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[bookmark: _Toc212037696]Introduction
In this my first assignment for software solution for business. I am going to explore Microsoft software applications, such as Microsoft Word, Excel, PowerPoint, Outlook and Teams. Some of which are collaborative applications. I will also give step-by-step instructions on how to use some of these applications, with visual aids such as screenshots and a mind map that i have created myself. I will also describe and explain the use and purpose on e-commerce website builders.

[bookmark: _Toc212037697]Task 1. e-Commerce Website builders or software solutions
1.1 [bookmark: _Toc212037698]WooCommerce
Computing Level 4 – Software solution for business ACCA4026

Assignment 1 
Task 1. e-Commerce Website builders/software solutions (Approx. 500 words) 
Give a description of two contemporary e-Commerce website builders/software solutions (approx. 2/3 sources)

What is an e-commerce website [1]? A contemporary e-commerce website is essentially a digital shop. Meaning it is a 100% online and there are no physical shops on your local high street, even though they may be selling physical products such as clothes, phones or even food produce. An e-commerce website is a digital based business reliant on its fast, secure and readily available access. Focuses it's easy to build and easy to navigate features. Making secure purchases available at the tip of your fingertips. 
Shopify is a global e-commerce platform, with its headquarters in Ottawa, Canada. It was launched in June 2006. Founded by Tobias Lutke, Daniel Weinand, and Scott Lake. Which provides online storefronts for businesses all over the world supporting merchants in over 170 counties globally. Shopify allows you to sell products locally and globally, online or in person. Shopify was created as the founders was trying to address the shortage of user-friendly e-commerce choices at the time.
What Shopify has done as an e-commerce business is making the process easy to make, maintain and navigate as a customer or business owner. With around the clock help at hand with chat bots and technical support available.  Shopify is not only for big businesses but start-up businesses as well. With AI offering personalized recommendations, pre-set themes, and tailored content for each user. Making it user friendly for IT wizards and novices at the same time. Shopify offers free trials to draw you in as a new customer, and then with reduced low monthly instalments to keep you a customer. 
You do not have to have a physical inventory of your goods on Shopify, as your products are part of a drop shipping service, where you get the sells on your e-commerce account i.e. Shopify then that will alert the supplier of the purchase and the product will then be sent directly to the customer, with the money being paid to Shopify who will then pay the supplier and pay you directly into your account of choosing on a regular schedule.
WooCommerce is another leading e-commerce provider. Officially launched in September 2011 by WooThemes. Founded by Mark Forrester, Magnus Jepson, and Adii Pienaar. Located in San Francisco, California [1]. WooCommerce works differently from Shopify as it works with WordPress. WooCommerce turns standard websites into online stores by using plugins available. WooCommerce offers better flexibility and long-term cost potential but is more suited for those with existing tech skills. If you more control over customization and full data ownership, then WooCommerce (WordPress plugin) may be what you are looking for. But many people are moving away from WordPress (WooCommerce) due to its complex maintenance and reliance on too many plugins making it slow, vulnerable and sometimes unreliable. With new technology allowing seamless, reliable, low maintenance alternatives readily available, with less or no previous IT experience required. 



[1] 	Z. Qin, G. Wang, W. Deng and Y. Hao, Introduction to E-Commerce, Singapore: Springer Nature, 2024. 
[2] 	A. H. Sutopo, Developing Moderen E-Commerce: WooCommerce for Digital Products, Indonesia: CV Topazart, 2024. 





[bookmark: _Toc212037699]1.2 Wix 
Wix is a web development platform. Wiz was founded in2006 in Tel Aviv by Avishai Abrahami, Nadav Abrahami and Glora Kaplan. Wix is a cloud-based website builder with a drag-and-drop editor.
The drag-and-drop editor feature host an easy-to-use design made for and to be used by everyone, beginners included. Wix is a platform used not only by large businesses but also used by smaller businesses and individuals. To make websites, e-portfolios, CVs and e-commerce among many other features that the application uses. Wix has over 900 templates available ready to use. Making creativity and designing new projects exciting to do whilst being easy to do. With help from AI tools that can generate artificial videos, images and themes. Also, if preferred layouts and themes can be created from scratch, starting with a blank canvas letting your imagination do the work. 
Wix all in one solution host its website building, security, maintainace and domain registration all in its subscription plan. A free subscription plan is available but comes with Wix branding. The free subscription has less advanced features Paying for a Wix subscription comes with extra features that are not available for free users. Wix is extremely popular among smaller businesses and individual creators. Who are new and looking for an easy to use, speedy and functional site that can be used and accessed by people globally. As of 2013 Wix has over 34 million registered users worldwide.
One of the downsides to Wix is that it is quite difficult to transition from Wix to other platforms and website builders. The editor interface can become slow and lag when task with mass amount of editing and customization to preset templates. Desktop and phone versions of Wix are separate and can become non- responsive to certain task when trying to cross over from the desktop version to the phone version.
[bookmark: _Toc212037700]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc212037701]Mind mapping and explain the benefits of using mind mapping in business operations
Software solutions for business: Task 2


Task 2A. mind mapping and explain the benefits of using mind mapping in business operations. [500 words]
Mind mapping is a useful tool as it allows you to visually take notes and brainstorm a particular topic. The mind map or mind mapping was created by a British psychology author and Television presenter by the name of Tony Buzan in the early 1970s and formally introduced it to the public in 1974 on the BBC [1]. While the phrase mind map or mind mapping may have been brought to the attention of the public in 1974 by Tony Buzan. The concept of the mind map or mind mapping, which is essentially brainstorming. The term brainstorming was first introduced by an American advertising executive, by the name Alex Faickney Osborn in the 1953. A phrase developed for creative problem solving. The main objective was to come up with as many ideas as possible. Using pieces of paper, flipcharts white boards and sticky notes [2].  
 The main principle of mind mapping begins with a word, phrase, sentence or an image. Usually found in the middle of the page, whether it being on a piece of paper or digitally on a screen. Then with each idea or association with that said word, phrase, sentence or image. You would draw lines from the main body to the associated words, almost giving the resemblance to a spider and its body shape. It's better to use keywords instead of sentences, then if needed you can draw more lines from the now associated words or phrases to add additional information and further details if necessary. You can add colours or highlight particular words or phrases to show correlation between two sets of subtopics, in addition to adding colour or highlighting you can simply draw lines between two subtopics to show their connection to each other.
Mind mapping is useful and beneficial tool for business operations, as it can improve productivity. Mind mapping can increase productivity by its unique organized structure, with group activities it allows colleagues to share ideas, concepts, define goals and communicate with clearness. Giving everyone the opportunity to voice their opinions and ideas, with teams and colleagues spending less time talking over each other and more time communicating positively. Moving forward with the task at hand. Helps breaking down bigger task into smaller, more manageable task with the structure of the mind mapping, allowing them to prioritise. With the layout of mind mapping with its branches between ideas. It allows teams to move between ideas and concepts without losing the essence of the original task. Mind mapping allows you the ability to think out loud without talking over people and forgetting your ideas as they are all present in the mind map for all to see. While sharing your ideas and not losing your trail of thoughts [3]. 


Task 2B. Create a mind map of contemporary software applications.

Mind Map link: https://www.mindmeister.com/app/map/3951206302?t=Vo6oUWSH4Y



b. [bookmark: _Toc212037702]Create a mind map of contemporary software applications
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[bookmark: _Toc212037703]Task 3. Office Applications
0. [bookmark: _Toc212037704]Four office software solutions for business operations
[bookmark: _Toc212037709]MS WORD
Microsoft word is a word processing document. It was originally developed in the early 1980s. it was created by two programmers Charles Simonyi and Richard Brodie, who were hired by Bill gates and Paul Allen. People usually think it was Bill Gates alone who created Microsoft, but that is not so.  It was originally called “multi-tool word” for the Xenix and MS-DOS operations systems. On October 25, 1983, Microsoft was officially released, it wasn’t an overnight sensation. It wasn’t until 1989 that Microsoft word started to gain any noticeable attention, and their 3rd version of the document with the release of Windows 3.0 in 1990 [1]. 
Microsoft Word has now become industry standards and can be found in later versions in almost every work and education environment where a word processing document is present. With over 1.2 billion users and easy-to-use templates for various task from writing cv or resumes, making an invitation for an event, creating a cover letter for academic or professional settings and many more [2]. The ability to edit text. From changing colour of text, changing the font of the text, the size of text, underling text, making text bold and so on. Giving you the option to add images to a document alongside your text or in your pre-selected template I.E an invitation. When it comes to academia or professional writing. Regarding referencing, making it easy and understandable for everyone even novices. Allowing you to pick from over 10 different referencing styles like IEEE, Harvard, MLA, APA and many more. Microsoft has refused to be left behind in the stone ages and continues to update its software withs its latest version being Microsoft 365 formerly known as Office 2024. One of its latest features that may not have been in previous versions is the dictate feature. Allowing you to speak to your device whether a laptop/computer or phone and then have your words transcribed into text. Particularly good for taking notes or maybe someone’s assistant.
Microsoft word is one of the first word processers to use “what you see is what you get” (WYSIWYG) graphical interface. Is the set of tools which allow you to adjust and manipulate Brightness, contract transparency and so forth. In contrast “what you see is what you get” is exactly that [3]. It is a software that has been built and modified to allow you to create and edit documents that when finalised and finished will look exactly on screen as they will look when printed on paper. Hence the name What you see is what you get. 

[image: ]Create new word document
[image: ]Select Title from drop down menu also made text Bold and Underlined.
[image: ] Changed font to Times New Roman and Font size to 14
[image: ] Inserted picture from menu at the top of page. Picture selected from stock images
[image: ]Wrap text: right square brackets
[image: ]Insert head & footer
[image: ]Insert bullet points and choose from different bullet point styles
[image: ]Change Font colour by highlighting text and right clicking “A” to bring up colour selections

MS EXCEL 
Microsoft excel was created in 1985 to compete with its competitor Lotus 1-2-3 and succeed Multiplan which was created a few years earlier in 1982 by Microsoft. Lotus 1-2-3 was leading the pack in the realm of spreadsheets[1]. Microsoft Excel was originally launched on the Apple Macintosh with the purpose of utilizing the graphical user interface. Bill Gates and Microsoft had already created a Spreadsheet Multiplan, but it failed to compete with Lotus 1-2-3[1]. Bill Gates and his Microsoft team had to go back to the drawing board and start all over again. Unlike Lotus 1-2-3 Microsoft was created on a Graphical user interface. Meaning it was made with intentions of allowing its users to use a mouse to navigate the screen and click on cells rows and columns.
 This ultimately ended up being one of Microsoft Excels distinguishing features. Evolving to VBA (Visual Basic for Applications [4]. [2]VBA is a programming language created by Microsoft, which is built into many Microsoft Office applications not just MS Excel. Ms Excel has many positive attributes, such as being user friendly. Although it uses complex computing software, it is still easy to use by computer novices. Excell prides itself with its simple but effective structuring and organizing making it easy to input into spreadsheets, tables and graphs. Analytical tool features such as pivot tales and complex formulas e.g. (VLOOKUP) allowing for more in-depth data analysing[3]. Ms excel also allows you to calculate the value of multiple cells almost automatically. Also allows you to calculate the MS excel is readily available to almost anyone with a PC, Laptop, Smart phone or Tablet. Most businesses already have MS excel pre-installed, making it easily accessible in the workplace. MS excel users can easily adjust and shape data into configurations that best suit their needs. May that be charts, diagrams or tables[1]. While there are many positives to MS excel, there are still a few negative aspects to the application that users have encountered. TheMS excel work speeds can dwindle due to having to much data to process. Sometimes leading to the software crashing. Limited to 1 million rows leaving limited saleability. When manually inputting mass amounts of raw data there are also great possibilities for human error, especially when using sophisticated formulas, which can usually lead to calculation errors, ultimately making the data of no use. With limited data types, making it unsuitable for more convoluted data relations[4].
[image: ]
[image: ][image: ][image: ][image: ]

MS POWERPOINT
MS PowerPoint is another weapon in the armoury of the Microsoft family. Originally named presenter. Developed by Robret Gaskins, Dennis Austin and Thomas Rudkin in the 1980s[5]. During its 3-year development period. A legal battle ensued, as they had trouble with the trade marking of ‘Presenter’. Which had already been trade marked by a company in New Jersey (USA). Who had held the trademark for Presentation Hardware.
Power Point 1.0 was launched and released in 1987 for Apple Macintosh. Just 3 months after its release Microsoft brought Forethought Inc and all its software for $14 million. By 1994 Power Point 4.0 was released and unified into the Microsoft Family[5][6].
Originally designed to give visual aid to businesses and group presentations. Now widely used throughout the world. Not only in business group capacities but also in education (schools and higher education) training and vocational needs as well as safety briefs and protocols and many more environments. Power Point has surpassed being just a presentational platform and to many is also seen as a new form of communication[7]. Power Point has become a well-adapted tool for Microsoft office as it now operates beyond just creating slide shows. Usually collaborating with other Microsoft office software’s such as Word, and Excel to name a few. PowerPoint can take in data from other software’s to create dynamic custom presentation, digital portfolios and story boards. PowerPoint offers an array to personalise and create projects specifically for the client’s needs.  Incorporating sounds, music, pictures, videos and even giving the option to add hyperlinks that take you directly to a web page of your choosing. Like most of Microsoft office software PowerPoint also has a user-friendly interface. Allowing for fast and easy creations even for beginners. The enhancement of presentations with video, pictures and sounds allows users to keep their intended audience engaged, also makes complicated data analysist much easier to comprehend. Breaking down mass information into bitesize information, making it easier to digest one slide at a time. A variety templates allows for versatility at the click of a button without having to be a computer wizard. PowerPoint slides can be shared, so not all presentations have to be shown in person. Also, can be saved and updated when needed so no need to create a new project just to make a few adjustments whether minor or major. PowerPoint doesn’t host to many disadvantages. Technical difficulties such as software and hardware malfunctioning. Human errors like information’s overload. Like applying to much text or information to a presentation can lead to over stimulation the audience, leaving their mind to wonder from the task at hand and not paying attention. Also, a lack of creativeness using the same basic templates make work look generic and sometimes rushed. 
To combat these human issues. Silicon Valley guru Guy Kawaski created the 10/20/30 rule[8]. In hopes of eliminating mundane stale presentations. The rule is simple but effective. 10 slides, 20 minutes, 30-point font. 10 slides because according to Kawasaki. Audiences can’t process for than 10 slides efficiently. 20 minutes, shorter time frames keep audiences engaged but also gives enough time for you to deliver your points and time for discussions. The easier and more accessible you make your presentation. The more likely your audience is to read it. Font size to small may cause some of the audience to squint and lose concentration. Also, bigger font leaves less room for text, making the presenter get straight to the point and being more direct[8]
[image: ]
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MS ACCESS
MS Access was originally a project named ‘OMEGA’ in 1988. Designed to be the first windows-based database management system, but there was a development breakdown and was reestablished ‘Cirrus’ with its official release in November 1992. Filling a void in the market as a user-friendly relational database. The name Access derived from a long-abandoned terminal emulation system program that Microsoft had once owned and decided to revisit the name. due to their previous ownership of the name, choosing the name was easy as there would be no legal infractions.
MS Access is a database management system also known as (CDBMS). It merges relational access data engine also known as (ACE) with graphical user interface and other software development tools[9]. MS access is also a part of the Microsoft office family and Microsoft 265 suite of applications. MS Access stores in its independent format based on the access database engine. Primarily used by data architects, power users and application software[9]. Like MS Office MS Access is supported visual basic for applications (VBA).[10]
MS Access is among 1 of the top 10 data management systems in the world. It was not the first one to be developed. The first was created and developed by IBM in the early 19070s nearly 2 decades before MS Access, but it was only a prototype. Multics Relational data store was the first commercial (RDBMS) released in 1976. MS Access is known to be user friendly for quintessential smaller projects and quick application development, with it's easy to use Rapid Application development (RAD) through its templates, wizards, enabaling you to create forms and reports without the need of comprehensive coding via its GUI based tools. MS Access is including as part the Microsoft 365 suite that allows you to merge smoothly with other application software's such as MS Word, MS Excel and MS PowerPoint at no extra cost. MS Access is ideal for smaller less demanding projects and businesses as it allows you to track inventory, build smaller CRM systems and has sales and management tools ready to use[11].
Among one the downsides to MS Access are that it is a Windows based application and may cause difficulties trying to run other application systems such as MacOS. Performance levels tend to drop substantially when used by multiple concurrent users, often resulting in data corruption. It also has a limited scalability with a 2GB file size limit, rendering it useless for large data sets. Bottle necking performance, data handling becomes slow and rigid with mass data sets. MS Access only offers basic security features lacking a sturdier, in comparison to systems such as the SQL server.

 
0. Practical demonstration of Two Office Features



MAIL MERGE
[image: ]Open word document
[image: ] Open Mailing tab on top of page
[image: ]Select start mail merge
[image: ]Select type of mail you want merging I.E. Letter, Email, Envelopes

[image: ] Select template or new document. I selected a template 
[image: ] Select recipients new list or existing list
[image: ]Creating new list of recipients
[image: ]Create and save mailing list 
[image: ]click a location on the page the pick from one of the options above address book, greeting line etc
[image: ]Preview your letters
[image: ]Mail merge is ready to send and edit individually if needed




[bookmark: _Toc212037711]If Statement
[image: ]Open Excel document
[image: ]Create new blank document 
[image: ]Input data 
[image: ]Input =IF in cell actual price
[image: ]Add conditions =IF(B2>C2, over budget, within budget)
[image: ]Drag down from first cell to end cell to automatically add conditions 

[bookmark: _Toc212037712]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc212037713]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc212037714]MS Outlook
Microsoft Outlook is a personal information management software application and email software created by Microsoft. Microsoft is also part of the Microsoft 365 suite. Microsoft Outlook merges email management, calendaring and contact tracking and management, all available in a single application. Microsoft Outlook was originally created to unify information management. Allowing its users to combine email, contact information, while scheduling meetings and appointments[12][13]
Microsoft Outlook 97 was first released on 16th January 1997, by the Microsoft corporation. Since then, over 10 different versions of the applications have been released, each with minor to major adjustments and updates to make the application more up to date. Microsoft Outlook 97 was highly focused on offline storage, where data was stored locally with (PST/OST). While the latest version of Microsoft Outlook is now built used storing data in the cloud primarily, which offers a more reliable experience for its users. Another noticeable change from Microsoft Outlook 97 to the Microsoft Outlook that we use today is, how the application can be used by multiple users at the same time. Updating and editing information, such as calendar entries and contact information, can all now be done remotely. From the comfort of the user's house or wherever they choose to access the application, now with the cloud being the main source of storage. Allowing users using the same Microsoft Outlook profile to have access to the same information that is updated in real time. Whereas the old version of Microsoft Outlooks offline circuit only allowed users to access these features from certain locations and desktops. These is one of the new features that makes Microsoft Outlook a popular choice for businesses small and large. The latest version of Microsoft Outlooks user interface has changed dramatically, with sleeker less clustered layouts. Much easier to use and navigate with less toolbars and more whitespace, giving a more minimalist layout with a more modern layout design. AI technology has given Microsoft Outlook search engine a new tool. Previously unavailable to older versions. Fundamentally making searches easier and more precise.
Key features of Microsoft Outlook consist of email management. This includes sending and receiving emails, not solely from Outlook emails but also from other application emails such as Yahoo, Gmail and iCloud to name a few. You can also prioritise and filter emails. Calendar and scheduling[13]. Allowing users to schedule appointments and meetings. Sharing calendat dates with others (professional and personal) to correlate dates. Contact management. Saving contact names, emails, phone numbers and other contact information. This feature works simultaneously with calendar and scheduling and other Microsoft Outlook features. Integration is an important feature in the Microsoft Outlook software application as it allows this application to integrate with another Microsoft 365 applications, such as Microsoft Teams, one drive and office software's such as Excel, Word and PowerPoint. Task/note management and security are also key features that are included in Microsoft Outlook application.




[bookmark: _Toc212037715]MS Teams
Microsoft Teams is a collaboration platform developed by Microsoft. Microsoft Teams was unveiled on 2nd November 2016, in New York city, but wasn't made available for the public until 14th March 2017. Like other Microsoft applications, Microsoft Teams is also available as part of the Microsoft 365 suite. Microsoft isn't the first of its kind as it has competed with companies such as Slack, Skype and Google Meets[1]. In 2007 Microsoft acquired Parlano, the developer of group chat tool MindAlign. As of 2023, 6 years after being unveiled Microsoft Teams has a reported 280 million active monthly users.
Microsoft Teams was originally developed as a chat-based workplace. That integrates video chats/ conferences and file sharing, with its main aim to bring people together digitally, share content and improving collaborating. Centralized collaboration is a key feature on Microsoft Teams. That allows multiple users to simultaneously work and edit content, spreadsheets and presentations within the application remotely. Allows users the application to have integrated communications, with conference voice calls, video meetings and chats. Microsoft Teams users can create public or private spaces depending on the nature of the project or task. Microsoft Teams is not solely used by work colleagues. It is also widely used by businesses to conduct interviews for new prospects, give seminars, while it does take away from the in person physical presence. It still allows for the face-to-face interview but from the comfort of your own home or where you choose to conduct the process. Schools and academic institutions are also choosing to incorporate Microsoft Teams into their day-to-day functions.  some choose to conduct classes over Microsoft Teams video chats[2].
As Microsoft Teams is part of the Microsoft 365 suite, it allows Microsoft Teams users to collaborate with another Microsoft software application. Such as Microsoft Excel for spreadsheets, Microsoft PowerPoint for presentations and Microsoft Word for word documents. This allows Microsoft Teams users not only to see the application but also collaborate and interact with them in real time, making this tool a standout feature with its users. 
Microsoft Teams along with Microsoft 365 suite. Makes connecting with another Microsoft software application a seamless task. Making it a popular choice for businesses small and large. The cloud-based platform allows users to access the software from anywhere remotely. Promoting hybrid and remote work. With easy co-authoring of documents within the application allows its organisers to keep teams informed and kept up to date, increasing transparency. Microsoft Teams offers data encryptions with its two-factor authentication giving users strong security and compliance factor.
Microsoft Teams does host some disadvantages. Such as its high-performance impact. Meaning with the applications intense resources it is said to slow down computers and drain computer batteries, due to its complex performance impact. Microsoft Teams has a complex structure. The structure can be frustrating, when setting up teams, permissions and channels. Can require time and patience to master. Default settings allow all users to create teams, which can cause confusion and create a cluttered Microsoft Teams environment. While Microsoft Teams can be easy to access and use, as a guest. Setting up and managing Microsoft Teams may require more diligent work then some new application users to comprehend.








b. [bookmark: _Toc212037716]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc212037717]MS Outlook
[image: ] MS Outlook homepage
[image: ]Inbox- shows emails received
[image: ]Sent messages- shows outgoing emails
[image: ]Drafts – empty now. saves emails that haven't been filled out completely and sent 
[image: ]Archive- empty now. Can save important emails here.
[image: ]Groups- Create groups to send emails to multiple recipients, instead of individually.





[bookmark: _Toc212037718]Ms Teams
 
[image: ] MS Teams 
[image: ]Homepage 
[image: ] Chat – where you can instant message other MS Teams users
[image: ]Activity-  shows you the latest activity on your MS Teams. Such as calls and messages
[image: ] Assignments- if using MS Teams for educational purposes. Your teacher can leave assignments here for you to complete.
[image: ] Calendar- you can schedule meetings, appointment, phone/video calls and deadlines.
[image: ] Calls- shows call history. Can make phone / video calls



[bookmark: _Toc212037719]Conclusion
During this assignment I have learned about how to use IF statement in Microsoft Excel, and how it functions can be used to help you. I enjoyed the research i had to do to require the information regarding the Microsoft software applications. As it allowed me to go beyond the surface of what I knew and learn more about the software. Answering the questions of who, what where and why, these software applications were invented. I used Google scholar to do research as well as site references, and RefWorks to format them using the IEEE in- text citation.
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