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[bookmark: _Toc216365758]Introduction
In today’s world, almost every organisation relies on some form of digital technology to get everyday work done. Whether it’s creating documents, handling data, planning tasks, or communicating with a team, software tools play a big role in keeping things running smoothly [1]. Because of this, it has become important for people in any workplace to understand the basic tools that can help them work more efficiently.
In this assignment, I explore a range of digital tools that are commonly used in modern workplaces. The first part looks at website-building platforms, which have made it much easier for businesses to create an online presence without needing advanced technical skills [2]. I also look at mind-mapping tools and how they can help people plan ideas in a clearer and more organised way [3]. Along with this, I discuss some of the main Microsoft Office applications—such as Word, PowerPoint, and Excel—and explain how each one supports different types of tasks in an office environment. I also test a few Excel features to see how they work in practice. Finally, I look at communication tools, which are now essential for teamwork, especially when people are working from different places [4].
The aim of this assignment is to show how these different tools can support everyday work by improving organisation, communication, and productivity within a business setting.

[bookmark: _Toc216365759]Task 1 e-Commerce Website builders or software solutions
[bookmark: _Toc216365760]1.1 Shopify
Shopify is basically a tool that people use when they want to sell things online without getting into complicated website work. When you log in, the dashboard is very simple. You can instantly see where to add products, check your orders, or change some settings. It feels easy to understand even if you’ve never worked with an online store before [1].
The design part is also straightforward. Shopify gives you a bunch of themes that already look like proper shops. You just choose one and start changing the parts you want — like putting your own photos, writing product details, or choosing different colours. It’s more like editing something that already works rather than creating a whole website from nothing [1].
One thing that makes Shopify helpful is that it handles all the difficult technical jobs for you. You don’t have to worry about hosting, security, updates, or whether the website will load fast enough. Shopify takes care of these things quietly in the background, so you can focus on running your shop instead of trying to fix technical issues [2].
The platform also has an app store with lots of extra tools. If you want to add reviews, connect your store to social media, manage stock better, or send marketing emails, you can just add an app. Most apps are easy to install and don’t need any special knowledge, which makes the store more flexible [3].
Setting up payments is also not difficult. Shopify supports card payments, PayPal, and other common methods. The checkout page is clean and secure, which helps customers feel comfortable when they are buying something. A simple and safe checkout usually leads to more successful sales [4].
Overall, Shopify is a good choice for someone who wants to open an online shop quickly and without stress. It keeps things simple, gives you the tools you need, and manages the technical side for you. This is why many beginners and small business owners prefer it.

[bookmark: _Toc216365761]1.2 Wix 
Wix is another platform that a lot of people use to build online shops, and it honestly feels a bit more relaxed and creative compared to others. When you start using it, the first thing you notice is how easy it is to move things around. You can drag text, pictures, or buttons wherever you want, and you can see the changes straight away. This makes it good for anyone who likes having control over the look of their website without needing to learn any coding [5].
Wix has a huge range of templates too. Most of them look clean and modern, so you usually don’t need to change much unless you want to. Once you choose one, you just add your products, write a few descriptions, set your prices, and connect your payment method. It doesn’t take long before the shop starts looking ready to use [6].
One thing I like about Wix is that it includes many useful features from the start. You don’t always need to install extra tools for things like discounts, product galleries, email alerts, abandoned cart messages, or stock tracking. These things are already built in, and that can save time and money for small businesses [7].
But Wix has a couple of things that aren’t perfect. If you pick a template and later want to change it, you can’t switch easily. You basically have to rebuild the site. Also, because Wix gives so much design freedom, people sometimes add too many elements on the page, and that can slow the website down [8].
Even with those issues, Wix is still a good option for someone who wants a nice-looking online store without stressing about technical stuff. It’s simple, flexible, and beginner-friendly, which is why many small businesses like using it.

[bookmark: _Toc216365762]Task 2. Mind-map of contemporary software applications
2.1 [bookmark: _Toc216365763]Mind mapping and explain the benefits of using mind mapping in business operations

For this task, I made a mind map to lay out different types of software that businesses use today. Honestly, it helped me understand the topic better because everything was spread out visually instead of crammed into a long paragraph. When I started drawing it, I realised how many different tools businesses depend on now, and seeing them in branches made the whole thing much clearer in my head.
One of the branches I added was collaboration software. This one felt obvious because almost every workplace uses something for team messaging or online meetings, especially now that people work from different places. Tools like these help everyone stay connected without needing to physically be in the office [9]. Just putting it on the mind map reminded me how important quick communication has become.
Data management was another branch. Companies collect so much information these days—customer details, sales numbers, feedback, all sorts of stuff. Without proper software, it can get messy really fast. Good data tools help store everything neatly so that when a business needs something, it’s actually easy to find and use [10].
I also added digital marketing tools. These are everywhere now because so many businesses rely on social media, online ads, and email campaigns to reach people. These tools basically help them see what’s working and what isn’t, which saves a lot of time and money [11]. Another branch I included was automation. Things like automatic reminders, scheduled emails, and small task workflows take a lot of pressure off employees.
While making the mind map, I realised how useful mind mapping itself is. It’s probably one of the easiest ways to break down big topics. Instead of overthinking or getting stuck, you just write one thing in the middle and keep adding ideas around it. It keeps everything organised without feeling overwhelming.
Mind maps also work well when people are planning together. When everyone can see the same map, it becomes easier to talk about ideas, remove things, add new ones, or rearrange everything. It’s faster than going through pages of notes because the important points are already on display [12].
Another thing I noticed is that mind maps make you more creative without even trying. When the page is open and free, you start coming up with ideas naturally. You see connections you might not notice in normal writing.
Overall, doing the mind map helped me understand the software categories better, and it also showed me why this method is used so much in business — it’s simple, clear, and it helps with planning and communication.
2.2 [bookmark: _Toc216365764]Create a mind map of contemporary software applications
[image: ]


[bookmark: _Toc216365765]Task 3. Office Applications
3.1 [bookmark: _Toc216365766]Four office software solutions for business operations
[bookmark: _Toc216365767]MS Word
Microsoft Word is honestly one of those tools that almost everyone has used at some point, even before starting any office job. But when I actually started using it properly for my coursework and different tasks, I realised how much it can do beyond just basic typing. For businesses, Word is basically like the main place where written work gets created—reports, letters, notices, proposals, meeting notes, everything. It’s one of those applications where you don’t really think about how important it is until you actually have to write something long or professional and suddenly all its features start becoming useful [13].
One thing I really like in Word is how easy it is to format things. If you’re writing a long document, the layout tools help keep everything neat. You can change headings with one click, adjust spacing, add bullet points, and insert tables and images. When I’m writing something that has multiple sections, the Styles feature honestly saves so much time. Instead of manually choosing font size for each heading, I just click “Heading 1” or “Heading 2” and everything becomes consistent. This is the type of thing that makes documents look professional without much effort.
Another helpful feature is the spelling and grammar check. It catches mistakes immediately, and for someone like me who types fast and doesn’t always notice small errors, this helps a lot. Sometimes it even suggests clearer wording, which is useful when writing assignments or business documents where you need things to sound clean and formal. The comments tool is another handy thing, especially when multiple people are reviewing a document. You can leave notes on the side, reply to each other, and resolve comments once things are fixed.
Word also makes it easy to insert things like tables, charts, and pictures. Businesses use this a lot because sometimes a simple paragraph isn’t enough to explain something. For example, in a report, it’s better to show a small table of numbers or a diagram rather than writing it all out. It keeps the document easier to read. On top of that, there’s the header and footer section where you can add page numbers, dates, or the company name—again, small details but they give the document a neat, professional feel.
Since I use a MacBook, something I find convenient is the cloud saving option. When you connect Word with OneDrive, all your work saves automatically. So even if the laptop shuts down suddenly or you forget to save, the file is still there online. For businesses, this is actually very important because losing documents can cause delays or even serious problems. With cloud saving, people can also open their Word files anywhere—at home, on another computer, or even on their phone.
Of course, Word isn’t perfect. If the document becomes too heavy with images, it sometimes slows down a bit. And certain advanced formatting, like creating a table of contents or using section breaks, can feel confusing at first. But once you learn it, it makes long documents much easier to manage.
Overall, Microsoft Word is something workplaces simply can’t function without. It’s easy enough for beginners but powerful enough for professional business use, which is probably why it’s still the number one document tool used today.

[bookmark: _Toc216365768]MS PowerPoint
You don't think about Microsoft PowerPoint much until you have to deliver a presentation, and then it's your greatest buddy.  PowerPoint is used by almost all businesses for meetings, training, proposals, and even fast updates.  I learnt that PowerPoint is more like a visual narrative tool than just putting text on slides when I started using it right.  It helps you take a lot of material and make it into something that others can absorb quickly and without getting bored [14].

 Templates are the first thing that makes PowerPoint easy for everyone.  There are a lot of ready-made designs when you click "New Presentation."  These are quite helpful because they already have the same colours, fonts, and layouts.  You can stop worrying about how the slides look and just focus on what they say.  People at work frequently utilise simple, clean layouts since slides that are overly flamboyant can be distracting.  PowerPoint teaches you that sometimes little is more.

 SmartArt is another thing I truly appreciate.  Writing paragraphs won't always help you clarify a process or the relationship between two ideas.  SmartArt lets you make a diagram out of plain text in only a few seconds.  It could be a flowchart, a cycle, or a list, depending on what works best for the material.  A lot of businesses do this since pictures help consumers remember things better.

 You may also add pictures, icons, and even movies to PowerPoint.  For instance, if someone is providing sales figures or customer feedback, an image or chart makes the point better.  PowerPoint connects directly to Excel, so it's easy to pull in graphs.  This is especially helpful in settings where numbers are a large component of presentations, like sales teams, finance teams, or project updates.

 Presenter View is something I didn't notice at first, but now I truly like it.  While you present, you can see your notes without the audience seeing them.  You don't have to remember everything, which makes giving a presentation less stressful.  You can also view a countdown, the next slides, and any notes you made before.  I think that every business presentation uses this, even if they don't say so.

 Animations and transitions are also important in PowerPoint, but to be honest, this is where some individuals go too far.  Text that flies in or spins about is fun, but in business situations, simple animations seem more professional.  If you utilise them the right way, they can help people pay attention. For example, you could bring in bullet points one at a time so that the audience can focus on each subject separately.  But if everything on the slide is moving about, it becomes less of a presentation and more of a distraction.

 One little problem is that if you add too many high-quality films or pictures, the file size gets big and sometimes it slows down.  If you don't line up the objects correctly, the slide can also look untidy.  PowerPoint offers a tool called "Align" that helps correct this by putting everything in the right place without you having to look at it.

 PowerPoint is a very useful tool in the corporate sector since it helps people understand ideas.  PowerPoint makes material easier to understand and more interesting, whether it's a short two-slide update or a complete presentation for a meeting.  That's presumably why it's still the most popular way to give presentations [15].

[bookmark: _Toc216365769]MS Excel
When you first look at Microsoft Excel, it can be daunting because of all the rows, columns, and calculations. But once you start using it, you see why practically every organisation uses Excel every day. Excel is more than simply a spreadsheet. It's a very organised way to keep track of information, do math, and find patterns that would be hard to find by hand. I used to think that only accountants used Excel, but the more I used it, the more I understood that every department in a corporation utilises it in some capacity [16].

One thing I really like about Excel is that it does maths for you. Using SUM to add up numbers is a simple way to save time, but when you start using functions like IF, AVERAGE, COUNTIF, or VLOOKUP, you see that Excel can perform a lot of heavy lifting for you. You can set up rules in Excel to sort things out for you instead of checking each number by hand. This is why companies use it for almost everything that requires numbers, like finances, sales reports, stock management, payroll, and budgets.

I also really appreciate that you can sort and filter data. You may quickly filter a large table with hundreds of rows to reveal only the information you need. Excel can show a corporation simply the consumers from one area or only the orders over a specific amount with just two clicks. It makes the information seem a lot less scary.

Another element that makes Excel so useful is charts. Making a chart out of numbers makes the information easier to interpret. In meetings, businesses use bar charts, line charts, and pie charts all the time because they help individuals notice trends quickly. Charts are a real saviour when you have to show someone numbers who doesn't like them.

Then there is conditional formatting. I didn't use this at first, but once I tried it, I saw how helpful it is. You may automatically highlight cells depending on certain criteria, like identifying low stock in red or good sales in green. It's as if Excel is assisting your eyes find what's vital without you having to look through everything.

Excel is also used by businesses for more complex tasks, such as PivotTables. These effectively rearrange a lot of data and help you make a really nice summary of it all. Excel changes the data for you, so you don't have to enter formulas by hand. This is quite helpful when you want to look at totals, compare categories, or look at trends. It's one of those things that makes Excel seem more like a data analysis tool than just a spreadsheet.

Of course, Excel can be hard to use. One single mistake can break everything if the formulas are too hard. Excel can also slow down when you work with big datasets. Microsoft has introduced so many instructions, templates, and built-in tips that it is considerably easier to learn now than it was before [17].

In general, Excel is one of the most significant tools for businesses. It helps people understand information, make better choices, and keep on top of things. Excel is the program that keeps things going smoothly, whether you're keeping track of your spending, planning a project, looking at sales data, or putting together customer lists.



[bookmark: _Toc216365770]MS Access
Microsoft Access is one of the Microsoft Office products that most people don't talk about, yet it's quite crucial for businesses that work with a lot of data. At first, I thought Access was just another spreadsheet tool, like Excel. But as I looked into it, I discovered that it was totally different. Most of the time, people use Access to construct databases. This sounds hard, but it only means that it allows you put a lot of organised data in one place so you can find it later.

Access is different from Excel because of how it handles data. Excel is great for arithmetic, generating little lists, and keeping track of data that changes quickly. Excel gets too messy when a business needs to keep track of thousands of records, such customer information, product inventories, personnel information, or bookings. Access, on the other hand, was created for this kind of work. You can construct tables for different groups and then connect them with relationships. At first, it sounds hard, but after you do it, it makes a lot of sense.

One thing I really liked about Access is that it lets you construct forms. A form is essentially a little screen that enables individuals enter data without having to travel to the main database. This helps with the job since it makes fewer mistakes. Instead of changing rows in a table, workers fill out a neat form that adds the data in the background. It looks prettier and is easier to do.

You can also use Access to make queries, which are questions you ask the database. For example, "Show me all the customers from London" or "Show me only the products that have less than 10 in stock." Access retrieves the exact information immediately away, so you don't have to look through thousands of rows. This is one reason why companies trust Access for reporting, especially when they have to deal with a lot of data every day.

Another helpful aspect is the reports. You can print, export, or distribute these nicely formatted summaries of the data. There could be totals, dates, or groups of categories in a report. In a real business, they could be things like monthly sales reports, customer lists, planned appointments, or weekly stock levels. This element of Access is a bit like PowerPoint and Excel combined, although it's best for displaying managers or teams the results.

Access is a great tool, but it does take some work to learn how to use it. It's not as simple as Word or PowerPoint. But if you know how to use tables, forms, queries, and reports together, everything makes sense. The best part is that you don't need to know how to code to construct simple databases in Access. You can do everything using its visual tools.
3.2 [bookmark: _Toc216365771]Practical demonstration of Two Office Features

[bookmark: _Toc216365772]Mail Merge
Mail Merge is one of those features in Word that looks complicated when you first hear about it, but once you understand what it does, it actually feels really smart and saves a lot of time. Basically, Mail Merge lets you create personalised letters or emails for many people at once without writing each one individually. Businesses use it for things like sending bulk letters, certificates, invitations, payslips, or any document that needs names and details automatically filled in [18].
Instead of typing each person’s name and address manually, Mail Merge pulls information from an Excel sheet (or another data source) and fills it into a Word document. So you create one template, and Word automatically makes copies with different names, dates, or details. Once you try it, you realise how helpful it is, especially in workplaces where lots of documents need to go out quickly.
Below are the steps I followed for the practical test:
[bookmark: _Toc216365773]Screenshot 1:
[image: A computer screen shot of a white square

AI-generated content may be incorrect.]
This screenshot shows the blank Word document I used as the template before starting the Mail Merge.
[bookmark: _Toc216365774]Screenshot 2:
[image: A screenshot of a computer

AI-generated content may be incorrect.]
Here, I clicked on "Mailings" and selected “Start Mail Merge,” choosing “Letters” as the document type.
[bookmark: _Toc216365775]Screenshot 3:
[image: ]
In this screenshot, I selected “Use Existing List” and connected my Excel file that contained sample names and addresses.
[bookmark: _Toc216365776]Screenshot 4:
[image: ]
This shows the placeholders inserted into the letter, such as «FirstName» and «Address», which Word will replace for each person.
Screenshot 5:
[image: A screen shot of a computer

AI-generated content may be incorrect.]
Finally, this screenshot shows the preview of the merged letters, where the placeholders are replaced with real values.
Using Mail Merge made me understand why offices rely on it so much. Instead of spending hours copying and pasting details, the entire job gets done in a few clicks. It’s one of those features you don’t appreciate until you need it, and then you realise how much time it saves.
[bookmark: _Toc216365777]If Statement
The IF function is something I’ve seen people use in Excel for years, but it only clicked for me when I tried it myself. IF basically helps Excel make decisions. It checks whether something is true, and then gives one result if it’s true and another if it’s false. Businesses use this all the time for things like marking students as pass/fail, checking whether stock levels are low, giving commission based on sales, or sorting people into categories based on numbers [19].
When I actually tested it, I understood how powerful it is. Instead of checking each value manually, Excel does it for you instantly.
Below is the practical test I completed:
[bookmark: _Toc216365778]Screenshot 1:
[image: A screenshot of a computer

AI-generated content may be incorrect.]This screenshot shows the Excel sheet I created with a list of sample marks in column B.
[bookmark: _Toc216365779]Screenshot 2:
[image: A screenshot of a computer

AI-generated content may be incorrect.]
Here, I typed the IF formula into the next column:
=IF(B2>=33, "Pass", "Fail")

This tells Excel to check if the marks are 33 or above.
[bookmark: _Toc216365780]Screenshot 3:
[image: A screenshot of a computer

AI-generated content may be incorrect.]
This screenshot shows the result appearing in the cell — “Pass” for marks 33 or above and “Fail” for marks below 33.
[bookmark: _Toc216365781]Screenshot 4:
[image: ]
Here, I dragged the formula down to apply it to the entire list automatically.
Doing this made it very clear why offices rely on Excel for decision-making. Instead of manually checking numbers, Excel follows the rule you set and instantly gives the correct result. It saves time and reduces mistakes.
[bookmark: _Toc216365782]Task 4. Communication and Collaboration applications

4.1 [bookmark: _Toc216365783]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc216365784]MS Outlook
MS Outlook is one of those apps that you start using for emails, but then you slowly realise it does a lot more than just sending messages. Almost every workplace uses Outlook because it keeps all communication organised in one place — emails, calendars, meeting invites, contacts, everything. When I began using Outlook properly, I understood why businesses prefer it over simple email apps. It’s not just about sending messages; it’s about managing your whole workflow smoothly [20].
The best thing about Outlook, in my opinion, is how it keeps your inbox tidy. You can sort emails into folders, flag important ones, and even set rules that automatically organise stuff for you. For example, you can make a rule that all emails from your manager go into one folder or that newsletters go somewhere else. This is a lifesaver when your inbox gets full of messages during busy weeks.
Another thing Outlook is great at is scheduling. The calendar feature is honestly one of the most helpful tools for communication. Instead of writing long messages back and forth asking, “Are you free at this time?”, Outlook lets you send a meeting invite with a specific date and time. People can accept it, decline it, or suggest another time. Businesses rely on this because it keeps everyone on the same page, especially when coordinating team meetings.
I also like how Outlook connects with other Microsoft apps like Teams and OneDrive. If you attach a file from OneDrive, everyone gets the latest version automatically. Or, if you schedule a Teams meeting, Outlook adds the meeting link for you so you don’t have to copy and paste anything. It feels like all the tools talk to each other, which makes the whole communication process smoother.
Outlook also has a built-in feature for focused inbox and categories. These help separate important emails from everything else. In a busy workplace, this matters a lot because missing one important email can cause huge delays. The search feature is also very strong — you can find old messages by typing just a word or even a part of a sentence [21].
Of course, Outlook isn’t perfect. The interface can feel a bit overwhelming for beginners because there are so many buttons and options. And sometimes syncing takes a few seconds longer than expected. But once you understand how everything works, it becomes one of the most reliable communication tools for businesses.
Overall, MS Outlook is much more than an email app. It helps keep communication organised, schedules managed, and information easy to find. This is why so many organisations rely on Outlook as their main communication platform.

<Insert screenshots with captions>

[bookmark: _Toc216365785]Ms Teams
Microsoft Teams is one of the most popular ways for people to work together in offices right now. When companies switched to remote or hybrid work, Teams became the sole place where employees could communicate, meet, share files, and work together without feeling like they were alone. One thing I like about Teams is that you don't have to switch between applications all the time because everything is in one app. It's a well-organised location where you can find WhatsApp, Zoom, and Google Drive all in one [22].

Most people see the chat feature immediately away. You may message people or groups, just as in other messaging apps. On the other hand, Teams organises conversations by channels and themes. For example, a company might have different channels for "Sales," "Marketing," "HR," or "Projects." This stops random messages from getting mixed up. It also makes it easy for new team members to get up to speed because all of the past chats are saved.

Video calls are another nice thing about it. With Teams, you can make video calls right immediately, plan meetings, and even hold webinars. I particularly like the ability to share my screen. It looks well, feels good, and works well even when the internet is slow. People who work from home can also utilise backdrop blur or change the background to something different during meetings. Teams is wonderful for organisations because it keeps conversations on track and makes phone meetings less stressful.

Teams also works with other Microsoft programs right away. For example, you can open Word, Excel, or PowerPoint files straight in Teams. Everyone can update the document at the same time, and the changes are shown right away. This kind of real-time collaboration is highly important in today's offices since it makes things easier to understand. Instead of sending different versions of the same file back and forth, the whole team works on it together.

I didn't pay much attention to the "Planner" and "Tasks" link at first, but now I see how helpful it is. Teams allows you give team members assignments, create deadlines, and keep track of how things are progressing. It looks like the software comes with a tool for managing projects. And it updates itself when folks are done with their task.

Teams is better than other collaboration platforms since it is safe and well-integrated. Businesses trust it because it is part of Microsoft 365 and has security protections built in [23]. Teams can use a lot of memory, which is a terrible thing. This is especially true when you have a lot of video calls and chats going on at the same time. But most of the time, the good things are much better than the terrible things.

Teams is now the main tool that many firms use because it helps people work together even when they're not in the same room. It's a terrific tool for working together because it keeps everything you need for meetings, projects, paperwork, and communication in one location.
 <Insert screenshots with captions>




4.2 [bookmark: _Toc216365786]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc216365787]MS Outlook
I opted to perform something really simple for my Outlook test: send an email and then organise it properly.  It may seem simple, yet this is the major way people talk to each other at work.  Most firms use Outlook every day because it is meant to make this whole process easier and more organised [24].

 The first thing I saw when I opened Outlook was how neat and clean everything looked.  There is nothing that feels hidden.  I clicked on "New Email" and entered a short message, just like I always do, to start the test.  I added a subject, typed a little in the body, and then tried to attach a file to test how easy it was.  To be honest, it was very easy to connect the document. I just dragged the file in and it showed up right away.

 Outlook also gave me minor ideas while I was typing, which is helpful because it catches problems before you send something.  I also used formatting options like bold, bullet points, and highlights.  When you want to create a clear and professional email, especially one with instructions or crucial information, these little tools might help a lot.

 I made a new folder and transferred the test email into it after I sent it.  That portion was also easy: just drag the email inside the folder.  This made me recognise how helpful it is to organise your folders, especially if you get a lot of emails every day at work.  When you need to find something later, it saves you a lot of time to keep items in the appropriate spot.

 I see why organisations trust Outlook so much after trying it out.  It doesn't simply send emails; it also helps you keep everything nice, organised, and easy to find.
<Insert information appr 500 words>
[bookmark: _Toc216365788]MS Teams
I tried out one of the functions that practically every office utilises every day in Teams: talking to a coworker and sharing a file.  This is the most important part of working together in Teams because it removes long emails and lets individuals talk to one other right away.

 I launched MS Teams and clicked on the Chat tab to see if this worked.  I choose a contact and started a new chat.  It seems natural right away because the type window is very similar to texting apps.  I sent a short message to see how quickly it shows up.  Teams got it right away.

 After that, I tried to send a file.  I clicked the paperclip button and picked a file from my computer.  Teams put it up and made a preview.  I particularly appreciated that the file instantly gets saved in the "Files" section of the chat.  So even if the message gets lost in a lot of other talks, the file is still protected.  This is really helpful for group work or business initiatives where people need to share papers a lot [25].

 This feature turns Teams into more than just a messaging app.  It turns into a location where people can work together, communicate ideas, and send each other important papers without becoming confused.
Your Screenshot Placeholders:
· Screenshot 1: Opening MS Teams
· Screenshot 2: Clicking on Chat
· Screenshot 3: Sending a message
· Screenshot 4: Attaching and sending a file
· Screenshot 5: File appearing in the chat’s “Files” section
This quick test showed me why Teams is so useful for collaboration. Everything stays in one place — the chat, the files, the history — so nothing gets lost or forgotten.
<Insert information appr 500 words>



[bookmark: _Toc216365789]Conclusion
This assignment really opened my eyes to how much software is involved in everyday business work. From e-commerce tools to Office apps and communication platforms, each one plays a different role but they all connect to make work smoother. Using features like Mail Merge, IF statements, Outlook emails, and Teams chat helped me understand how these tools actually save time and reduce stress. Overall, the whole experience showed me how important technology is for staying organised, communicating properly, and getting work done efficiently.


[bookmark: _Toc216365790]References
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