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Introduction.
This coursework explores a range of contemporary software solutions that support modern business operations and improve organisational productivity. It examines e-Commerce website builders, mind mapping applications, Microsoft Office software, and communication and collaboration tools used in today's digital workplace. The report evaluates the features, benefits and limitations of these technologies while demonstrating practical use of selected software functions. Overall, the coursework highlights how appropriate software solutions enhance communication, decision-making, data management, collaboration and business efficiency.
[bookmark: _Toc236783320]Task 1. e-Commerce Website builders/software solutions.

1.1 [bookmark: _Toc236783321]Wix 

[image: ]Wix is a modern website creation and e-Commerce platform that enables individuals and organisations to build professional online stores without extensive programming knowledge. It features an intuitive drag-and-drop website editor, professionally designed templates, secure hosting services and mobile-responsive websites[1]. Wix also provides integrated e-Commerce capabilities, including product catalogue management, secure payment processing, stock control, search engine optimisation (SEO), email marketing tools and social media connectivity[2]. These built-in features make Wix a practical solution for creating and managing online businesses.
A key strength of Wix is its simplicity and accessibility, allowing users with limited technical skills to design visually appealing and fully functional websites quickly. The platform also offers reliable web hosting, built-in security, website analytics and access to a wide range of applications through its app marketplace, making it well suited for small and medium-sized enterprises. By providing ready-made templates and automated website management features, Wix helps reduce development time and overall website creation costs[1].
However, Wix has several limitations. Compared with open-source platforms such as WordPress, it offers fewer options for advanced design customisation and software development. Once a website is published, changing to another template is difficult, and migrating a Wix website to another platform can be challenging. Organisations with more advanced e-Commerce requirements may also find Wix less capable of supporting long-term growth than enterprise-level alternatives. In addition, certain advanced marketing and business management features are only available through premium subscription plans[2].
Overall, Wix is an effective, user-friendly and cost-efficient platform for digital commerce. However, businesses should carefully consider its limitations in customisation and scalability before selecting it as a long-term e-Commerce solution.



[bookmark: _Toc236783322]1.2 BigCommerce.
[image: ]
BigCommerce is a cloud-hosted e-Commerce platform that enables businesses to build, manage and grow online stores efficiently. It provides advanced e-Commerce capabilities, including customisable website templates, secure payment processing, inventory control, product catalogue management, order monitoring and multi-channel selling through marketplaces such as Amazon, eBay and various social media platforms[3]. The platform also strengthens customer relationship management (CRM) by combining customer information with personalised marketing, analytics and communication tools that improve customer engagement, retention and service quality [4].
A major strength of BigCommerce is its scalability, robust security and comprehensive built-in features. Unlike many website builders, it offers numerous integrated functions without relying heavily on third-party plugins, making it suitable for businesses from start-ups to large enterprises. It also includes search engine optimisation (SEO) tools, mobile-friendly website designs, reporting and analytics dashboards and support for multiple currencies and international transactions. These features enable businesses to expand into global markets while providing customers with a secure and convenient shopping experience[3].
BigCommerce has some limitations, compared with beginner-focused platforms such as Wix, it has a steeper learning curve, making it less suitable for users with limited technical expertise. Higher-tier subscription plans may also be expensive for small businesses, while advanced customisation often requires programming skills. Additionally, some specialised features depend on third-party applications, increasing operating costs[4].
[bookmark: _Toc236783323]Overall, BigCommerce is a scalable, feature-rich platform that supports business growth through advanced selling tools, secure payment systems and integrated CRM capabilities. Organisations should carefully evaluate its pricing and technical requirements before adopting it as a long-term e-commerce solution.

Task 2. Mind-map of contemporary software applications.
[bookmark: _Toc236783324]2.1 Describe mind mapping and explain the benefits of using mind mapping.
[image: ]A mind map is a visual technique for organising ideas by placing a central topic at the centre and connecting related concepts through branching structures. Introduced and widely promoted by Tony Buzan, mind mapping mirrors the brain's natural way of linking information through associations. It combines keywords, colours, images and hierarchical layouts to improve understanding, memory retention, creative thinking and problem-solving. Unlike traditional linear note-taking methods, mind maps present information in a non-linear format allowing users to recognise relationships between ideas more easily. 
As a result, they are widely used for brainstorming, planning, knowledge management and decision-making in both academic and business environments.
Mind maps can be regarded as a highly effective thinking tool because they encourage clearer reasoning, stimulate innovation and improve communication within organisations[5]. Research explains that mind mapping enables individuals and teams to generate ideas more efficiently, recognise links between concepts and organise complex information into a logical and structured format. By presenting information visually rather than as blocks of text, mind maps reduce cognitive overload, making information easier to understand, recall and apply. This contributes to faster and more informed decision-making particularly when dealing with complex business challenges[5].
Within business operations, mind mapping provides several practical advantages. One significant benefit is its ability to support strategic planning by helping managers illustrate organisational objectives, business processes, project schedules and resource allocation in a single visual framework. This approach enables employees and stakeholders to understand how individual activities contribute to broader organisational goals while improving coordination between departments. Mind maps are also highly effective during brainstorming sessions because they encourage the free flow of ideas without losing structure. This makes them especially valuable for problem-solving, innovation, and product development, where generating and organising creative ideas is essential[5].
Mind mapping also plays an important role in organisational change management by strengthening communication and encouraging employee involvement.  The application of mind mapping was examined during organisational change and a drawn conclusion stated that visual mapping improves participation, develops shared understanding and supports collaborative problem-solving[6]. Employees often find organisational change difficult because of the complexity of new processes and responsibilities. Mind maps simplify these changes by visually presenting objectives, implementation stages, task dependencies and individual responsibilities in a clear and accessible format. This reduces confusion, increases stakeholder confidence and encourages stronger commitment to change initiatives. It’s further argued that mind mapping helps organisations capture different viewpoints, promote knowledge sharing and support more inclusive decision-making across teams[6].
The development of artificial intelligence (AI) has significantly enhanced the capabilities of mind mapping tools. Combining AI with mind mapping enables automatic organisation of information, intelligent content creation and improved analysis of large volumes of data[7].  AI-powered applications can identify connections between concepts, recommend relevant information, summarise documents and automatically generate visual knowledge structures from extensive datasets. These advanced features improve organisational learning, speed up information processing and support evidence-based decision-making. As businesses continue to adopt digital transformation strategies and rely more heavily on data driven operations, AI-enhanced mind mapping has become an increasingly valuable tool for knowledge management, innovation and operational efficiency[7]. 
In conclusion, mind mapping has become an important business technique because it strengthens creativity, planning, communication, collaboration and decision-making. Its visual format enables organisations to simplify complex information, improve teamwork and encourage innovation while supporting organisational learning. The integration of artificial intelligence has further increased its value by automating knowledge organisation and improving analytical capabilities. 
Consequently, organisations that effectively implement mind mapping are better equipped to enhance productivity, manage organisational change successfully and maintain a competitive advantage in today's dynamic and information-driven business environment.

[bookmark: _Toc236783325]2.2 Create a mind map of contemporary software applications.

[image: ]
[bookmark: _Toc236783326]Task 3. Office Applications.
[bookmark: _Toc236783327]3.1 Four office software solutions for business operations.

[bookmark: _Toc236783328]3.1.1. Microsoft Word.

[image: ]Microsoft Word is one of the most used word processing programmes included in the Microsoft Office suite. It provides organisations with an effective platform for creating, editing, formatting and distributing professional documents. Businesses regularly use Microsoft Word to prepare a wide range of documents including business letters, reports, proposals, contracts, meeting minutes, policy documents, invoices, user manuals and other official records. Through its integration with Microsoft 365, the software supports real-time collaboration allowing multiple users to work on the same document simultaneously. 
This functionality has made Microsoft Word an essential tool for communication, document management and administrative activities in modern organisations[8]. 
Most valuable features of Microsoft Word is its comprehensive document formatting functionality. Users can customise text styles, fonts, page layouts, headers, footers, tables, images and graphical elements to produce professional and visually appealing documents. The application also includes built-in writing support tools such as spell checking, grammar correction, a dictionary and Microsoft Editor which help improve writing accuracy and reduce errors. Another important capability is the Mail Merge feature which enables organisations to create personalised letters, certificates, labels and email messages for multiple recipients by using a single document template linked to a data source. In addition, Microsoft Word supports templates, SmartArt graphics, tables, charts, hyperlinks, comments and document protection features, making it suitable for both everyday administrative tasks and more advanced professional documentation[9].
One major advantage is its ability to increase productivity by simplifying the creation, editing, and management of documents. Employees can save time by using reusable templates, applying automated formatting and collaborating through cloud-based services. The software also strengthens organisational communication by enabling the production of clear, consistent and professionally formatted documents that align with company standards and branding. Furthermore, Microsoft Word integrates seamlessly with other Microsoft Office applications such as Excel and PowerPoint, allowing users to insert spreadsheets, charts and presentation content into reports and other documents. It also supports multiple file formats including PDF making documents easier to share, access and view across different devices and operating systems[8]. 
Microsoft Word has several limitations. The application is designed primarily for word processing and is not intended for advanced statistical analysis or database management tasks. Documents containing extensive formatting, high-resolution images or large amounts of content may become slower to load and edit particularly on computers with limited processing power. In addition, some collaborative features depend on a stable internet connection and an active Microsoft 365 subscription. Formatting inconsistencies may also occur when documents are opened in different versions of Microsoft Word or alternative word processing software. To make full use of advanced functions such as macros, document automation and Mail Merge, organisations may also need to provide users with appropriate training[9].
In conclusion, Microsoft Word continues to be one of the most important productivity applications used in business environments. Its powerful editing features, professional formatting options, collaborative capabilities and integration with other Microsoft Office applications make it suitable for organisations of all sizes. Although it has limitations in areas such as advanced data analysis and specialised database functions, its effectiveness in producing, managing, and sharing professional documents ensures that it remains a fundamental tool for office productivity and business communication.




[bookmark: _Toc236783329]3.1.2. Microsoft Excel.

[image: ]Microsoft Excel is a spreadsheet application that is extensively used for managing data, performing financial analysis, preparing budgets, forecasting, accounting, inventory management and supporting business decision-making. Organisations in many industries rely on Excel because it enables users to organise, calculate, analyse and present data efficiently. The software is suitable for both basic calculations and complex business modelling, making it one of the most versatile applications within the Microsoft Office suite[10]. Microsoft Excel offers a wide range of features that assist users in handling and analysing information effectively. These include worksheets, formulas, built-in functions, charts, PivotTables, conditional formatting, data validation, sorting, filtering and automation through macros.
Main benefits include; increasing data accuracy through automated calculations which reduce the risk of human error associated with manual processing, supporting better decision-making by enabling managers to identify trends, forecast future outcomes and compare alternative business scenarios using tools. Furthermore, operational efficiency is improved using formulas and macros that automate repetitive tasks. Businesses commonly apply Excel to budgeting, payroll processing, inventory control, sales analysis, customer record management and financial reporting. Its compatibility with other Microsoft Office applications, including Word, PowerPoint, and Access allows organisations to integrate data easily into reports and presentations[11]. 
Excel is especially valuable for business modelling and performance monitoring. Organisations can develop dashboards that display key performance indicators (KPIs), evaluate operational performance, identify areas requiring improvement and support strategic planning. Through Microsoft 365 integration users can collaborate on spreadsheets in real time allowing multiple employees to edit and update the same workbook from different locations which improves teamwork and productivity[10]. 
Microsoft Excel also has some limitations. Working with extremely large datasets may reduce system performance and increase the possibility of file corruption. Errors in formulas or accidental changes to spreadsheet data can lead to inaccurate results and poor business decisions. In addition, Excel is not designed to replace a relational database management system when organisations need to manage highly complex or large-scale data. Sharing spreadsheets that contain confidential information may also create security risks if appropriate protection measures are not applied. Moreover, advanced functions and analytical tools require specialised knowledge, meaning businesses may need to provide additional training for employees[11]. 
In summary, Microsoft Excel remains one of the most essential business applications because of its flexibility, powerful analytical functions and user-friendly interface. Although it has limitations when handling enterprise-scale databases, its ability to perform calculations, visualise information, and support business modelling makes it an indispensable tool for financial management, data analysis and informed organisational decision-making.



[bookmark: _Toc236783330]3.1.3. Microsoft PowerPoint.

[image: ]Microsoft PowerPoint is a presentation application widely used to develop visually appealing slides for business communication, education, marketing and decision-making. Organisations use the software to deliver business proposals, strategic plans, financial summaries, project updates, employee training sessions and sales presentations. By combining text with images, charts, videos, animations and other multimedia elements, PowerPoint enables presenters to explain complex information in a clear and engaging manner, helping audiences understand key messages more effectively[8]. 
One of the software's key features is its slide-based structure which allows information to be arranged in a logical and organised sequence. Microsoft PowerPoint includes a variety of templates, themes and design layouts that help users create professional and visually consistent presentations. Additional features such as SmartArt graphics, icons, charts, animations, transitions and embedded multimedia enhance the presentation of ideas and make content more interactive. The application also provides Presenter View, speaker notes, rehearsal tools and screen recording capabilities, enabling presenters to prepare and deliver presentations with greater confidence. Through integration with Microsoft Teams and OneDrive, users can collaborate on presentations in real time and conduct remote presentations efficiently within modern digital workplaces[8].
A major benefit is its ability to improve communication by presenting information in a structured, visually attractive and easy-to-understand format. Managers frequently use PowerPoint to explain organisational objectives, business performance, strategic initiatives and operational updates to employees, clients and stakeholders. The software is also valuable for staff training because diagrams, animations and videos simplify complicated topics and improve knowledge retention. In marketing and sales, PowerPoint assists organisations in creating persuasive presentations for customers, investors and business partners. Furthermore, its compatibility with Microsoft Excel and Microsoft Word enables users to incorporate spreadsheets, charts, tables and documents into presentations producing more accurate and professional business reports[12]. 
Another significant strength of PowerPoint is its support for teamwork and collaboration. Through Microsoft 365, multiple users can edit the same presentation simultaneously, improving productivity and reducing duplicated work, particularly in remote working environments. Presentations can also be exported as PDF files or video formats allowing information to be distributed easily across different devices and platforms while reaching wider audiences[8].
Microsoft PowerPoint also has certain limitations. Overcrowded slides containing excessive text, animations, or visual effects may distract audiences and reduce the overall impact of a presentation. The software is designed primarily for visual communication and therefore does not provide advanced analytical or data-processing capabilities. Successful presentations also depend on suitable hardware including computers, projectors or display systems which may occasionally create technical difficulties during meetings or events. In addition, producing high-quality presentations requires effective design skills and an understanding of presentation principles. Without these skills, slides may appear cluttered or unprofessional reducing communication effectiveness[12]. 
In summary, Microsoft PowerPoint remains an essential business application because it enables organisations to communicate information effectively through engaging multimedia presentations. Its design tools, collaboration features and seamless integration with other Microsoft Office applications make it valuable for meetings, employee training, marketing and strategic planning. Although successful use depends on good presentation design and delivery skills, its benefits significantly outweigh its limitations making it an indispensable tool in modern business environments.

[bookmark: _Toc236783331]3.1.4. Ms Access.
[image: ]Microsoft Access is a relational database management system (RDBMS) included in the Microsoft Office suite that is designed to store, organise, retrieve and manage structured business data. It is commonly used by small and medium-sized organisations to maintain customer information, employee records, inventory details, sales transactions, supplier databases and project-related data. Unlike Microsoft Excel, which is primarily intended for spreadsheet calculations and data analysis, Access stores information within interconnected relational tables. This structure helps minimise duplicate data while improving consistency and accuracy across the database[11]. 
Main strengths of Microsoft Access is its collection of database management features. These include relational tables, queries, forms, reports, macros and table relationships. Tables act as the foundation for storing business information, while relationships link related records across multiple tables to maintain data integrity. Queries allow users to search, filter, update, and analyse information efficiently making it easier to retrieve relevant data when required. Forms provide a user-friendly interface for entering and editing records, reducing the likelihood of data entry mistakes. Reports generate well-structured summaries that support business analysis and management reporting. In addition, Access supports automation through macros and can integrate with structured query language SQL databases and other Microsoft Office applications increasing its flexibility for business use[9]. 
 A major benefit is its ability to organise information efficiently by using relational database design to reduce unnecessary duplication. The software also improves data accuracy because validation rules and relationships help prevent inconsistent or duplicate records. Businesses can quickly create customised queries and reports enabling managers to obtain the information needed for operational monitoring and strategic decision-making. Furthermore, Access supports multi-user environments allowing several employees to work with the same database simultaneously. Its compatibility with Microsoft Excel and Microsoft Word also enables organisations to export reports, perform further analysis and produce professional business documents with ease[11]. 
Microsoft Access has several limitations. It is not well suited for organisations that manage very large databases or process high volumes of transactions as performance may decline as the database grows. The application also offers fewer advanced security features than enterprise database systems making it less appropriate for highly sensitive or mission-critical information. In addition, the number of users who can access the database simultaneously is limited and organisations experiencing rapid growth often migrate to more scalable platforms such as Microsoft SQL Server. Without regular maintenance and backups, Access databases may also be more vulnerable to corruption or data loss[11].
In conclusion, Microsoft Access is a practical and affordable database management solution for small and medium-sized organisations that need to manage structured business information efficiently. Its relational database design, reporting tools, automation features and integration with other Microsoft Office applications help improve data organisation and operational efficiency. Although it is not intended to replace enterprise database systems in large organisations, Access continues to provide an effective solution for many everyday business database requirements.

[bookmark: _Toc236783333]3.2 Test any two features.

[bookmark: _Toc236783334]3.2.1. Mail Merge.
Generate a table of list of recipients.
[image: ]
Select *Mailing* then click on *Start Mail Merge* and choose the *Letter* option from the drop-down menu as shown below.
[image: ]




To add the recipient list, click on *Select Recipient* and choose *Use an Existing List* option. This will allow you to import list of recipients from the table created at the beginning.
[image: ]
To confirm that recipients have been added for mail merging, click on *Edit Recipient List* and click Ok, recipients list should appear as displayed below. 
[image: ]









To generate the letter, click on *Insert Merge Field* and choose options like * Title, Address, Postcode* etc that exist in the table of recipients list, a word document will open with the chosen fields and insert date automatically or manually by typing.
[image: ]
To complete the mail merging, click on *Finish & Merge* and choose * Edit Individual Document*. This will be generated to individuals as per their *First Name, Address etc* depending on how many recipients entered. Verify this with the page number of each letter as shown below.
[image: ]
[image: ]

[bookmark: _Toc236783335]IF Statement.

Open a blank excel spreadsheet and populate the information as shown below. For instance, this is how student marks and results are computed using excel application.
[image: ]






To confirm the correct use of computing methods, click on *Formulas* and locate *Show Formulas* and a display of formulas used are shown as below.
[image: ]

[bookmark: _Toc236783336]Task 4. Communication and Collaboration applications.
[bookmark: _Toc236783337]4.1 One contemporary Communication and one Online Collaboration.

[bookmark: _Toc236783338][image: ]4.1.1. Microsoft Outlook.

Microsoft Outlook is one of the most widely adopted communication and personal information management applications used in modern organisations. As part of the Microsoft 365 suite, Outlook provides businesses with a centralised platform for managing emails, calendars, contacts, tasks and meeting schedules. The software integrates seamlessly with other Microsoft applications including Word, Excel, PowerPoint, OneDrive and Microsoft Teams enabling users to collaborate more effectively and manage daily activities from a single environment[13]. In today's digital workplace, Outlook plays a vital role in supporting professional communication, increasing productivity and facilitating both remote and hybrid working arrangements.
A key feature of Microsoft Outlook is its comprehensive email management system. Users can compose, send, receive, organise and archive emails efficiently using folders, categories, rules and advanced search tools. These functions make it easier to locate important messages and maintain an organised inbox. Outlook also includes features such as Focused Inbox, which automatically separates priority emails from less important messages helping users manage communication more effectively and respond to critical information promptly[13]. 

Another important capability is Outlook's integrated calendar system, which assists users in organising appointments, scheduling meetings, sending invitations and monitoring colleagues’ availability through shared calendars. These scheduling features improve time management, reduce conflicts when arranging meetings and strengthen coordination between departments and team members[13].
Microsoft Outlook also provides an effective contact management system that enables organisations to maintain detailed information about employees, customers, suppliers and other stakeholders. Through cloud synchronisation, contact details are automatically updated and made available across desktops, laptops, smartphones and tablets. This functionality allows employees to access accurate information regardless of their location supporting flexible and mobile working environments[14]. 
In addition, Outlook includes task management and reminder features that help users organise workloads by creating task lists, assigning deadlines, setting reminders and monitoring progress. Its integration with Microsoft to do further enhances personal productivity by enabling users to manage priorities and coordinate daily responsibilities more efficiently[13].
The application incorporates advanced protection features such as spam filtering, phishing detection, email encryption, multi-factor authentication and compliance management tools. These capabilities help safeguard confidential business information, reduce cybersecurity risks and assist organisations in meeting regulatory and data protection requirements[13].
Cloud-based accessibility further increases Outlook's value in modern organisations. Users can securely access their emails, calendars, contacts and tasks through desktop applications, web browsers, smartphones and tablets. Automatic synchronisation across devices ensures that information remains up to date making communication and collaboration more efficient in hybrid and remote work environments[14]. 
In conclusion, Microsoft Outlook is an essential business communication application[14] that combines email management, scheduling, contact organisation, task management and collaboration into a single integrated platform. Its strong integration with Microsoft 365, advanced security features, cloud accessibility and productivity tools enable organisations to improve communication, enhance teamwork and support efficient business operations. These capabilities make Outlook one of the most valuable communication solutions used in contemporary workplaces[15]. 

[bookmark: _Toc236783339]4.1.2. Microsoft Teams.

[image: ]Microsoft Teams is a cloud-based collaboration platform that enables organisations to communicate, work together and manage projects through a single digital workspace. As a core application within the Microsoft 365 ecosystem, Teams combines instant messaging, video conferencing, file sharing and integration with other business applications into one central platform. Its widespread use has significantly changed the way organisations and educational institutions collaborate by supporting more efficient communication and teamwork in both office-based and remote environments[16]. 
One of the platform's key features is its instant messaging capability, which allows users to participate in one-to-one conversations, group discussions and threaded chats while sharing files within the same interface. 
Conversations are stored in a persistent chat history making it easier for employees to review previous discussions and retrieve important information. These functions reduce dependence on traditional email communication and encourage faster collaboration among team members[16].
Microsoft Teams also offers comprehensive video conferencing tools that support virtual meetings, webinars, screen sharing, breakout rooms, meeting recordings, live captions and customisable background effects. These features enable organisations to conduct professional online meetings and training sessions while supporting employees working remotely or in hybrid workplaces. As flexible working arrangements continue to expand, these capabilities have become increasingly valuable for maintaining communication and business continuity[14].
A distinctive aspect of Microsoft Teams is its channel-based structure which allows departments, project groups and business units to organise conversations, files, announcements and meeting records within dedicated workspaces. This organised approach improves collaboration, simplifies knowledge sharing and helps teams coordinate projects more effectively by keeping related information together in a single location[16].
The platform integrates seamlessly with Microsoft applications such as Word, Excel, PowerPoint, OneNote, Planner, SharePoint, OneDrive and Outlook. This integration allows multiple users to edit documents simultaneously through real-time co-authoring, increasing productivity while reducing document duplication and version control issues. Secure cloud storage through SharePoint and OneDrive also ensures employees can access the latest document versions from any location supporting efficient teamwork across different devices and workplaces [13. 13. 16]
Microsoft Teams further enhances organisational flexibility by supporting a wide range of third-party applications. Businesses can integrate project management software, customer relationship management (CRM) systems, workflow automation tools and other specialised business applications into a single collaborative environment. This enables organisations to customise the platform according to their operational requirements while improving workflow efficiency[16]. 
The platform incorporates advanced protection features such as encrypted communication, identity and access management, user authentication and compliance controls. These capabilities help organisations safeguard confidential business information, manage user permissions and meet regulatory and governance requirements while maintaining secure collaboration across the organisation[13].
In conclusion, Microsoft Teams has become an essential collaboration platform for modern organisations by bringing together communication, meetings, file management and teamwork within one integrated application. Its collaboration tools, cloud-based accessibility, strong security and continuous integration with Microsoft 365 improve organisational productivity, support digital transformation initiatives, and enable effective hybrid and remote working practices. As a result, Teams continues to play a vital role in enhancing collaboration and operational efficiency in today's business environment[15]. 



[bookmark: _Toc236783341]4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application.

[bookmark: _Toc236783342]4.2.1. Microsoft Outlook.

Step 1: Open email and go to inbox.
[image: ]

Step 2: Open inbox, click on *New email* to get the bar to insert the email address and features like *To, Cc and Bcc and Subject*.
[image: ]


Step 3: Insert the email address *To* the recipients to send to, use *Cc* to copy other recipients in the email and *Bcc* for a blind copy which the *To and Cc* will not see. Remember to insert the *Subject* like a head of the email and click *Send* or Schedule for sending later.
[image: ]
Step 4: To schedule email, click on the sign which look like *V* on the Send box and select *Schedule* option.
[image: ]

Step 5: Use the *Customised time* to select the time and date for the email to be sent. The email will then be sent out automatically on the exert select time and date set.
[image: ]

[bookmark: _Toc236783343]4.2.2 Ms Teams.

Step 1: Locate the calendar on the email tab.
[image: ]




Step 2: Click on the *Calendar* shown above and a new tab will appear showing the month, year and a box of *New event* click on it to get the features like subject, people to invite, date, time and details of the meeting. Note that this appears as icons as shown below. Click on *Send* if completed.
[image: ]
Additionally, a scheduled meeting appears like this; for instance, this meeting is scheduled for 31st July 2026. Click the meeting link for more information like the time.
[image: ]



Step 3: To add additional attendees missed on the list, locate the *3 dots (…)* next the option of joining the meeting, remember this option appears after sending the meeting request to the first selected attendees. Click on them and select *Edit* to add new participants.
[image: ]A

A pop up below will appear and select *Only added/removed attendees*. This will update the meeting invitation and send notification to only newly added attendees.
[image: ]

Step 4: Successful meeting appears as below on the screen with various features to chat, cheers up members, raise hands to contribute, record the proceedings, share materials as presentation etc.
[bookmark: _Toc236783344][image: ]
Conclusion.
In conclusion, contemporary software applications play a significant role in improving business performance and supporting digital transformation. The report demonstrated that e-commerce platforms, mind mapping tools, Microsoft Office applications, and communication and collaboration software each contribute to increased productivity, efficient information management and effective teamwork. The practical activities further showed how business software can be applied in real workplace scenarios. Selecting appropriate software solutions enables organisations to streamline operations, enhance communication and achieve their business objectives more effectively.












[bookmark: _Toc236783345]References.
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