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[bookmark: _Toc212037696]Introduction
Technology is now an important part of every workplace. Businesses use different software tools to work faster, stay organised, and communicate better. In this assignment, I will explore different types of software that can be used in a business. 
I will explain what each software does and how it can help a workplace. I will also give simple examples to show how the software can be used. The examples will be simulations only, with no real or personal information. 
The aim of this assignment is to show how different software tools can improve work, save time, help teamwork and support good business decisions.


[bookmark: _Toc212037697]Task 1. e-Commerce Website builders or software solutions
[bookmark: _Toc212037698]1.1 Shopify
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Introduction  
 
Although there are many e-commerce website builders and software solutions available today, I would like to focus on two specific platforms. I will describe what they are, how they work, and what they are used to better understand their features and benefits.  
 
Two contemporary e-Commerce website builders/software solutions  
 
There are two contemporary e-commerce website builders/software solutions that can help businesses design web pages, manage online portfolios, and develop a strong online presence. These platforms are also well integrated with social media and are designed to enable businesses to build, launch, and scale online stores easily—without the need to manage their own hosting or server infrastructure  [1]. 
Shopify is one of the most widely used cloud-based e-commerce platforms, enabling individuals and businesses to create and manage online stores without requiring advanced technical skills. Founded in 2006, it has become a leading Software-as-a-Service (SaaS) solution in the e-commerce industry. Shopify allows users to design websites using customizable templates and provides built-in tools for managing products, inventory, payments, and shipping efficiently. Shopify 
 
One of Shopify’s key advantages is its ease of use, along with its large app marketplace, which enables users to add extra features such as marketing tools, analytics, customer support options, and integrations for drop shipping and social media. [2]

 
Extra Features Often Used by Business Owners 

 Add product photos using your phone camera  .Track abandoned carts  .Manage refund requests .Chat with customers  .Barcode scanner for inventory  .multi-language and multi-currency support . 

Figure 1 below shows the website developed using different features of Shopify:
[image: ]

Fig 1: website developed using Shopify features
[bookmark: _Toc212037699]1.2 Wix   
[image: ]
Wix is a cloud-based website builder that enables users to create professional websites without requiring programming or web design skills. It features an intuitive drag-and-drop interface, allowing users to design pages visually by placing elements such as text, images, buttons, and videos anywhere on the page. Wix offers a wide    selection of customizable templates suitable for business websites, portfolios, blogs, and online stores. Overall, Wix is designed for individuals, small businesses, and entrepreneurs who want an easy and affordable way to build a professional online presence without technical knowledge. [3]
 
 Here are the key functions of Wix, a popular website builder used for creating professional websites without coding:  App Market .SEO Tools. Blogging Tools  E-commerce .Online Booking System . Wix   ADI (AI Website Builder) .Advanced Design (Wix Editor X) .Marketing Tools .Domain & Hosting .Security .Analytics & Reports .Multilingual Support.  Member Areas .Media Management .Customer Support 


 
 In conclusion, both Shopify and Wix are effective and contemporary e-commerce website builders; however, they are designed to meet different purposes and user needs. Shopify is more suitable for serious e-commerce businesses seeking advanced functionality, scalability, and long-term growth potential. In contrast, Wix is ideal for small-scale sellers or beginners who want a simple and affordable way to create a professional website and start selling online.  [4]
  


[bookmark: _Toc212037700]Task 2. Mind-map of contemporary software applications
<Insert information appr 500 words>
Introduction  
Mind mapping of contemporary software applications provides many benefits for business operations. It helps organizations organize information visually, improve planning, and enhance communication across teams. In this section, I will explain the key benefits of using mind maps in business and how they can be effectively applied in different business contexts.  [5]
  
 
Benefits of using mind mapping in business operations  
Mind mapping is a visual thinking tool. It is a way to organize information, ideas, or concepts using a visual diagram. It usually starts with a central topic in the middle of the page, and related ideas are added around it using branches, like a tree. Each branch can have smaller branches to show more details. A mind map often uses short words, colors, and symbols, which makes the information easy to read and remember.  
 
In business mind maps are useful because they help people, share ideas, understand information quickly   and communicate information more effectively. Compared to traditional note-taking methods, mind maps provide a clearer overview, making complex ideas easier to understand   [6]
 
Using maps in business offers several advantages:  
 
1. Improves Idea Generation and Creativity  
Mind mapping helps people think freely and come up with new ideas. Team members can quickly add ideas without worrying about orders. This makes mind maps useful for planning projects, creating business plans, and finding creative solutions to problems.  
 
2. Enhances Organization and Clarity  
Mind maps visually organize complex information in a clear and logical way. They help employees and managers break big projects into smaller, simple tasks. This allows teams to see the whole plan and understand how each part is connected.  
 
3.Boosts Productivity  
Mind maps can simplify planning and task management. Teams can use them to set goals, share responsibilities, and plan deadlines clearly. This helps avoid confusion and makes work faster and more organized.  
 
4. Improves Communication  
Mind maps are easy to understand, even for people who were not part of the original discussion. They can be used in meetings to present plans clearly and quickly. This visual approach makes mind maps ideal for teamwork and cross-department communication.  
 
5. Supports Problem Solving 
 Businesses often face complex challenges that require logical thinking. Mind maps help by breaking the problem into smaller parts, making it easier to understand and find solutions.  
 
6. Enhances Memory and Learning  
Studies show that people remember visual information better than long texts. Mind maps use colors, lines, and key words to help people remember information more easily. They are helpful for training staff, planning presentations, and summarizing reports.  
 
7. Encourages Strategic Thinking  
Mind maps help managers and businesses develop long-term strategies by visually mapping business goals. They show goals, resources, opportunities, and risks in a clear way, which helps in making good decisions.  [7]
  
Conclusion  
Mind mapping is a useful tool for businesses because it helps with planning, problem solving, and sharing ideas. It makes information easy to understand and keeps it organized. Whether used for projects, meetings, or business planning, mind maps help teams work better and communicate more clearly.  [8]

a. [bookmark: _Toc212037702]Create a mind map of contemporary software applications
<Insert diagram using mind Meister app>
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[bookmark: _Toc212037703]Task 3. Office Applications
0. [bookmark: _Toc212037704]Four office software solutions for business operations
[bookmark: _Toc212037705]MS Word
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<Insert information appr 500 words>
Microsoft Word is a computer program used for typing. It is made by Microsoft and is part of Microsoft Office. Many people around the world use it to write documents like school homework, letters, notes, reports, and much more. It is helpful for students, teachers, office workers, and many others.
Microsoft Word first came out in 1983. Today, it has many new features. You can use it on different devices such as computers, laptops, tablets, and even mobile phones. It also has an online version called Word Online, which you can use on the internet through Microsoft 365. This makes it easy to write and save your work anywhere using OneDrive.
The main use of Microsoft Word is to create documents. You can start typing on a blank page or use ready-made templates like resumes, letters, or reports. It is easy to use, even for beginners. Word also checks your spelling and grammar, so your writing looks correct and neat.
Microsoft Word also helps you format text. This means you can change how your writing looks. You can choose different fonts, sizes, colors, and styles like bold or italic. In long documents, you can add page numbers, headers, and footers to make it organized.
Microsoft Word can do many useful things. It lets you add pictures, tables, charts, links, and shapes to your document. This helps make your work more interesting and clearer. For example, students can add pictures to explain lessons, and companies can add tables and charts to show information.
Microsoft Word also has tools for teamwork. Many people can work on the same document together. They can add comments, make changes, and share ideas. Word can also show who made each change. If the document is saved in OneDrive, people can edit it at the same time from different places.
Another helpful feature in Microsoft Word is Mail Merge. It is used to send the same letter or email to many people, but with their names and details added automatically. This is useful for schools, offices, and business.
Microsoft Word is also safe to use. You can save your documents in different formats. docx, pdf, or txt. You can also lock your document with a password so that only you or trusted people can open it. This keeps your work safe and private.
In conclusion, Microsoft Word is not just for typing. It has many tools to help you write, edit, format, and share your work. It is used all over the world in schools, offices, and homes. Whether you are writing a school essay, a project report, or a business letter, Microsoft Word makes your work easier and better. [9]
[bookmark: _Hlk216027163]Figure 3 below shows the  using different features of word software :


[image: A screenshot of a computer

AI-generated content may be incorrect.]Insert Merge Fields, or data is different in each email.




MS PowerPoint
MS Access
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<Insert information appr 500 words>
Microsoft PowerPoint is a computer program made by Microsoft. It is part of the Microsoft Office package. It was first released in 1987 and is now one of the most popular tools in the world for making presentations. A presentation is a group of slides used to show information to an audience. PowerPoint is used in schools, colleges, offices and training centres.
PowerPoint helps people create simple and clear slide shows. Each slide can have information such as text, pictures, diagrams and charts. Users can also add audio, video and animations to make the slides more interesting. Because it is easy to use, many people like teachers, students, business workers and speakers use PowerPoint to share ideas in a simple and organized way. It is helpful for teaching lessons, giving reports, explaining topics and presenting projects.
To use Microsoft PowerPoint, a user usually starts by opening a new presentation. This can be done by choosing either a blank template or a ready-made design. After that, slides can be added by selecting the “New Slide” option under the Home tab. Images and videos can be added from files or online sources to make the presentation more interesting. For showing data, PowerPoint allows users to insert charts such as bar graphs, line graphs and pie charts, which can be linked to Microsoft Excel. This is very useful for business and academic users who need to explain numbers, statistics and trends.
[bookmark: _Int_H6tcwK6B]PowerPoint also has design tools that let users change colours, fonts and slide backgrounds. In the Design tab, there are different themes and styles that make the slides look neat and professional. To make the slides more lively, users can add transitions and animations. Transitions are effects that happen when one slide changes to another, like fade or wipe effects. Animations are used to make text or pictures move, which can help show important points. However, animations should not be used too much because they can distract the audience.
Another useful feature in PowerPoint is Presenter View. This lets the presenter see notes on their own screen while the audience only sees the slides. It helps the presenter stay organized and speak confidently. PowerPoint presentations can be shown on a computer or saved as PDF files, videos or printed handouts. They can also be shared online using Microsoft OneDrive so that many people can work on the same presentation together. Because it is easy to use and works well with other Microsoft programs, PowerPoint is a very important tool for schools, offices and business. [10]
 
In conclusion, Microsoft PowerPoint is a useful and powerful program for making presentations. It helps people share information using text, pictures, audio and video. It is simple to use, so both beginners and experienced users can work with it. When people learn how to use PowerPoint well, they can create neat and interesting presentations that clearly share their ideas.

Ms Excel
<Insert information appr 500 words>
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Microsoft Excel is a computer program used to work with numbers and information. It is part of Microsoft Office and is used by many people at home, in school, and at work. Excel lets you organize information in a simple table made of rows and columns. Each small box in the table is called a cell, and you can type numbers, words, or dates into these cells.
Excel is very useful for doing math quickly. You can add, subtract, multiply, or divide numbers by writing simple formulas. For example, if you want to add numbers in two cells, you can type a formula, and Excel will do the math for you. It can also make charts and graphs to show information in a clear and visual way. This helps people understand data better and make good decisions.
Many people use Excel for different reasons. Students use it for homework and school projects. Adults use it to plan budgets, track expenses, and make lists. Businesses use Excel to manage money, sales, schedules, and reports. Even people with no math background can use Excel because it has many tools that are easy to learn.
Although Excel may look difficult at first, it becomes simple once you understand the basics. You start by entering data into cells, then use formulas to do calculations. You can also change the colours, fonts, and layout to make your work look neat. With practice, anyone can learn to use Excel and find it helpful in everyday life.
Excel uses workbooks that contain worksheets, and each worksheet is made of many small boxes called cells. These cells are arranged in rows and columns and can store numbers, words, dates, or formulas. Formulas in Excel help do calculations automatically, like adding or averaging numbers. Every formula starts with an equal sign. Excel also has many built-in functions that make math and data tasks fast and easy.
Excel can also turn data into charts and graphs, such as bar charts, pie charts, and line graphs, which make information easier to understand. You can also change the look of your worksheet by using colours, fonts, and borders to make it neat and clear.
Learning Excel starts with simple steps like entering data, using easy formulas, and formatting your sheet. Later, you can learn advanced tools like conditional formatting and pivot tables to work with large amounts of data. With practice, anyone can learn Excel and use it to organize information, solve problems, and work more efficiently. [11]
Figure 3 below shows the  using different features of word software:
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[bookmark: _Toc212037708]MS Access  
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Microsoft Access is a computer program that helps people store and manage information in an organized way. It is part of Microsoft Office, like Word and Excel, but it is used for databases instead of documents or spreadsheets. A database is a place where you keep related information together, so it is easy to find, update and use later.
Microsoft Access is popular with small businesses, schools and organizations because it is easy to use and does not cost as much as bigger database systems. Even people who are not experts in computers can use it to build simple databases thanks to its easy tools and menus. For those who need more advanced features, Access also supports things like SQL queries and programming with macros.
To use Access, you first create a database file. Inside this file, you make tables to store different kinds of information. Each table has rows and columns. A row is one record, like one customer or one product, and each column is a piece of information, such as a name, phone number or price. Tables can be linked together using a common field, like a customer ID number. This connection is called a relationship, and it allows Access to match data from different tables correctly.
Access also lets users create forms, which are simple screens for entering or viewing data. Forms make data entry easier and safer because they prevent people from changing the wrong information by mistake. Another useful tool is queries. A query lets you ask the database questions or search for specific information. For example, you can use a query to find all customers in a certain city or all orders from last week. You can also create reports in Access. Reports organize your data in a clear layout that is ready to print or share, such as bills, summaries or lists.
Microsoft Access is a helpful tool for anyone who needs to manage data in an organized way. It keeps information connected, easy to find and easy to update. With tables, forms, queries and reports, it gives users everything they need to handle data simply and effectively. [12]



[bookmark: _Toc212037712]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc212037713]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc212037714]MS Outlook
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Microsoft Outlook is a program from Microsoft that helps people manage their daily work and communication. Most people know it as an email program, but it can do much more. It also has a calendar, contact list and task manager, all in one place. Because of this, it is used by many people in offices, schools and businesses around the world.
With Outlook, you can send and receive emails and keep them organized. You can also plan your day using the calendar, save contact information for people you know and make lists of things you need to do. Instead of using many different programs for these tasks, Outlook lets you do them all in one simple application. This makes work easier, faster and more organized.
Email is the main feature of Microsoft Outlook. It lets you send and receive messages quickly. You can keep your emails organized by putting them into folders, marking important ones or using colours. Outlook also helps you block junk mail and search for old messages easily. You can set rules, so Outlook organizes new emails for you, such as sending all emails from your boss to a special folder. You can also add more than one email account, so you can manage your work and personal emails in one place without any mix-up.
Microsoft Outlook also has a calendar that helps you plan your time. You can add meetings and events, set reminders and make repeating appointments like weekly classes or team meetings. You can share your calendar with others, so it is easy to plan together. For example, a team leader can send one meeting invitation to many people, and Outlook will update the calendar based on who accepts. You can view your schedule by day, week or month, and use different colours to organize your plans. Reminders make sure you never forget important events or deadlines.
Another useful part of Outlook is the contact's section. This is where you can save information about people, such as their names, phone numbers and email addresses. Instead of searching through old emails to find someone’s details, you can save them once and use them anytime. You can also group contacts together to send one email to many people at the same time, which is helpful for teachers, managers or businesses. Outlook also connects emails to contacts, so you can easily see past messages with a person.
Microsoft Outlook also has a tasks feature that helps you keep track of things you need to do. You can make a list of tasks, set due dates, add notes and choose which tasks are most important. As you finish each task, you can mark it as complete. This is useful for school projects, office work or personal plans because it helps you stay organized and remember what needs to be done.
Another great thing about Outlook is that it works well with other Microsoft programs like Word, Excel, PowerPoint and Teams. You can easily attach files from these programs to your emails or add them to calendar events. Outlook also works on many devices, such as phones, tablets and computers. This means you can check your emails, calendar and tasks anywhere you go.
In simple terms, Microsoft Outlook is more than just an email program. It helps you organize your work and time. With tools like email, calendar, contacts and tasks, it keeps everything in one place so you can stay productive and connected at home, school or work. [13]
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Microsoft Teams is an online program made by Microsoft that helps people work and talk with each other. It is part of the Microsoft 365 package. Teams puts chats, meetings, files, and apps all in one place so everyone can work together easily. Many businesses, schools, and other groups use it to stay connected and share information. Microsoft Teams was first released in 2017, and it has become one of the most popular tools for online work and learning. People like it because they can use it anywhere — on a computer, tablet, or phone — and it makes teamwork simple and fast.
The main reason people use Microsoft Teams is to make communication and teamwork easier. It allows users to send messages, make voice or video calls, and have online meetings. In meetings, people can share their screens, record the meeting, and work together on the same documents. This is very helpful when people are not in the same place. Teams also makes it easy to share and edit files. It works together with other Microsoft apps like Word, Excel, PowerPoint, and OneDrive, so several people can work on the same file at the same time. Everyone can see the changes right away, and the files are saved safely online. This saves time and means people don’t need to send a lot of emails.
Microsoft Teams also helps people stay organized. Users can make different teams for different groups or projects. Inside each team, there are channels where people can talk about certain topics. For example, a company could have a marketing team with channels for advertising, social media, and new ideas. This keeps conversations neat and easy to find. Teams also lets users add other tools and apps, such as planner for tasks, Power BI for data, or even apps like Trello and Zoom. This makes Teams a very useful tool for both simple chatting and big project management.
Using Microsoft Teams is very easy. First, you sign in with a Microsoft 365 account. You can use Teams on the computer app, the mobile app, or on a web browser. After signing in, you can create a new team or join one that already exists. Inside each team, you can send messages, share files, and start meetings. The Chat section is for private or small group messages, and the Calendar is for scheduling and joining meetings. During meetings, users can share screens, draw on a whiteboard, or record the meeting. Files can be uploaded and edited inside Teams, so everyone always has the latest version.
In conclusion, Microsoft Teams is an all-in-one tool that helps people communicate, stay organized, and work together better. It is easy to use and makes online teamwork simple and fast. Whether people are working in an office, studying at school, or working from home, Microsoft Teams helps them stay connected and get things done. That’s why it has become such an important tool for teamwork and communication in today’s world. [14]



b. [bookmark: _Toc212037716]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application
MS Outlook 
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[bookmark: _Toc212037719]Conclusion
<Insert information>
In conclusion this assessment helps me to prepare my future carer and the skills that I need for my job in with I can put in practices  applications that I need for software solutions for businesses. Furthermore helps me to learn about all the applications with critical thinking and critical writing in which I redacted every software application writing with my own words .I make evidences creating captions and designed functions applications to explain who works .Referents also helps me to share sources in a properly institution using google schola  making professional references that is principal for the next levels 5-6 Computer Science .
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