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STEP 1.Create an Excel spreadsheet with your contact information. The first row must contain column headers
(c.g, firsiName, LastName, Emai, City)

Step.1 Open Microsoft Word and type the base letter or email you want to send. Use

placcholders (called It

ge Ficlds) where you want the personalized data o appea

Step.3 Go to the Mailings tab in Word.
Start Ml Merge and choose Letters o E-mail Messages.
Click Scled. Recipicnts and scledt Use an Existing List. Locate and upload your Excel file.
Highlight. your placcholders onc by one, dick Insert. Terge Ficld on the Mailings tab, and sclec. the matching column v
from your Excl shect (8.,
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cﬁ any o [camrcs from the ol(jéwi ng Mail merge, IF function, VLOOKUP, Pivel
Table, Goal amgnt several” screenshols with acompanying ‘
(kscmpnon T pr'owdc evi ncc ot pradical use.

What 1L docs:

The IF function checks whether something is truc or falsc. It then gives onc result if the condiion is truc and another result if 1t is falsc.
Formula:

=lF(ogical_test, value H_true, value if_falsc

Example - Chedking the shipping cost

For d.:fk sxampls there is only @ shipping cost if the order is under the price of £1500 Anyonc whos order reaches over this st gets @ bonus. frec shipping any onc under this pricc will have To pay 1% of the
Wlal order pricc.

Type the following formula:

~IF(f7>-1500,truc) Scrcen Shots 1 and 1

This checks whether the sales amount in ccll 7 is £1500 or morc. Screcnshal 3

I the sales amount is £1500 or over, Excel shows meaning no shipping cost . If the sales amounl is fess than £1500 Exccl shows "FALSE".
These fundtions help save Ume, reduce mistakes, and make it casicr To work with data in Excel.
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VLOOKUP_(Vertical Lookup)

=VLOOKUPookup_value, Tabke_array, col_index_num, FALSE)

Gilering the Formula sarcen shal 1-1

“MOKPQ3HLL i)

Sarcenshdl 3 - The Resul
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Task 4: Communication and CollaLomUon Appli(an‘ons

have ke mrt-{dc v cmployces To sty cnncdsd,
'%mlk W"?‘ﬁm %mmm mm'mwngi/mwm o ot ud sk L 1 s

lwmmﬁg”'am%%?lmrw w‘;‘imﬂ&tmmm,mJG@_m,wMumdeﬂdmdﬂmm.lwillupb’nﬂvcnﬁnmmsafcath
Teams - Communicaion Applicaion
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ideo and Audio Mectings

[icrosoft. Teams allows uscrs o scheduke and oin online mectings with collcagues from amywhere in the world. Mectings cn induck: video, audio, screen sharing and recording, making: remets. colldboraion caskr.

Serg.

rs @n uphad and sharc fics dicdly within dis or team channcls. This means doauments arc Sored in onc placc where cveryonc imvohved cn casly aceess the iest version.

(Channcls

[Tcams_allows --%mdmwMmmmmn.mmmwmwwmmmnwmm

i %%&mamwwxm%w,w,wnwm.Mmmwmm,awmmwmmgwrma.ﬁm.
(Bencfits of Micrasoft. Teams

i, Teams i o i cavhys 1 e, g m%ﬁi’%"g%rmmmwwww”ﬂm“ﬁ“m“m“:mm“
= A . Microsoft Teams
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Use of Microsoft Teams o

Instant. Messaging
To demonsrdte e anmupiction Faure o Mool Teams, the ingan. messaging findion was tested.

Microsoft Teams

Soreersh, 1: Logghg o Mousoll, Teams. This soreenshl. shows me, Hanah M, siged o Teams and ready to Sart. ushg e appliction.

Soreenshd, 1: Opening the Ch seion. This sreenshol. shows the chat meny where @verstions wih aleagies o dassmides an be sated.

Soreenshd, 3: Sending 3 messge. This soenshd, demondrdes sendng an gt messge. This fedure dlows uers to @it uiddy wibod. sendng emals.
Bahtion

The messgng edure was easy B use and dlowed nmuicton T happen et itatly. Tessges were delvered iy, kg L an et method for warkplae: anmuictin. The iterfae was
dear and wer-Frendy, meking € sutable or wers with diferert. knels of omper experienc

e r——— v o0+ >
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Goag: Docs ~ Onine. Colbordion Applcion

Goage: Docs is @ dotd-based word processing apphcion dockped by Gangle. 1L dllowss mullipk: s o avds, odU ad share. doarmenls anlie. simuacously. Unlke Uadtiondl word processars, Gaogle Docs aiamitially saes dvanges and Stores doasmenls
scarcly in Googe Drivc.

Koy Fedures

Red-Time. Colldbordtion
onc. of the mel uschd fedures of Gangle Docs is real-Ume: colldbordion. lpk: wcrs @ work an e same doaueal, & e s i, with chinges appearing instanlly for aeryanc ivched.

Cad Storege
Docusrals arc adaneiially acd in Google D, meanhg uscrs db nl nced o woiry abatl. ksing work i their campiicr shils dowar wgedsdly. Doasmeris @n o be acessed from difrort, dovies.

Sharing Permissions
Googe Docs dllows s To onliel who @ view,, cmmerl an or cdt @ doamenl. This makes & caskr To alobords scarcly with alkagies or dicnls.

Comments and Suggestions.
Uscrs @n kv @l or g cdls wihall danging the arigndl doamerl. This fedure s pariadardy uschd when rviowing reports o providng fecdbadk.

Vorsin Hilary
Google: Docs kecps a campkls hisiory of changes mack To @ doamerl. Uscrs @n view provious versions and restore carker copics I neeessary.

Benefis of ool Dos:
Goagle: Docs dllow.s Teams To work Togeher cfficently regardkess of their loction. Real-Uime. cdting reduees the necd T send mulipke versions of doaumenls by cmal, helping To avold canfusion. Admitic suhg and doud Sorege also Improve. dita scauny and
reduee e risk of losig importanl work.

hannah Google i
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Use_of Google Docs

To demanstrdls: the collboration feature of Google Docs, a doaneril was aredled and shared.
Sarccnshal. 1: Credling a now Goagle Doammenl. This srcenshol. showss me arcaling @ news doamerl. within Google: Docs.
Scrccnshal 2: Sharing the documenl. Here s @ sarcenshal. showing me usig the Sharc bilon To il another user T aaess the doament.

Sarccnshal. 3: Ediing the doamenl. This scrccnshol. shows Tt being cdiied within the shared doaumernl.

Googke Docs madk. colldbordtion simpke because: mallipk: uscrs coukd wark on the same doament @ the same tme. Adomatic sving cnsurcd thit. no work was bl, whik
sharing permissions allowcd ol acr who culd edU or view the doamenl. These feaures make Googe Docs an oxccliril, coldbordlon ool for businesscs and cdyciand
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Ticrosoft. Teams and Google Docs are bath valuable applications used extensively in modern businesses.
Hicrosoft. Teams focuses on communication by providing instant messaging, online mectings, file sharing
and organised team channels. Google Docs focuses on collaboration by allowing multiple users to
create, edit and review documents together in real time. Both applications improve productivity,
support remate working and enable teams To work more cfficiently. After testing one feature from
cach application, it is..<lcar. that. hath Tools arc reliable, casy to usc and highly cffective for
supporting communication and collaboration in today's workplace.

References
Hicrosofi.. (1015). Microsoft. Teams. hitps://wwuw,.microsoft.com/microsofi-teams
Google. (1015). Google Docs._hitps://www.google.com/docs/about/.
Microsoft Learn. (1025). Microsoft Teams documentation. hitps://learn.microsoft. com/en-
us/micvosofiteams/
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Conclusion

This assignment has explored a range of software solutions that support modern business operations. In Task
1, e-commerce platforms Shopify and Squarcspace were compared, highlighting how cach enables businesses
To cstablish an online presence with different strengths in flexibility and design. Task 2 examined mind
mapping as a planning Tool and identified contemporary software applications that support day-to-day business
functions. Task 3 investigated four Microsoft Office applications, demonstrating practical features induding Mail
Merge, the If function and VLOOKUP, all of which improve cfficiency and acuracy in data handling. Task 4
evaluated Microsoft Teams and Google Docs as communication and collaboration tools, with practical
demonstrations of instant messaging and real-time document editing.

Overall, this assignment demonstrates that selecting the right software depends on the specific needs of a
business. Each application tested proved reliable, accessible and effective in supporting productivity,
communication and collaboration in Today's digital workplace.
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Cert HE COMPUTING sKILLS it
FOR A WORKPLACE E o
Software Soldtions for "IN
Business N ;

This assessment explores the role of software solutions in modern businesses and how they
contribute To improving effidency, productivity, communication, and decision-making across a range of
organisational functions. It examines different types of business software, induding productivity Tools,
enterprise systems, customer relationship management (CRIY) software, accounting applications, and
doud-based solutions, evaluating their key features, advantages, and patential limitations. The
assessment also considers the factors businesses must Take..inte.ascount, when selecting,
implementing, and maintaining software solutions, such as cost, sclability, security, compatibility,
user requirements, and ongoing Technical support. In addition, it discusses how digital technologies
enable organisalions o streamline business processes, enhance collaboration between teams, improve
stomer service, and make more informed decisions through data analysis and reporting. finally,
the assessment evaluales the wider impac of Software solutions on business performance,
compelitiveness, innovation, and long-term organisational growth, demonstrating the importance of
selecting appropriate Technologies To meel both current operational needs and future business
objectives.
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Ecommerce Website builders/softvare  solifio on of 1 ﬂ

ns
conlgmporary € - commere Website bui P.S/.So Kare s unons? SQUARESPACE

Shopify anJ 5“““1[’“ arc Two of tlvr: most._popular ¢- opmerce pla jforms avanl Ic Today. They allow businesses to ma&c professional online storcs

r, cre they can scl phymfil r digital products. Bu[h pla itforms. inclu f m iding Tools, sccure paymenl oplions, and invenlory management
aT.urcs, making iU casicr for usmcsscs To manage and grow their onlinc salcs.

slw(r is an all- m one c-commerce Etf L has beg . d designed spedifically for online retailers. It is suitable for businesses of all sizes, from
Smal ﬂ. ups Lo lar (umpamcs Wil IL fprn

B:st : Businesses, ant To o, mu(L y, sell, , numbsr.af produds, or need advanced onling selling features.

Key' ﬁ res: Shopify ll\('u cs useful Tools, such3s aban: nn%& arl. lmmuy, sccure paymenl processing, S| :ppmg integrations, Point. of Sale (P0S)
support for in-store, Sales, gnd access to thousands of aJJs that can add extra aLYrrcs as a busine,

ricing and fees: Shopify pans usually rom  aroun -£15 per month, with more aanc plans costing £159 or more per month. If
tusmcms choase to 43¢ 4 payment prnﬂﬂtr ather than Shnprfy Payments, additional Transaction fecs may apg?y.
1. Squarcspacc

Squarcspace is wcll know| for its alIra;Ew w:hsﬂx Lcmp| ies and B To-usc_de. ugn nls It (ummes aucbsk creation with ¢-commerce features,

making it @ good choicg for busjny at want_their snT.\: To_look professional also sclling, products_ onlin
est for: Small to medium-. mzcﬂ ﬁumncsscs, crealive profe. mnnals, arlists, pl nhgraphcr.s, and service-base: Lusm\:.s.ics that want a stylish online

resence.
ey, Fealures: ]Sq sra offers an casy dr; l'np website editor, built-in marketing Tools, blogging features, and the ability To sell physical
o duds, j nloads, subscriptions, anfw mem| ‘
cng an .s Sxma pace e- mm crce plans ly mst between [_Ill and £79 per month. Higher-priced plans do nol charge transaction fees,
Llc some lower-priced plans may d argt ) 5mall , such as 3%, on sle
Cn parisof

] LF}“"M are_excellent choices, bit they arc J: o slightly different fyy "fhtmmms[ .g{.nprfy[u a Imicr npunn for Lsmcm that
lﬂam (us of onl IIK Seffit X To W \I‘ A Juarespace |5 i l' 15ine; an alil £ Wi
aightiorward online x[m"g :ammwﬁw G it ‘{.\,: :p:n on size o Lhc Lusmc.ss € number a pm \|( ‘R;";%ll” jtﬂ,c
ealures thal are most important.
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. Mind-
lg;\} (%Mgm map of contemporary Software

Dc.smk,.r:]lnd mapping and_explain the benefits of
using mind mapping In business operations

Example Mind tap

A mind map is a visual thinking and organisational Tool That hclps individuals and Tcams arrange information around a contral idca. The main Topic is
placed in the centre of the page, with related ideas branching oul into sublopics. These branches can then be cxpanded with additional details,
keywords, images, colours, or symbols, making complex information casicr To understand and remember. Unlike Traditional lincar notc-taking, mind
mapping cncourages crcalive Thinking by showing the rclationships betovcen different idcas and concepts.
Benefits of Mind rMapping in @ Working Environment
Hind mapping provides a wide range of benefits within the workplace by impr organisation, communication, and productivity. Some of the key advantages include:

* Improves organisation: Hind maps help employees organise ideas, Tasks, and information into a dlear and logical structure, making projects casicr o manage.

» Enhances problem-solving: By visually connecting ideas, employees can identify patterns, explore solutions, and consider different perspectives when addressing workplace challenges.

* Supports planning and project management: Hind maps can be used to break Jarge projects into smaller, manageable tasks, assign responsibilities, and monitor progress.

* Encourages crealivity and innovation: The non-lincar format allowss team members to brainstorm freely, generating new ideas withoul the restrictions of traditional note-taking.

. Impm,ch communication and collaboration: Teams can use mind maps during meetings Lo caplure ideas, dlarify objectives, and ensure everyone understands how different tasks and goals are

connected.

* Enhances memory and understanding: The use of colours, images, and keywords makes information more engaging and easier to recall, which can improve learnit
* Increases productivity: Having a visual overview of Tasks and objectives enables employees o prioritise their workload, identify dependencies, and work more effi
* Supports decision-making: Mind maps present information in a structured format, making it easier to evaluate options, identify risks, and make informed decision

and knowledge retention.

Conclusion

Overall, mind mapping is an cffective workplacc Tool that promotcs dcar thinking, cfficicnt planning, and
collaborative working. By visually organising information, it cnablcs individuals and tcams to communicals idcas
more cffectively, solve problems creatively, and manage projccts with greatcr confidence. As @ result, mind i
mapping can contribulc To improved productivity, beticr decision-making, and stronger tcamwork within an

j organisation 1
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Create a mind map of contemporary Software applications °
that are used To supporl. day-to-to—to-Today business/
Organisalion operaions.
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foln o i

ftwvarg. solutions far busi rali Word, [1S PowerPoint, NS Excel, and
( i gztjrga?ﬁir umg!}:sr rtrammsmﬁn%s g:l‘j %ITBUO(:; G cor\é\,caré) ")}ny). Youmcénalzjsc
some. images in addition To 1exU (approx. 475 sources).

1. Micrasoft. Word
Microsoft Word is anc of the mast popular word processing programs and is uscd cvcry day in schools, colleges, and workplaces. It allows usces To creals, cdit, format, and sharc documents quickly and casily.
Main Featurcs: Word includes uscful Tools such as spell and grammar checking, @ varicly of formatling options, tracked changes for cditing, and the ability To work on documents with other people al the same
Ume. It also works well with other Microsoft. Officc programs.
Benefits: Word is casy To fearn and usc, cven for beginners. It helps uscrs producc m{mml—lm::}vf documents and is compatible with most computcrs and devices, making L simple To sharc work with

5.
Limitalions: Some of the more advanced features can be difficult To understand at first and may take Uime To Icarn. Occasionally, documents can also look slightly different if they arc opencd on another device or
in a different version of Word.

1. Microsoft, PowcrPoint
Microsoft. PowcrPoint is uscd To creale prescilations thal help peopke sharc information in a cicar and cngaging way. It is commonly uscd in cducation, busincss meclings, and Lraining scssions.
Main features: It indudes ready-made templates, animations, videas, charts, images, and prescnter Tools thal can help improve the overall prescntation.
Benefits: PowcrPoint. makes i casy To crealc professional prescnlations withoul necding any ‘g?’aphl( ijgn wﬂ::c It is a greal way To prescnt ideas, projccts, or busincss proposals in a way thal is casy
tor an audicnce To .
Limitations: Onc. common mistake is adding Too much information to cach slide, which cn make presctations ook crowded and difficult o read. Prescntations also tend o follows a fixed order, 50 they may ol
always cncourage much intcraction with the audicnce.

3. Mlicrosoft. Exccl
Microsoft. Excel is a spreadsheel program that helps uscrs organisc, clculatc, and analyse information. It is widcly uscd in busincsscs for mauayzf budgets, finandial data, and reports.
Main Features: Excel indudes formulas, functions, PivolTables, charls, and graphs, making it casicr to organisc data and identify trends.
Benefits: Exccl c@n save a lol of Ume by crrying oul calculalions automatically and prescnting dmdm a dear way. It also works well with other Microsoft Officc applications, making it uscful for creating:
reports and prescatations.
Limitations: Large sprcadsheets can Somclimes become slows To load or work with. If formulas or data arc citcred incorrecly, mistakes can casily happen, cspedally if the uscr is unfamiliar with the software.

4. Microsoft. Access
Microsoft. Access is a databasc program thal helps busincsscs storc and organisc large amounts of information. It allows uscrs o keep related data Together so it can be scarched, updatcd, and reporicd on morc

caslly.
Main Featurcs: Uscrs can creale databascs, buld querics To scarch for information, design forms for cntcring data, and producc reports o display the results.
Benefits: Access makes 1L casicr to manage large amounts of information without necding advanced wjgrammll\gh.ﬂd“s. It is a good choicc for small and medium-sized busincsscs that nced an organiscd way to
store. and manage data.
Limitations: Access is nol idcal for very large organisations because it has a databasc sizc limit and can become slowcr i Too many people arc using it at the same Ume. For larger businesses, more advanced
database systems are usually @ beticr option.





