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[bookmark: _Toc228173555]Introduction 
	Technology plays a very big role in how modern businesses operate – from selling products online to communicating and managing daily tasks. This assignment explores different types of software used in business, including e-commerce platforms, office applications, and communication tools, and explains how they help improve efficiency and productivity.
[bookmark: _Toc228173556]Task 1 e-Commerce Website Builders/Software Solutions
The first thing to do is ask the customer what type of business he has, so we can categorise the type of e-Commerce he is dealing with, then ask what the requirements are for the website to help him run the business. The usual consumer requirements are a user-friendly and attractive interface to increase consumer engagement and create a positive impact and judgment [1], automation to create a more efficient, eco-friendly process with less room for mistakes, secured online [2] payment system to increase consumer trust and confidence when shopping through your website, which in turn will increase consumer satisfaction and improve the overall shopping experience [3],  and drop shipping to reduce business costs by eliminating warehouse expenses [4]. Below are some of the common software solutions for business:
[bookmark: _Toc228173557]1.1 Wix
]According to its website, Wix is a free cloud-based website builder that doesn’t use code to create, design, and publish a website. It has built-in tools to edit images, videos, and animations, and offers a range of subscription plans to access advanced business and marketing tools [5], making it affordable even to start companies or small businesses [6]. Wix has a lot of website templates that companies can get inspiration from, making it easier to create a starting point in building the website manually [7] or create a website in minutes by choosing the AI option [8]. Wix allows companies to connect their social media accounts to increase engagement and promote their website cost-effectively [9] Wix also supports at least 1,000 languages, strengthening support from the community.  Wix is mostly used for websites focusing on information dissemination, audience engagement, and storytelling, like blogs, educational sites, and creative portfolios [10].
[bookmark: _Toc228173558]1.2 WooCommerce
WooCommerce is a free open-source WordPress plugin that converts a regular blog into a website. Just like Wix, the premium features are only available through monthly subscription plans and one-off payments for certain features on top of that subscription [11]. WooCommerce doesn’t use codes and has an extensive array of plugins and themes for full customisation of the website. As an open-source plugin, it is free to modify, distribute, and develop the platform, which stretches its functionality and creativity, which makes it flexible to meet the demands of any website owner regardless of experience and business [12]. WooCommerce supports a lot of languages and the full aspect of an eCommerce website, which includes product management and inventory, managing the product and quantity in shopping cart, applying discounts or vouchers in the total sale, making payment transactions smooth by offering a variety of secure payment methods, availability of shipping options and international shipping, and advertising for marketing purposes and extending target customer reach [13].

[bookmark: _Toc228173559]Task 2 Mind-Map of Contemporary Software Applications 
[bookmark: _Toc228173560]2.1 Mapping and the Benefits of Using Mind Mapping in Business Operations 
According to its inventor, Tony Buzan, Mind Map is the easiest means of putting information in and out of your brain [14]. It is a graphical tool that helps sort out and analyse data to organise thoughts and ideas efficiently [15] in an unarranged yet interconnected manner, with the main topic or theme being placed in the centre and related subtopics branching out from it, consisting of keywords, symbols, images, audio recordings, or videos [16]. 
In creating a mind map, certain principles need to be followed. First, we need to start at the centre of a blank page so the brain can express freely and naturally. Second is to use an image or picture for the main topic or theme because it’s more engaging and helps to stay focused on the topic. Third is to use colours to make the map energetic, which boosts creative thinking. Fourth is to connect the main branches to the central image and connect the second and third level branches to the first and second levels, and so on, to make a basic structure for thought, concepts, and ideas. By doing this, it helps connect related ideas together for better understanding and memory retention. Fifth is to make the branches curved to make it eye-catching and mind-stimulating. Sixth is to use single keywords to make the mind map workable and open to further connections, triggering new ideas, as phrases and sentences make the mind map dull and won’t make it as effective. Lastly, use images throughout [14].
Business operations are the activities, operations, and systems that a company uses to manufacture and distribute goods and services to consumers, therefore maintaining consistency, cost effectiveness, scalability, and enhanced customer satisfaction. It is the plan to achieve a company’s business strategy or goal [17].
Mind maps can help business operations structure the generation of ideas and provide a connection and integration between old and new concepts [16]. It provides data that is readily available and could be easily remembered. It can give a more holistic picture of a situation because nonverbal cues and emphasis (which can be documented by audio and video recordings) can be attached, something that transcription cannot provide [15]. Mind map provides an organisational structure that shows the responsibilities of every role and department, and the interrelatedness between the two for effective communication and collaboration [18]. Mind maps make complex problems within the operation easier to evaluate and take down because it organises concepts and ideas into a simpler form, therefore addressing the problem sooner before it builds up [19].







[bookmark: _Toc228173561]2.2  Mind Map of Contemporary Software Applications 
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Figure 1. Mind Map (created by myself


Mind Map Link: https://mm.tt/map/3957048544?t=ATl5ZXBYFq
[bookmark: _Toc228173562]
Task 3 Office Applications 
[bookmark: _Toc228173563]3.1 Four Office Software Solutions for Business Operations
[bookmark: _Toc228173564]MS Word
[image: The modern Microsoft Word interface featuring rounded corners, a large Search bar in the Title Bar, and proactive tools like Dictate and Editor.]





Figure 2. MS Word  Interface [34]


MS Word is a word processor. It has tools to check spelling, grammar, and a built-in thesaurus to enhance the vocabulary users use in their document by deleting or replacing words they need to change using the search button. MS Word has ready-made templates for easier document creation, and formatting tools to make your document personalised the way you want it to be (background, font, font size or colour, spacing). You can also add emphasis and markers to make it easier to edit or review documents. Users can arrange how their documents would look by altering the margins and page orientation. It also allows images, tables, charts, and other media to be incorporated into your documents to make them more appealing and improve the presentation. A signature can also be added to finalise a formal or legal document securely. MS Word also makes it possible for people to collaborate on a document or report, giving them updates if changes have been made, and work on it simultaneously because it supports real-time co-authoring. Moreover, the comment feature allows the team to easily check, revise, and communicate with other members of the team. It also has a language translation function to help with language barriers among team members, allowing efficient communication. MS Word lets you save a document in a variety of formats, can be stored in the cloud, and is available on all major operating systems, so it can be accessible on any device and anywhere with an internet connection whenever you need it. In academic writing, MS Word helps organise and cite studies, theses, dissertations, and presentations by providing templates for a cover page, table of contents, headers and footers, page numbers, and bibliographies. A list of the references used throughout the document can also be added in the document either manually (by typing in information on the fields provided on the predesigned form) or through other applications like RefWorks, which can be incorporated into MS Word. Moreover, statistics of the document can also be provided through word or sentence count and reading time. In business, it helps customise several documents, like letters, labels, invitations, and notices, with individual details for each recipient efficiently through mail merge. Job seekers can use MS Word to help them create a well-presented and eye-catching CV and resume through a wide library of ready-made templates. MS Word has a dictate function convenient for note-taking during a meeting, or if your thoughts work faster than you type, and you don’t want to miss and forget ideas, tasks, or lists.   MS Word is very easy to use because it has a straightforward layout, so it’s easy to find tools, functions, and options through the menu or search bar at the top [20]. 
Limitations for MS Word are that it has a restricted capacity for sophisticated design and lacks advanced layout compared to tools like adobe. Also, using a lot of features can cause the software to lag or crash if your computer specifications cannot meet the demands of this software [21].

[bookmark: _Toc228173565]MS Excel
[image: The image shows the Excel interface with various tabs and features like 'Insert', 'Page Layout', and 'Data' highlighted.

AI-generated content may be incorrect.]







Figure 3. MS Excel Interface [22]


MS Excel is spreadsheet software. It is an essential tool for managing finances, statistics, engineering, and data collection for both individuals and organisations, regardless of the scale and nature of the business.  It helps organize and manage data efficiently, regardless of dataset size. MS Excel has a grid-based layout, simplifying the process of categorizing and filtering [22]complex data (by using the slicer function in the pivot table), and making it easier to evaluate. MS Excel can transform unprocessed data into useful insights that facilitate data-driven decision-making, making it possible to create reports that are both perceptive and eye-catching. Visualisation tools like charts, graphs, and dashboards assist in converting complicated data into visual representations that are simple to comprehend and help identify strengths, areas that need improvement, and data trends (using built-in tools like the forecast sheet tool,  analyse data too, and the conditional formatting tool), which in turn yield improved performance reviews and decision-making. Like MS Word, Excel also allows users to customise background, themes, fonts, font colour, and font sizes when creating a worksheet. MS Excel also enables users to track expenditures, manage inventories and resources, monitor stock levels, create budgets, and compute financial indicators, making financial planning easier, more precise, and more accurate through its built-in advanced formula functions, charts, and information like price pivot tables. Furthermore, MS Excel allows users to incorporate Python formulas into the worksheet to help speed up computations in the cloud.  MS Excel offers a simple method for managing and visualising project deadlines and deliverables, allocating resources, and ensuring the project stays on course by using a Gantt Chart. MS Excel has a built-in tool that incorporates current stock market information, currency exchange rates, and even geographical statistics like population and area. The map chart tool allows users to compare data and tool categories between different geographical areas, while the PivotChart tool analyzes complex data and visually summarises it. The timeline tool makes choosing time periods quicker and simpler in order to filter PivotTable, PivotChart, and cube functions. MS Excel has automation features such as macros and templates that streamline repetitive tasks, increasing overall productivity by reducing the time spent on physical labour. As a result, employees can concentrate on higher-level jobs that call for strategic thinking instead. Projects created via MS Excel can easily be shared with other members of the team in real time through cloud access, making it easy for other users to update, edit, and work on a project all at the same time. It has a built-in tool (get data tool) to find, link, and merge data from many sources with ease, then mould and polish it to your requirements, ensuring the latest information is accessible to all team members, resulting in effective teamwork. 
Limitations for MS Excel are that it isn’t on par with Power BI when it comes to interactive dashboards and business intelligence. MS Excel can support up to 1,048,576, which can be limiting for big data analytics.  Moreover, large datasets cause performance to drastically slow down [23].

[bookmark: _Toc228173566]MS PowerPoint
[image: Microsoft PowerPoint Copilot]	






Figure 4. MS PowerPoint Interface [35]


MS PowerPoint is a presentation software. It is used to make slideshows that present information in an organised and captivating manner by combining text, graphics, vectors, multimedia, and animation elements to increase audience engagement while controlling the possibility of data theft or leaking using a secure system. MS PowerPoint has a very user-friendly interface, so it is very straightforward to use [24]. It has a wide range of built-in templates, making it simpler and faster to create a presentation. Slide formatting is also fully customisable from fonts to backgrounds, colours, and effects, so you can design your presentation based on your business proposal and business needs. SmartArt is a tool in MS PowerPoint that lets you incorporate graphs and diagrams to present data and statistics in your financial report presentations in a more pleasing manner. 3D models can also be inserted, which can be used when presenting a new product or doing an analysis. MS PowerPoint also has a wide range of built-in dynamic effects that can be used between slide transitions to maintain audience interest. The transition effect is also fully customisable, like the speed, timing, and transition direction, to help synchronise the flow of information in the presentation with the presenter’s content delivery [25]. Built-in presenter tools are also readily available, like the presenter view option to see your notes and future slides, but just the presentation is visible to your audience, or the teleprompter view option where your notes would be in the centre of the screen and move slowly as you read, just like what news anchors do when reading the news on TV. Just like any Microsoft software application, MS PowerPoint is available in all major operating systems and can used for the web in a web browser so it is very accessible to do your presentation whichever device is available for you t o present. Moreover, it could be shared via email, cloud storage, or online platforms to members of the team so that they can work on the presentation at the same time in real time, promoting effective collaboration and teamwork in the group. Microsoft Office software applications like MS Word and MS Excel can be incorporated into your slides to import data and charts from your spreadsheet or content and information from your document, which can save your business time and labour. MS PowerPoint has features to increase audience engagement and participation in your presentation, like hyperlinks, buttons, and quizzes. It can also be accessed using any gadget to deliver your presentation because it can be saved in different formats, reducing compatibility issues [24]. MS PowerPoint also has a feature that lets you record your slide presentation while you present it, which is often used to create video tutorials and training materials not only in business settings but also in educational settings [25]. 
A limitation of MS PowerPoint is that it often condenses information and ideas to present them in bullet points, which may cause the information to lose its depth and miss important information [26].
[bookmark: _Toc228173567]MS Access
[image: A computer screen displays a Microsoft Access database with a customer list table in datasheet view.]

	
 


Figure 5. MS Access Interface [36] 



Access is a relational database management system software, which stores data information in the form of tables to make it simple to obtain, manage, update, and display data, and this information may be cross-referenced across tables using relationships. MS Access is compatible with SQL, which is the language used to enter, change, and retrieve data in a database [27]. MS Access has a user-friendly interface that is quite similar to other Microsoft Office products, so beginners won’t be intimidated when using it, and the visual tools and user-centred design enable people with little to no programming skills to use it. MS Access enables quick database application development and prototyping through its drag-and-drop function and visual tools. Users may expedite the construction process, adjust database features, and make effective iterative changes by utilising Microsoft Access development, making it a quicker and more efficient application deployment. A built-in programming language called Visual Basic in MS Access helps with task automation, which increases efficiency and reduces manual labour for repetitive tasks in businesses. It is also possible to integrate other Microsoft Office applications into your table to help with data analysis, manipulation, documentation, and presentation, which then increases productivity.MS Access offers strong security features that let users manage database access and safeguard private data. Administrators may give individuals or groups varying degrees of rights thanks to the software's capability for user-level security, which is very important to make sure that only people who are authorised can change or view private information, resulting in improved data confidentiality, integrity, and adherence to privacy laws. MS Access has built-in tools to customise the interface of a database, allowing users to modify the appearance, layout, and operation based on their requirements, improving user satisfaction and increasing overall usability by offering an interface that complements the workflow and identity of the company.
	A limitation of MS Access is that it isn’t on par with Oracle or Microsoft SQL Server because it has restricted scalability and performance when handling large and complicated datasets, as the response time gets slower as the database size and volume increase. As a result, the effectiveness of data retrieval, processing, and analysis may be impacted. In addition, MS Access might not be the best option for situations requiring advanced relationship management or complex querying, even if it offers fundamental relational database functionalities, especially when creating complex relationships with several tables. Although MS Access supports simultaneous multiple-user access, it creates issues with performance and stability, bringing about discrepancies and conflicts in the data. As a result, collaboration among team members would slow down, reducing teamwork efficiency. Moreover, MS Access doesn’t have built-in version control and collaboration features, making it difficult to manage changes, ensure data integrity, and avoid conflicting updates. Another limitation for MS Access is that it is only designed for the Windows Operating System, so issues regarding compatibility and portability may emerge when using other operating systems, because some functions and features may not work as expected [28].
[bookmark: _Toc228173568]3.2 Practical Demonstration of Two Office Features
[bookmark: _Toc228173569]Mail Merge 
1. [image: The image shows a Microsoft Excel spreadsheet with columns for personal details such as first name, last name, address, and country, with some filled cells and a few blank ones.

AI-generated content may be incorrect.]Prepare data source using MS Excel. 















2. [image: The image shows a user interface with Microsoft Word open, featuring various tabs such as 'File', 'Insert', 'Design', and 'Mailings', and tools like 'AutoSave' and 'Merge' for document editing.

AI-generated content may be incorrect.]Set up the main document.
[image: The image shows a Microsoft Word interface with the Mail Merge feature open, displaying a list of recipients for a mail merge process.

AI-generated content may be incorrect.][image: SSB Assignment.

AI-generated content may be incorrect.]
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3. [image: The image depicts a user interface of Microsoft Word, specifically showing the Mail Merge feature with various tabs and options available for drafting and completing a mail merge process.

AI-generated content may be incorrect.]Start the mail merge.
4. [image: Registration

AI-generated content may be incorrect.]Insert merge fields.
[image: The image depicts a Microsoft Word document interface with a mail merge feature being used, featuring placeholders for personalizing letters or documents, including fields for names, addresses, and a digital marketing service's offer.

AI-generated content may be incorrect.]
5. [image: The image displays a Microsoft Word interface, specifically the Mail Merge feature, with options for inserting merge fields, such as 'Title', 'First Name', and 'Last Name', and a calendar for scheduling, all related to a document for a company like Express Shippers Ltd.

AI-generated content may be incorrect.]Pr

5. Preview the results.
[image: The image displays a Microsoft Word interface, specifically the Mail Merge feature, with various tabs and options such as 'Home', 'Insert', 'Design', and 'References' visible, along with a user's name, Prof. Sheldon Cooper, and a date, suggesting it's a document being prepared for a marketing purpose.

AI-generated content may be incorrect.]




. 6. Complete the merge.
[image: The image depicts a Microsoft Word document interface with the user's name, Hanna Navarro, selected for editing a mail merge document.

AI-generated content may be incorrect.]




If Function
1. IF Function: If Employee ID is eligible (Y), he will get 500 bonus; if not eligible (N), he will 0 bonus. 
[image: The image shows a Microsoft Excel spreadsheet with a conditional formatting formula highlighting a cell that checks if a value equals 'Y', resulting in a value of 500, or if it equals 'N', resulting in a value of 0.

AI-generated content may be incorrect.]Formula in Formula Bar: =IF(C9=”Y”,500,0)










[bookmark: _Toc228173571]

2. [image: The image shows a Microsoft Excel interface with a table, cell, and conditional formatting formula highlighted.

AI-generated content may be incorrect.]IF Function: If Employee have 20 or more clients, then he will get bonus (Yes); If less than 20, then no bonus (No).Formula in Formula Bar: =IF(I9>=20,”Yes”,”No”)

3. [image: No

AI-generated content may be incorrect.][image: No

AI-generated content may be incorrect.]Conditional Formatting: If cell is greater than 20, the cell will be highlighted with selected color.




Formula in Formula Bar: =IF(I10>20,”Yes”,”No”)

4. [image: The image shows a Microsoft Excel spreadsheet with a conditional formatting formula that automatically categorizes student grades based on their scores.

AI-generated content may be incorrect.]If the student’s marks are above the percentage, the student pass; If not, student fails.






Formula in Formula Bar: =IF(O9>=$S$8,”Pass”,”Fail”)



5. [image: =IFS(C18>=20,2000,C18<20,1000)

AI-generated content may be incorrect.]IF Function: If employee has more than 20 clients, employee will get 2000 bonus; If not, 1000 bonus






Formula in Formula Bar: =IF(C18>=20,2000,C18<20,1000)


6. IF Function: If the employee has more than 20 clients, the employee will get a good rating; If not, then he will get a bad rating.
[image: The image shows a Microsoft Excel spreadsheet with a conditional formatting formula that checks if the value in cell I18 is greater than or equal to 20, and then colors the cell accordingly.

AI-generated content may be incorrect.]



Formula in Formula Bar: =IF(I18>=20,”GOOD”,”BAD”)

Task 4 Communication and Collaboration Applications 
[bookmark: _Toc228173572]4.1 Contemporary Communication and Online Collaboration Applications/Tools 

[bookmark: _Toc228173573][image: The image displays an Outlook interface with various options and messages, including emails from different users discussing reports, meetings, and other work-related topics.

AI-generated content may be incorrect.]MS Outlook

Figure 5. MS Outlook Interface [37] 

	
MS Outlook is an email client and personal information manager application from Microsoft for business, education, and personal use. It enables users to effectively manage several accounts from a single interface, keeping their inbox tidy and accessible by having features like categorization, flagging, and folder organization. In business, you can use the focused inbox feature to prioritize important emails and separate personal emails from your other email accounts. Moreover, MS Outlook has a search feature that allows users to quickly and easily search for a particular email, attachment, or calendar event by using keywords and filters [29]. It also has a tool that allows scheduling and snoozing emails for them to temporarily disappear when you are having personal time with family and loved ones and then reappear later. The sweep email tool enables users to make email rules that applies to past, present and future emails [30]. MS Outlook comes with an integrated calendar that allows users to plan events, set reminders, and schedule meetings. The calendar can be shared with team members via email, which makes teamwork more efficient because it’s easier to coordinate and share information and schedules with all the members of the team. In businesses, you can use this feature to create rotas and set business meetings and events.  Outlook has a feature called People Hub that condenses all correspondence, like emails, meetings, and shared files, with a particular contact, which may then be stored, arranged, and synchronised between several devices. It also has a built-in task manager that enables users to create, assign, and monitor tasks. MS Outlook has integrated security features to shield its users from malware, spam, and phishing attacks and support multi-factor authentication and encryption for extra protection. Microsoft Office applications can also be integrated with MS Outlook and enable its users to attach and access files directly from cloud storage without leaving their inbox. Moreover, MS Outlook is compatible with most operating systems, so you can access your business using only a single app and device, resulting in increased effectiveness of workflow and collaboration, and enhanced productivity [29].
Limitations of MS Outlook are that while many features work offline, most tasks like email synchronization or updating calendars need an internet connection, so performance will rely on the internet connection speed. Apart from that, handling large email accounts tends to slow response time. Another limitation is that when communicating with non-Microsoft email platforms, Outlook's compliance with certain email protocols and standards may cause problems. In settings with a variety of technologies, this can be an issue. Furthermore, there may be restrictions on how much data Outlook can retain, depending on the email service provider. Large email archives may need careful storage management on the part of users. Lastly, Although Outlook is part of the Microsoft Office Suite, which is a commercial program, the stand-alone version might need to be purchased separately. For consumers on a tight budget, this expense may be a drawback [31].

[bookmark: _Toc228173574][image: The image shows a group chat conversation with participants discussing plans, reviews, and personal updates, including suggestions for a restaurant visit.

AI-generated content may be incorrect.]MS Teams
Figure 6. MS Teams Interface [38]

	
	MS Teams is a comprehensive virtual collaboration platform. It enables businesses and organizations to create virtual workspaces where the members of the team can share documents, communicate, host meetings remotely, manage tasks, and incorporate several Microsoft Office software or other third-party applications that your business uses in a single platform. MS Teams increases productivity and improves dynamics with the team, promoting effective teamwork. It allows real-time sharing and editing of documents through online cloud storage like OneDrive, improving the management of documents, which can result in increased employee satisfaction. MS Teams ensures data protection and regulatory compliance with strong security and compliance features, like multi-factor authentication, single-on and data encryption, which are particularly crucial in sectors like healthcare and finance that have strict data protection regulations [32]. MS Teams features an instant chat, which allows users to instantly message or transfer files to other members of the team or the whole team itself, and an “@” feature that ensures the receiver sees your message by @mentioning them, as well as an option to silence discussions if you want to refrain from joining the chat and concentrate on your job. Conversation channels are also another MS Teams feature that helps organise conversations by topic, making it easier and quicker to resolve issues faster by eliminating irrelevant messages. It also reduces your emails and declutters your email mailbox because quick queries can be resolved straight away over Teams chat, rather than waiting for a reply by email. MS Teams can be accessed either by web interface or through a mobile application, so you can always collaborate whenever and wherever you go. It is also supported by most mobile platforms, so it can be accessed on whatever device you are currently using. MS Teams can be customised so that other employees of your business who have been given Microsoft 365 accounts can access them privately or publicly, taking advantage of the advanced security features with Microsoft Teams, including information barriers, retention policies, eDiscovery, legal hold, and data loss prevention. Another MS Teams feature is using direct email to invite chat users who are not affiliated with your company. They will be identified as "guest" users, which is an excellent feature for dealing with suppliers or other outside parties. By granting them access to your Teams' current teams and channels, this guest access enables teams in your company to work together with clients, contractors, stakeholders, etc. It also ensures company data won't be compromised because administrators may manage which features guests can access. Anyone may join Teams as a guest if they have a consumer or corporate email account, such as Gmail or Outlook. MS Teams also features bots to help with several functions and increase productivity [33].
	A limitation of MS Teams is scalability because the requirements of larger teams or more complicated projects may affect its performance. Also, users need to undergo proper training as it’s many features that might overwhelm a beginner user, as its functions are not straightforward [32].
[bookmark: _Toc228173575]4.2 Feature of a Freely Available Communication and Collaboration  Application 
[bookmark: _Toc228173576]MS Outlook: Scheduling Meetings from Outlook Email
1. [image: The image shows an email thread with a message from Reygun Guno to Hanna Chris Mercado Navarro, discussing a Health and Wellness Partnership Opportunity.

AI-generated content may be incorrect.]Select the email of the person you would like to have a meeting with. Click the 3 dots at the rightmost part of the ribbon (labelled 1), select “other reply actions”, then select “reply all by meeting”.

2. Set your rules with this email meeting invitation.
[image: The image shows an email exchange regarding a Business Proposal for a Health and Wellness Partnership opportunity, including details about the meeting time, attendees, and the sender's and recipient's contact information.

AI-generated content may be incorrect.]
3. Add attendees to the meeting by clicking the space next to recipient email (marked by star). Select the date, time, and duration of the meeting (marked by star). Other options include “all day” and “recurrent”  (marked by circle), selected for trainings, seminars, and conventions.  You can also see on your right that the meeting has automatically been added to your schedule simultaneously. 
[image: Business Proposal: Health and Wellness Partnership Opportunity

AI-generated content may be incorrect.] 
[image: The image shows an Outlook calendar with a meeting scheduled for every Wednesday from April 29, 2026, to October 21, 2026, from 8:00 to 10:00, with a note regarding a Health and Wellness Partnership Opportunity.

AI-generated content may be incorrect.]

4. For a physical meeting, toggle the in-person option (marked by a circle) . For a virtual meeting, toggle the Teams meeting option (marked by a circle).

5. [image: The image shows an email draft on Outlook, featuring a message about a Health and Wellness Partnership Opportunity, including details such as sender, recipient, time availability, and a warning about an external email origin.

AI-generated content may be incorrect.][image: The image shows an email notification regarding a business proposal for a health and wellness partnership opportunity, scheduled for an in-person meeting on April 29, 2026.

AI-generated content may be incorrect.]Finish by clicking send on the top left ribbon (marked by a circle) or continue at a time convenient for you by clicking “save as draft”.
[bookmark: _Toc228173577]






MS Teams: Scheduling a Meeting
1. Select the calendar tool on the left corner of your MS Teams.
[image: The image displays a digital calendar interface with days marked from May 20th to May 24th, including a meeting invitation and various time slots for scheduling.

AI-generated content may be incorrect.]
2. Select which time zone to use for the meeting if your client or team member is from abroad.
[image: The image shows a Google Calendar invite for a meeting with details such as time, participants, and an attachment.

AI-generated content may be incorrect.]








3. Enter the details of your meeting (marked by a star). Other options for meeting timing are also offered (marked by a circle).
[image: The image shows a Google Calendar invite with details for a new meeting, including participants, time, location, and options to send, close, or chat.

AI-generated content may be incorrect.]


4. Customisation tools are also available for typing the details of your meeting.
[image: The image shows a user interface for scheduling a meeting, with options to add participants, set time and date, and customize other details.

AI-generated content may be incorrect.][image: The image shows a screen displaying a meeting invitation with options to send, close, chat, and set time zone, including details for a Health and Wellness Partnership Proposal scheduled for May 4, 2026, from 8:00 AM to 10:00 AM.

AI-generated content may be incorrect.]

5. [image: The image displays a Google Calendar invite for a meeting between Hanna Navarro and Reygun, scheduled for May 4th, 2026, from 8:00 AM to 10:00 AM at Westferry Circus, Canary Wharf Estate, London.

AI-generated content may be incorrect.]Who can access the meeting and who is allowed to present the proposal are also customisable (marked by a circle).

6. Finish by clicking send (marked by a circle).


[image: The image shows a Google Calendar invite with a meeting scheduled for May 4, 2026, at 8:00 AM, featuring a business proposal discussion.

AI-generated content may be incorrect.]






7. Edit the meeting details by going to the calendar, finding the date of the meeting, and then right-clicking.
[image: The image shows a digital calendar interface with various tasks and events scheduled, including a meeting for the Health and Wellness Proposal at Westferry Circus, Canary Wharf.

AI-generated content may be incorrect.]
.
[bookmark: _Toc228173578]Conclusion
Using the right software is essential for businesses to run smoothly and stay competitive. From creating online stores to managing work and communicating effectively, these tools make everyday tasks easier and more efficient. Choosing suitable applications can help businesses improve performance and provide a better overall experience for both staff and customers. 
[bookmark: _Toc228173579]
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