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[bookmark: _Toc232436425]Introduction
Modern businesses use software solutions to improve productivity, communication, data management, and decision-making. Digital tools help organisations manage daily operations, improve efficiency, and support effective teamwork.
This report explores different software solutions used in business environments. It covers e-Commerce website builders, mind mapping and business applications, office applications such as Microsoft Word, Excel, PowerPoint, and Access, and communication and collaboration tools including Gmail and Zoom. The report also includes practical demonstrations of selected features to show how these applications support real workplace activities.
Overall, the report highlights the importance of using suitable software solutions to improve business performance and adapt to the demands of a modern digital workplace.
[bookmark: _Toc232436426]Task 1. e-Commerce Website builders/software solutions
[bookmark: _Toc232436427]1.1 Wix
Wix is a popular website builder that allows users to create websites and online stores without programming skills. It uses a drag-and-drop editor and provides customisable templates, making it suitable for beginners and small businesses.[1]
For e-commerce, Wix offers features such as product management, secure payments, inventory tracking, and order management. It also provides marketing and SEO tools to help businesses promote their products and improve online visibility. These features allow businesses to manage their online stores and reach customers more easily.
A main advantage of Wix is its simple interface, which makes website creation easier for users with limited technical knowledge. However, Wix may have fewer advanced e-commerce features than some other platforms, making it less suitable for larger businesses with complex requirements.
To better understand Wix, I created a simple practice website using its drag-and-drop editor. This allowed me to practise customising pages, adding content, and organising the website without using code. Figure 1 shows the Wix editor interface used to create the practice website.

[image: ]
Figure 1. Wix Editor Interface Used to Create a Practice Website.

[bookmark: _Toc232436428]1.2 Shopify
Shopify is a popular e-commerce platform designed mainly for creating and managing online stores. Unlike Wix, which supports different types of websites, Shopify focuses strongly on online selling. It allows businesses to sell products through websites, social media, and physical stores using its point-of-sale system.[2]
Shopify provides useful features such as secure payment processing, inventory management, customer accounts, shipping options, and sales reports. It also has an App Store where businesses can add extra tools and features to their stores. Different pricing plans are available, making Shopify suitable for both small businesses and larger organisations.
A major advantage of Shopify is its reliability and ability to support business growth. It also provides security updates and system maintenance, reducing the need for users to manage technical issues themselves. However, subscription costs and additional fees for some apps can make Shopify more expensive than other website builders.[3]
To gain practical experience, I created a practice online store using Shopify. This helped me explore how products are added and managed, how customer orders are organised, and how the store can be customised. Figure 2 shows the Shopify dashboard used while creating and managing the practice store.
[image: ]
Figure 2. Shopify Dashboard Used to Create and Manage a Practice Online Store
[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
What is Mind Mapping?
Mind mapping is a visual method of organising information around a central idea. The main topic is placed in the centre, with related ideas connected through branches and sub-topics. Mind maps can be created by hand or using applications such as XMind, MindMeister, and Microsoft Visio. Businesses can use mind maps for brainstorming, meetings, project planning, and problem-solving because they present information in a clear and organised way[4].
Unlike traditional notes, mind maps use keywords, colours, symbols, and images to show relationships between ideas. This can make information easier to understand, remember, and discuss. Mind mapping is therefore useful for both students and business professionals.
Benefits of Mind Mapping in Business Operations
Mind mapping provides several benefits for business operations. First, it supports creativity and brainstorming by allowing employees to record and connect ideas freely. This can help teams develop new ideas and find solutions to business problems.
Second, mind mapping improves planning and organisation. Businesses can break large projects into smaller tasks, assign responsibilities, and monitor progress. This makes projects easier to manage and helps teams work towards deadlines[5].
Mind maps can also support decision-making. Managers can place relevant information and possible options in one visual map, making it easier to compare choices and identify advantages and disadvantages. This can help reduce the chance of missing important information.
Another benefit is communication and collaboration. Team members can use a shared mind map to exchange ideas and understand project objectives. This is particularly useful for teams working remotely because many digital mind mapping tools support online collaboration.
Mind mapping can also improve productivity. Employees can quickly locate key information in a visual format instead of reading through long documents or meeting notes. This can save time and help teams remain organised. Digital mind mapping applications can also allow several users to work on the same map, supporting teamwork and real-time collaboration[6].















[bookmark: _Toc232436431]2.2 Create a mind map of contemporary software applications.
The figure below shows contemporary software applications used to support day-to-day business and organisational operations.
[image: ]
Figure 3. Mind Map of Contemporary Software Applications.
[bookmark: _Toc232436432]Mind map link:  https://mm.tt/map/4060866789?t=3YoOnsxSxt

[bookmark: _Toc232436433]Task 3. Office Applications
3.1 Four office software solutions for business operations
[bookmark: _Toc232436434]Ms Word
[image: ] 
Figure 4: MS Word Office logo.
Microsoft Word is a word processing application developed by Microsoft and is one of the most widely used office applications in businesses, schools, and government organisations. It allows users to create, edit, format, and share professional documents such as reports, letters, contracts, meeting minutes, invoices, and business proposals. Its user-friendly interface and wide range of tools make it suitable for both simple and complex documents. Word also integrates with Microsoft 365, allowing users to save files to the cloud and collaborate with colleagues in real time.
 
Major Features
Microsoft Word is used to create and format professional documents such as letters, reports, CVs, and business documents. It provides useful features such as templates, spelling and grammar checking, Track Changes and Comments for collaboration, and Mail Merge for personalised documents. Users can also add tables, images, charts, SmartArt, and hyperlinks, and export documents as PDFs.

Benefits
Microsoft Word helps organisations produce professional documents efficiently. Built-in templates save time, while spelling and grammar tools improve document quality. Collaboration features such as Track Changes make it easier for multiple users to review and edit documents. Cloud storage through OneDrive allows users to work from different devices and locations. The software also supports many file formats, making document sharing simple and convenient.
Limitations
Although Microsoft Word offers many useful features, it has some limitations. Large documents containing many images or graphics can become slow to edit. Some formatting may change when files are opened in different word-processing applications. In addition, advanced features such as Mail Merge and reference management require users to develop additional skills before using them effectively.[7]
Microsoft Word has a user-friendly interface that helps users create, edit, and format business documents. Figure 5 shows key parts of the interface, including the Ribbon, Quick Access Toolbar, document area, and command groups.
[image: Windows 7 Ribbons - Win32 apps | Microsoft Learn]                  Figure 5. Microsoft Word interface showing the Ribbon and document editing area.[8]
[bookmark: _Toc232436435]
Ms Excel
[image: ]
Figure 6: Microsoft Excel logo.

Microsoft Excel is a spreadsheet application used to organise, calculate, analyse, and present data. It is one of the most valuable business applications because it supports financial management, budgeting, payroll, inventory control, forecasting, and reporting. Excel stores information in rows and columns and allows users to perform calculations automatically using formulas and functions. Many organisations rely on Excel because it improves efficiency and supports data-driven decision-making.[9]
 


Major Features
Microsoft Excel provides useful features for managing and analysing data. It includes formulas and functions such as SUM, AVERAGE, IF, and VLOOKUP, as well as Pivot Tables for summarising data. It also supports Goal Seek for what-if analysis, charts and graphs for visualising information, Conditional Formatting, data sorting and filtering, and tools for data validation and protection.

Benefits
Excel saves time by automating calculations and reducing manual work. It helps businesses analyse large amounts of information quickly and accurately. Charts and dashboards make it easier to understand business performance, while formulas reduce calculation errors. Excel is also flexible enough to support many business activities, including accounting, sales analysis, budgeting, project planning, and inventory management. Integration with other Microsoft Office applications makes sharing information straightforward.
Limitations
Excel is not designed for managing extremely large databases with many simultaneous users. Incorrect formulas or inaccurate data entry can lead to unreliable results. Some advanced tools, including Pivot Tables, Power Query, and complex formulas, require training before users can apply them confidently.
Figure 7 shows a Microsoft Excel worksheet with formulas, charts, and data analysis tools. These features demonstrate how Excel helps businesses organise information, perform calculations, and present data in a clear and effective way.

[image: ]
Figure 7: Microsoft Excel worksheet displaying formulas, charts, and data analysis tools.

[bookmark: _Toc232436436]Ms PowerPoint
[image: ]
Figure 8: Microsoft PowerPoint logo.

Microsoft PowerPoint is presentation software used to communicate ideas through visual slides. It is widely used in business organisations for meetings, staff training, project updates, sales presentations, marketing campaigns, and conferences. PowerPoint enables users to combine text, images, charts, videos, animations, and audio to present information clearly and professionally. Its simple interface makes it suitable for users with different levels of computer experience.

Major Features
Microsoft PowerPoint provides professional presentation templates and features such as slide transitions, animations, SmartArt, charts, tables, and icons. It also supports audio and video, Presenter View, and Speaker Notes. Users can collaborate in real time through Microsoft 365 and export presentations as PDF or video.

Benefits
PowerPoint improves communication by presenting information in a clear and engaging format. Visual elements such as images, diagrams, and charts help audiences understand complex information more easily. The software allows presenters to organise ideas logically and maintain audience attention. Templates save time during presentation design, while collaboration tools allow team members to work together on the same presentation.
Limitations
Overusing animations or visual effects can distract the audience and reduce the effectiveness of a presentation. Poor slide design or excessive text may also make presentations difficult to follow. Successful presentations depend not only on the software but also on the communication skills of the presenter.[10]
Microsoft PowerPoint has a user-friendly interface that helps users create professional presentations. Figure 9 shows the main parts of the interface, including the Ribbon, Quick Access Toolbar, Slide Pane, and Notes Pane.
[image: PowerPoint Tutorial for Beginners: How to Create PPT Slides]Figure 9. Microsoft PowerPoint interface showing the Ribbon and slide editing area.[11]

Figure 9 shows the Microsoft PowerPoint interface. The Ribbon provides tools for creating and editing slides, while the Slide Pane displays the presentation slides. The Notes Pane allows users to add speaker notes, helping to create clear and professional business presentations.
[bookmark: _Toc232436437]Ms Access
[image: ]
Figure 10: Microsoft Access logo.

Microsoft Access is a relational database management system used to store, organise, and manage structured business data. It enables organisations to manage information such as customer records, employee details, inventory, supplier information, and sales transactions. Unlike spreadsheets, Access stores information in related tables, reducing duplicate data and improving accuracy. It is particularly suitable for small and medium-sized businesses that need an affordable database solution.[12]

Major Features
Microsoft Access is a database application that uses relational tables to store and organise information. It provides queries for searching and analysing data, forms for easy data entry, and reports for presenting business information. It also allows relationships between multiple tables, supports importing and exporting data from Excel and other applications, and provides database security and user permissions.
Benefits
Microsoft Access helps businesses organise large amounts of information efficiently while reducing duplicate records. Queries allow users to retrieve information quickly, while reports provide professional summaries for decision-making. Forms simplify data entry and improve consistency. Access also integrates with Excel and Word, making it easier to exchange information between different Office applications.
Limitations
Access is less suitable for very large organisations that require enterprise-level database management systems. Performance may decrease when many users access the same database simultaneously. In addition, designing tables, relationships, and queries requires some knowledge of database concepts, meaning beginners may need additional training.

Figure 11 shows the main parts of the Microsoft Access interface, including the Ribbon, Navigation Pane, Quick Access Toolbar, and database objects.
[image: Microsoft Access: xxMS Access Introduction]Figure 11. MS Access interface showing the Ribbon, Navigation Pane, tables, queries, forms, and reports.[13]

[bookmark: _Toc232436438]3.2 Test any two features
[bookmark: _Toc232436439]Mail Merge
Practical – Mail Merge
Step 1: Create the Recipient List
First, I created a recipient list in Microsoft Excel. The spreadsheet contains customer details such as Name, Plan, Due Date, and Email. This file was saved because it would be used later as the data source for Mail Merge.
[image: ]
Figure 12. Recipient list created in Microsoft Excel.

Step 2: Open Microsoft Word
Next, I opened a new blank document in Microsoft Word. This document was used to create the billing letter that would be sent to all customers.
[image: ]Figure 13. Opening a new Microsoft Word document.


Step 3: Start Mail Merge
I selected the Mailings tab and clicked Start Mail Merge. Then I chose Letters because I wanted to create personalised billing letters for each customer.
[image: ]Figure 14. Starting the Mail Merge process.

Step 4: Link the Excel File
After that, I clicked Select Recipients and chose Use an Existing List. I selected the Excel file I had created earlier, which linked the customer information to the Word document.
[image: ]Figure 15. Linking the Excel recipient list to Microsoft Word.

Step 5: Insert the Merge Fields
I inserted the required merge fields, including Name, Plan, and Date, into the billing letter. These fields automatically display the correct information for each customer from the Excel file.
[image: ]Figure 16. Inserting merge fields into the billing letter.

Step 6: Preview the Results
Before finishing the process, I clicked Preview Results to ensure all customer information was displayed correctly in the letter.
[image: ]Figure 17. Previewing the personalised billing letters.

Step 7: Complete the Mail Merge
Finally, I clicked Finish & Merge to create the personalised letters. Microsoft Word automatically generated a separate billing letter for every customer in the Excel spreadsheet. Each letter included the customer's own name, package, due date, and payment details.
[image: ]Figure 18. Final personalised billing letters generated using Mail Merge.


Result
The Mail Merge was completed successfully. Instead of creating each letter manually, Microsoft Word automatically generated For example, one letter was created for Sam, while separate letters were also generated for Isaac, Alex, John, and Bill, each using their own information. This practical activity showed how Mail Merge can save time, reduce manual work, and improve accuracy when creating multiple business documents.

[bookmark: _Toc232436440]IF Statement

For this practical task, I used the IF function in Microsoft Excel to compare the Budget with the Actual expenditure for different expense categories. The purpose of using the IF function was to determine whether each expense was within the allocated budget or had exceeded it.
The formula used in this exercise was: =IF (C2<B2, "Within Budget"," Over Budget - Investigate")
This formula checks whether the value in the Actual column is less than the value in the Budget column. If the condition is true, Excel displays "Within Budget". If the condition is false, it displays "Over Budget - Investigate."
Step 1: Opening Microsoft Excel
I started by opening Microsoft Excel and creating a new blank workbook. This provided an empty worksheet where I could create my budget example.
[image: ]Figure 19: A new blank workbook opened in Microsoft Excel.
Step 2: Entering the sample data
Next, I entered the sample budget information into the worksheet. The table includes four columns: Category, Budget, Actual, and Status. The Status column was left blank because it would display the result of the IF function after the formula was applied.
[image: ]Figure 20: Budget data entered into the worksheet before applying the IF function.

Step 3: Selecting the cell for the formula
After entering the data, I clicked on cell D2 under the Status column. This is the cell where the IF function would be entered to compare the budget and actual values for the first expense category.
[image: ]Figure 21: Selecting cell D2 to enter the IF function.
Step 4: Opening the Insert Function window
To insert the formula, I clicked the Insert Function (fx) button beside the formula bar. This opened the Insert Function dialog box, which provides access to all the functions available in Microsoft Excel.
[image: ]Figure 22: Opening the Insert Function dialog box.

Step 5: Selecting the IF function
From the list of available functions, I selected IF. Excel also displayed a short description explaining that the IF function returns one value if the condition is true and another value if the condition is false.
[image: ]Figure 23: Selecting the IF function from the function list.
Step 6: Entering the IF function arguments
I entered the required arguments for the IF function. The logical test compared the Actual value with the Budget value (C2<B2). I then entered "Within Budget" as the value if the condition was true and "Over Budget - Investigate" as the value if the condition was false. Excel also displayed a preview of the expected result before the formula was confirmed.
[image: ]Figure 24: Entering the IF function arguments.

Step 7: Viewing the result
After clicking OK, Excel returned the result in the Status column. I then copied the formula down to the remaining rows so that every expense category was checked automatically. The results showed that Airfare and Food were within budget, while Entertainment was over budget and required further investigation.
[image: ]Figure 25: Results after applying the IF function.


This practical exercise helped me understand how the IF function can be used to automate simple decision-making in Microsoft Excel. Instead of checking each budget manually, Excel automatically compared the budget with the actual expenditure and displayed the appropriate result. I found that the IF function is a useful tool because it saves time, reduces the risk of manual errors, and makes it easier to monitor business expenses.

[bookmark: _Toc232436441]Task 4. Communication and Collaboration applications
[bookmark: _Toc232436442]4.1 One contemporary Communication and one Online Collaboration
[bookmark: _Toc232436443]Gmail
Gmail is a cloud-based email service developed by Google and is one of the most widely used communication applications in businesses, educational institutions, and organisations worldwide. It enables users to send and receive emails, share files, manage contacts, and communicate efficiently with colleagues and clients. Because Gmail is web-based, users can access their accounts from computers, tablets, and smartphones, making communication flexible and convenient. Gmail also integrates with Google Workspace applications such as Google Drive, Google Calendar, and Google Meet, allowing users to manage their work from one platform.[14]
Key Features
Gmail is an email service that allows users to send and receive messages instantly and attach documents, images, and other files. It provides labels and folders for organising emails and a powerful search function for finding messages quickly. Gmail also includes spam and phishing protection and integrates with Google Drive, Calendar, and Meet. Users can access Gmail from any device with an internet connection.
Benefits
Gmail improves business communication by allowing employees to exchange information quickly and securely. Cloud storage enables users to access emails from anywhere, supporting remote and hybrid working. The search function saves time when locating previous messages, while spam filtering helps protect users from unwanted or malicious emails. Gmail's integration with other Google services improves productivity because users can schedule meetings, share files, and collaborate without switching between different applications.
Limitations
Although Gmail is highly reliable, it depends on an internet connection for most features. Free accounts also have limited storage compared to paid Google Workspace plans. Organisations handling sensitive information must implement additional security measures such as two-factor authentication and employee awareness training to reduce cybersecurity risks.
[image: ]
Figure 26: Gmail inbox interface.

[bookmark: _Toc232436444]Zoom
Zoom is a cloud-based online collaboration platform that allows users to conduct virtual meetings, webinars, online training sessions, and video conferences. It became one of the most popular collaboration tools because it supports communication between individuals and teams regardless of their physical location. Businesses use Zoom for project meetings, customer discussions, interviews, and employee training. The application supports Windows, macOS, Android, and iOS devices, making it accessible across different platforms.[15]
Key Features
Zoom is an online communication platform that provides high-quality video and audio meetings. It allows users to share their screens, use chat messaging, record meetings, and use virtual backgrounds. It also includes breakout rooms for group discussions and supports meeting scheduling with calendar integration.
Benefits
Zoom supports teamwork by allowing employees to collaborate from different locations in real time. Screen sharing makes presentations easier to understand, while chat messaging enables participants to ask questions without interrupting the speaker. Meeting recordings allow users to review important discussions later, and breakout rooms support small-group collaboration during training sessions and workshops. These features help organisations improve communication, reduce travel costs, and increase flexibility.


Limitations
The free version of Zoom limits group meetings to 40 minutes. Video conferencing also requires a stable internet connection to maintain good audio and video quality. In addition, participants may experience technical difficulties if their devices or internet connections are not suitable for online meetings.
[image: ]
Figure 27: Zoom meeting interface.

Gmail and Zoom are two widely used applications that support communication and collaboration in modern businesses. Gmail enables organisations to exchange information efficiently through email while integrating with other productivity tools. Zoom allows teams to communicate, share ideas, and collaborate through virtual meetings regardless of location. Together, these applications improve productivity, teamwork, and business communication while supporting flexible and remote working environments.[16]




[bookmark: _Toc232436445]4.2 One feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc232436446]Gmail
Feature 1: Gmail – Sending an Email with an Attachment
Gmail is a communication application that allows users to send and receive emails, share files, and communicate with individuals or organisations. For this practical activity, I tested the email attachment feature in Gmail. This feature allows users to attach documents, images, and other files to an email before sending it to another person. This is commonly used in business environments for sharing reports, invoices, presentations, and important documents.

Step 1: Open Gmail and Create a New Email
I opened Gmail and selected the Compose button to create a new email message. I entered the recipient's email address, subject, and message content.
[image: ]
Figure 28: Gmail compose email window.

Step 2: Attach a File
I selected the Attachment (paperclip) icon and uploaded a document from my computer. The file was successfully added to the email before sending.
[image: ]
Figure 29: Selecting and attaching a file in Gmail.

Step 3: Send the Email
After checking the recipient details and attached document, I selected the Send button. The email was successfully delivered with the attached file.
[image: ]
Figure 30: Completed email with attachment ready to send.

Outcome
The Gmail attachment feature worked successfully and allowed me to share documents quickly through email. This feature is useful in business because it improves communication, reduces the need for physical document sharing, and allows employees to exchange information efficiently.


[bookmark: _Toc232436447]Zoom
Feature 2: Zoom – Screen Sharing
Zoom is an online collaboration application that allows users to communicate and work together through virtual meetings. For this practical activity, I tested the screen sharing feature in Zoom. Screen sharing allows participants to display their computer screen to other meeting members, making it easier to present documents, demonstrate software, and explain ideas during online meetings.

Step 1: Start a Zoom Meeting
I opened Zoom and created a new meeting. After joining the meeting, I accessed the meeting controls at the bottom of the screen.
[image: ]
Figure 31: Zoom meeting interface.

Step 2: Select Screen Share
I selected the Share Screen option from the meeting toolbar. Zoom displayed the available screens and applications that could be shared.
[image: ]
Figure 32: Zoom screen sharing option.

Step 3: Share the Screen
I selected my screen and started sharing. The shared screen became visible to the meeting participants, allowing them to view the content being presented.
[image: ]
Figure 33: Screen sharing active during Zoom meeting.
Outcome
The Zoom screen sharing feature worked successfully and demonstrated how teams can collaborate remotely. This feature is useful for online presentations, training sessions, technical support, and project discussions because it allows participants to view information and work together in real time.

[bookmark: _Toc232436448]Conclusion
In conclusion, communication and collaboration applications have become essential tools in modern business environments because they support faster information exchange, teamwork, and flexible working practices. Gmail provides an effective communication platform that allows users to send emails, share files, and manage business information efficiently. The practical test of the attachment feature demonstrated how Gmail can simplify document sharing and improve workplace communication.
Similarly, Zoom supports online collaboration by allowing teams to conduct virtual meetings, share screens, and work together regardless of location. Testing the screen sharing feature showed how Zoom can improve presentations, training, and remote teamwork. Although both applications have some limitations, such as dependence on internet connectivity and security considerations, their benefits make them valuable tools for improving productivity and collaboration in modern organisations.
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Figure 5: Zoom screen sharing option.
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Step 3: Share the Screen ] Edit

I selected my screen and started sharing. The shared screen became visible to the meeting
participants, allowing them to view the content being presented.

Figure 6: Screen sharing active during Zoom meeting.
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