, impacting in the performance of systems.
Another limitation does not relate to a problem with the application itself, but rather to the advanced use of the tools. In many cases, this requires training, prior advanced experience or professional qualifications. 
Next, we are going to demonstrate some features and uses of this tool.
	[image: ][image: ]
	Collums and lines, worksheets, customization fonts and colours, functions as SUM and references to another worksheets.

	[image: ]
	Storage of data as staff management, visual information, filter and sort data, SmartArt to represent the hierarch staff positions.

	[image: ]
	Dashboard to report results using tables, charts and graphics. Use of formulas to calculate values. 

	
	

	
	





[bookmark: _Toc228235490]MS Access
Microsoft Access is a RDBMS (Relational Database Management System), with this program it is possible to storage an organize data, create tables, queries, forms, and reports, in a user-friendly interface. There are templates for easy set up small structures of tables, functions and reports. Those facilities help to create relationships between tables, create and delete tables, build queries, forms and reports.
With a range of view modes for managing tables, queries, forms, scripts and reports, MS Access makes it intuitive to manage data and system structures. Wizards help you create what you need; simply answer the questions about the desired outcome. 
One of the benefits of use this tool is the integration with other program of Microsoft Office suite as Ms word and Ms excel, providing facility to import/export data to and from tables, create professional reports and dashboards. The use of scripts (Visual Basic) and macros automate routines, procedures and complex process. 
Next, we are going to create a database to manage data to the didactic example create – Coffee Shop To Go. 

	[image: ]
	It is easy to create and manage tables and data, as the programme is entirely visually-oriented. Entering data is very intuitive once the structure has been created.

	[image: ]
	Visual design of architecture of tables, queries, reports. Makes user friendly tool.
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	Relational Database manager is essential to keep integrity of data.  

	[image: ]
	The ability to use macros and Visual Basic to automate routines or create data entry interfaces.

	[image: ]
	SQL query is easy created.  A low level of query syntax is needed to create functional commands. As MS Access is visual there are modes to help and facilitated query, as wizard assistance too. 

	[image: ]
	Reports can be created to display data from tables. It is possible to select fields and sort results. 

	
	



MS Access is not recommended to scales system with large volume of data, as it has some limitations of file size (2 GB), limit guarantee of simultaneous access (10-15 access) and not native web or cloud base oriented. The mainly customer is small to medium business as do not require an expertise to work on it, more they are more common to stand alone applications. 

0. [bookmark: _Toc228235491]Practical demonstration of Two Office Features
For this task we are going to create a test to features of MS Excel.  With the use of images to explain steps and results we are going to explore VLOOKUP and PIVOT POINT. 

[bookmark: _Toc228235492]VLOOKUP (PROCV)
VLOOKUP is a function of search in MS Excel. It searches a value in table and returns the value in collum asked in the same line. 
For the purposes of illustration in this paper, the function names differ due to translation, but the syntax and command parameters remain the same.  
[image: ]
	[image: ]
	A table of products is created to storage information about items and price units

	[image: ]
	A table of sales is created to control the incoming values. When the name of the item is filled the function VLOOKUP ‘’=VLOOKUP(E2,A:B,2,)’’ search the table for the value and return automatically the unit price of the item. When the QTD is filled a calculation (G * F) of TOTAL of sale. 

	[image: ]
	A wizard can be used to create the function. 





[bookmark: _Toc228235493]If Statement
The IF function is a logic algorithm to test conditions and return true or false. The result return can be used to create an action or trigger another function. Its use to make decisions based on parameters, direct data flow according to results or automate logic in spreadsheets.
[image: ]
	[image: ]
	A table of incoming and expenses was created to control balance of account. 

	[image: ]
	In the field BALANCE the value in automatic updated according to the type of entry (Expense or Income).

	[image: ]
	It is possible to use the wizard help create the function.



[bookmark: _Toc228235494]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc228235495]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc228235496]MS Outlook
[image: ]
Microsoft outlook is a client email program used mostly to send and receive digital communications. With this application is also possible to manage calendar, meetings and important appointments. As email client, it stores email addresses book and contact list, organize tasks and to-do list, organize, sort and filters folder and messages [12]. 
Outlook is now considered as a personal information manager as it concentrates all personal data and events [13]. Acting like a personal portal, all information and communication are in the same place. 

[image: ]
Manage productivity: With MS Outlook its is possible to manage multiple email accounts and display all email box in same interface.

[image: ]
Manage Messages: All messages are store locally and remotely, creating and deleting, archiving messages, organizing folder, filter Junk email, redirecting messages.  

[image: ] Manage Schedules: control events creating, editing, sharing, creating automatic routines, interacting with other tools. 

[image: ]
Manage contact and groups: Manage information of people and create messages distribution groups allowing you to add, edit, or delete entries.

[image: ]
Manage Task and To-do events, marking important task, plan new activities, assign to other people task and control. 

[image: ]
Manage the connectivity with other tools and software, as MS Word, MS Excel and MS PowerPoint. Access cloud system OneDrive. It’s possible to add apps from the web to control on the outlook interface or use additional features from 3th part. 

Across all sectors—academic, business and professional—this software is essential for creating, sharing and transmitting communications. However, it has some drawbacks, such as costs and subscription fees, an overload of features and limited integration with other programmes, which restricts its use to specific users, such as large companies and academic institutions [14]. 

[bookmark: _Toc228235497]MS Teams
[image: ]
Microsoft Team is a portal messaging application for team collaboration and communication, sharing files and events. On the same application it’s possible to make video conferencing, chat and work together in real time [15]. 


[image: How to Use Microsoft Teams- – A Beginner's Guide | BizPortals 365]
Image [16] 
MS Teams is a cloud system based, as part of Microsoft 365, which means that a web-oriented communication should be available to total functionality [17]. 

[image: ]
Activity function is a feed share notifications and updates improving communication and faster feed of news. 

[image: ]
A real time message between person or group. Instant messaging, file sharing, voice and video calls help the agility of contact person in same group. 



b. [bookmark: _Toc228235498]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc228235499]MS Outlook
[image: ]
In MS Outlook we are going to create an event on calendar to keep a track of time and deadlines of a task. 

[image: ]
On the date chosen, double click on time and fill he information about the event. In this scenario we are going to create a deadline to upload de Assessment 1 from Module SSB. One contact will mark in to contact.  

[image: ]

A new event was created and send a notification to person marked with a link to join for a video or call on MS Teams. 

[bookmark: _Toc228235500]Ms Teams
[image: ]
Real Time message feature: send chat messages to a person or a group. 

[image: ]
The search feature looks for the contact information of who you need to talk. 

[image: ]
Its possible to send a file, record videos, share ideas or comments. 
[bookmark: _Toc228235501] Conclusion

In this assignment, we were able to demonstrate the use of digital productivity tools, such as Microsoft word, Microsoft Excel, Microsoft PowerPoint and Microsoft Access. We also demonstrated the use of tools such as email and instant messaging in an organisational setting. 
We created a website using the WIX template system, which allowed us to assess, from an educational perspective, how the application performs and what feedback we received. We also created a mind map to guide the concepts of our educational business, which helped us to organise these concepts.
Using as example a Business Shop (Coffee TO GO), we explain, using real-life examples, how to use the specific features and functions of each application. We therefore provide a brief description of the tool and an example of how it can be used to benefit the company or organisation.
The main goal of this project was to demonstrate that we have acquired the knowledge to use these tools for future academic, professional and personal needs.  
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Assessment 1 Software Solutions for Business





As example for this Assessment a presentation of a Bussiness will use artictfacts from powerpoint demonstrating the use of some opcional. 
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Products 

Coffe Spresso

Milk Shakes

Breads

Bagels

Coffe Cappuccino
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Images can be add to slides to ilustrated and attract more attentino to a presentation. In this case, we are showing how the products will look like. 
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How is done
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How is done

This Photo by Unknown Author is licensed under CC BY-NC

This Photo by Unknown Author is licensed under CC BY-NC







Inserting vídeo to ilustrate na idea. In this case na step by step in how to serve na perfect coffe from a professional barista. 
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Menu  

Coffee 

• Americano - £3

• White coffee - £3

• Cappuccino - £4

• Iced Coffe - £4

Drinks

• Soft/sodas - £2

• Teas - £2 

• Bubble tea - £5

Sweets

• Carrot Cake £3

• Cookis £2

Bread

• White 

• Brown 

• Seeds

• Any £5  


Microsoft_PowerPoint_Slide3.sldx
Menu  





Use of Smart art to exemplify how arranged and useful to any objective is this tool.  In this cas, we created a menu with images to present to custmoer.
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Coffee 





Americano - £3





Drinks





Soft/sodas - £2





Sweets





Carrot Cake £3





Bread





White 





Teas - £2 











 Bubble tea - £5





White coffee - £3





Cappuccino - £4





Iced Coffe - £4





Brown 





Seeds





Any £5  





Cookis £2
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Contact us 

+44 0555 5555 Phone/whatsup

@hotblackcoffee TikTok

contact@hotblackcoffee.uk Email 

@hotblackcoffee Instagram


Microsoft_PowerPoint_Slide4.sldx
Contact us 

				

		Phone/whatsup		+44 0555 5555

		TikTok		@hotblackcoffee

		Email 		contact@hotblackcoffee.uk

		Instagram		@hotblackcoffee








The use of Tables. Tables can be inserted to organize ideas in lines and collums. In this case we have a page to display how to contact us. 
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