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Organisations have become reliant on a specific category of software known as productivity software. Productivity software helps organizations increase productivity, improve resource efficiency, and facilitate communication and collaboration in the workplace. software such as Microsoft Outlook and Microsoft Teams helps facilitate organizational productivity and teamwork. Microsoft Word, Microsoft PowerPoint, Microsoft Excel, Microsoft Access and other similar tools help organizations manage and analyze data and tell the story of the data with reports. Digital productivity software has transformed the way people work in organizations. Understanding the pros and cons of digital workplace productivity software has become even more important as organizations have become more digitally oriented. This document is a continuation of the work and explores the top available business productivity applications as well as their significance and overall impact on the changing landscape of business.
Task 1. e-Commerce Website builders or software solutions
1.1 WooCommerce (≈250 words)
WooCommerce is a user-oriented eCommerce plugin for WordPress used to create and manage eCommerce stores and websites. Being open-source software, it allows users to gain full control over their store through customization, theme adjustment, and code editing. WooCommerce is designed for clients who demand full proprietary access and autonomy over their store, including hosting, management, and data + privacy policies [1]. WooCommerce is equipped with an ecosystem of tools and features that extend functionality to include subscriptions, bookings, advanced shipping rules, multi-currency, and ecommerce analytics. Managing taxes, inventories, and processing orders is accomplished through the WordPress dashboard where participants can easily interchange. WooCommerce's hosted stores can support businesses of any scale yet small operations remain the most seamless. WordPress is an excellent SEO system that augments the built ecommerce content such as blogs easily.
WooCoomerce, much like other services is also self-hosted, which means that users will have to take responsibility for the security, updates, and performance, unless they decide to make use of the services of some other specialized hosting provider. Other than the fact that the core plugin is free, there are also other costs that can accrue if one opts for paid extensions, paid themes, or hosting services. In spite of the disadvantages of the core plugin, WooCommerce is still the most versatile of all other eCommerce systems, and is the most popular even among those users who want customisation and greater control [3]. 
1.2 Wix (≈250 words) 
Wix is an entirely cloud-based and hosted website development company that lets even those who do not have any significant technical ability to easily make an eCommerce store. By providing users with a user-friendly drag and drop website designer, as well as a comprehensive library of predefined templates, the company allows for quick and visual website development. In addition, Wix integrates other AI tools including the Wix ADI site generator to help even more to make the process quicker. [2]. Wix Stores has all the important features a business needs to get started and it includes: a product and an inventory management system, payment transactions, a shopping cart, a way to control the shipping and the tax to set a discount, and other important tools to help run a business. For businesses to perform sales activities, the platform also has a powerful and user-friendly interface to perform business and sales activities. 
Wix’s appeal comes from the fact that, unlike self-hosted solutions, Wix’s hosted solutions handle security updates, performance updates, SSL certificates, and offload a fraction of the operational workload of self-hosted solutions. Thus, particularly small and medium-sized businesses that want a quick and low-maintenance solution are drawn towards Wix. Additionally, the platform integrates with various social media and marketplace, and therefore enhances multi-channel selling. On the contrary, compared with open-source solutions, the level of technical customisation and flexibility, is lower and also, due to the platform’s proprietary nature, there are significant migration challenges. There may also be pricing increases with respect to premium applications or more expensive apps and with respect to more expensive tiers or subscriptions. Overall, however, Wix is a valid option for businesses that want a lower barrier of entry for usability, lower time barrier for ease of deployment, and want a comprehensive solution with all the features of a commerce platform [2].
Task 2. Mind-map of contemporary software applications
a. Mind Mapping and Its Benefits in Business Operations 
Mind mapping is an information visualization and organizational support method that uses keywords, associative links, and branches to position details spatially around a central theme. It is an adopted way to capture information in a freeform structure in a way that reflects the brain’s non-linear pattern of thinking and connecting ideas. A mind map begins with a central concept and branches outward to related ideas. This lets users observe elements of the relationships, patterns, and hierarchies in the mind map [4]. This technique enhances thinking and fosters the generation of ideas, making it a useful method in many areas of a business. 
Improved strategic planning and decision-making is one of the key advantages of mind mapping with regard to business operations. This method allows providing a visual representation of complex issues which enable a business manager to divide a large problem into smaller issues, discover possible solutions, and structure the problem and solutions in a logical manner. Mind maps facilitate considering every element of a problem, which decreases the risk of skipping essential elements in the development of business strategies and operational plans [5]. Such an integrated view is especially useful in business organizations that are constantly dealing with complex tasks and dynamic situations.

Increased team collaboration and communication is another benefit that comes from using mind mapping. When mind maps are used during brainstorming sessions and project meetings, team members are able to visualize and actively participate in the shared ideas. They are able to be fully engaged in the conversation instead of disengaging mentally and missing critical parts. This is particularly the case for teams that are interdisciplinary and have members coming from different fields of study [6]. 
Mind maps help in making information visible and easily digestible, which improves understanding and productivity of the team, and more productive meetings. Improved productivity and organizational workflow is another key advantage. Mind maps help workers structure their work, and in addition, assist with tracking, and prioritizing tasks. Mind maps are flexible, meaning that they are ideal for changing workflows since they are able to be modified quickly in cases of new data, changing due dates, or different project demands. This flexibility fosters the use of agile methodologies and fosters ongoing organizational improvements [5].
The act of mind mapping aids in retention of learning, which is instrumental in business-related tasks involving training, presentations, or onboarding. Mind maps improve memory recall, and comprehension, and they organize information in an easier-to-digest manner than linear notes. This is beneficial for employees experiencing difficulty with intricate and technical information. All in all, mind mapping is a tool with distinct advantages that aids in boosting efficiency in a business setting. The advantages are better planning, improved communication, and learning, which are all features that enable organizations to enhance productivity and more innovative thought processes [6].

b.	Create a mind map of contemporary software applications
[image: ]
Task 3. Office Applications
a.	Four office software solutions for business operations
MS Word

One of the most popular applications on the market for the creation and management of documents for many business purposes such as documentation and communication is Microsoft Word. With it, users can write and edit documents of different formats, such as documents for reports, letters, proposals, and manuals; and save them. The program is so widely used as it has somewhat of an intuitive interface, making it easy for the most novice users in the world of Microsoft products as well as for the most experienced ones to work on it. [7]. 
Major Features:
Microsoft Word has many characteristics and capabilities, including assistance with preparing business documents, tables, and mail merging. Additionally, documents can be spell-checked, grammar-checked, and real-time collaboration can occur. The Review tab has such changes as tracking, and comparing documents which helps with overall teamwork in the Review process. With Word, professional documents for any business use can look and feel complete as There is a tool for overall styles of a document and for additional formatting tools which have a high level of sophistication. With Microsoft Word integrated with OneDrive in the cloud, document storage is safe and computing can be done by several users in real time on a document. Word allows users to document presentations with the addition of tables, different types of media, and SmartArt [7].
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Benefits for Business:
Word helps boost productivity by having pre-made business templates, including invoices, agendas, and letters. Collaboration tools make remote working easier by allowing more than one user to work on and edit a document at once. The formatting versatility of Word ensures that documents remain professional and uniform, aiding communication across the organisation. The mail merge function works especially well to assist in mass personalisation in marketing and communication with customers [7].
[image: ]
Limitations:
MS Word can be versatile, but it can be very complicated for users with advanced formatting and/or large documents. When documents or files are overloaded with graphics, they can become very large. When sharing files, compatibility issues can occur across different versions or non-Microsoft platforms, though exporting PDFs helps mitigate this problem. Also, Word works by subscription with Microsoft 365, which can be expensive for small businesses [8]. Overall, Microsoft Word is very user friendly with good formatting and collaborative, and that is why it is an important and necessary application in business environments.
 
MS PowerPoint

Microsoft PowerPoint is a software program primarily used to create presentations to be used in professional environments in meetings, training, marketing, and reporting. It allows for the visual representation of information that can include text and images, as well as animations and other multimedia [7]. 
Major Features:
Microsoft PowerPoint has a variety of features that include personalized templates, custom slide transitions, animations, diagrams and graphs, and the addition of other multimedia. The presenter never has to worry about losing track of the slide when they use Presenter View to see their speaking notes. As of more recently, Microsoft PowerPoint has a Design Ideas feature that uses artificial intelligence to create visually stunning PowerPoint presentations. Microsoft PowerPoint allows for the collaboration of multiple users on the same presentation at the same time through cloud computing.[image: ]
Benefits for Business:
 PowerPoint strengthens communication in business by improving audience comprehension through visual representation of ideas. Presentations are exportable for efficiency as they can be saved as videos and PDFs or shared online for remote meetings. Actions such as sales presentations, employee training, reporting/updates on projects, management, and campaigns in advertising, are particularly useful. Incorporating different types of media, along with graphs, Excel, and charts make presentations more convincing [7].
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Limitations:
PowerPoint is limited in that some presenters depend too much on visual slides, and if the slides are overcrowded, it can lead to the audience feeling overwhelmed. Presentations are also at risk of losing their original formatting if the projector or computer is different. Experience in design is necessary to avoid making online slides that look chaotic. PowerPoint presentations can also suffer from lack of functioning properly if they contain too many videos or photos. However, in spite of all of these issues, PowerPoint is widely used in business to showcase presentations, as it is the only program that is able to organize and display presentations in a visually appealing and structured way [7]. 

MS Excel
One of the most common applications of Excel is in the in the business world. One of the most common business functions includes data entry and manipulation, analysis, forecasting, reporting, and financial modelling. Excel is a powerful business productivity tool as it includes data manipulation, statistical analysis, and data visualization capabilities. One of the most common business productivity tools in the world is Microsoft Excel [10].

Major Features:
Excel has a wide variety of capabilities which includes, but is not limited to, formulas, functions, charts, macros, pivot tables, conditional formatting, and data validation. Pivot tables are a made it easier to summarize large datasets and, in conjunction with powerful functions such as VLOOKUP, XLOOKUP, and other financial I IF statements, the data can be analysed more efficiently. Microsoft also offers tools such as Power Query and Power Pivot for data modelling. Excel includes a multitude of data visualization tools like line graphs, bar graph, pie graph, and dashboard which enables the user to present the findings in an easy-to-understand manner[7].
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Benefits for Business:
Excel is exceptionally good at helping organizations make decisions because it allows them to analyse data to make decisions. It is applicable to budgeting, inventory tracking, payroll, forecasting/ budgeting, business intelligence, tracking performance, etc. Managers find it easier to analyse data and make decisions because Excel has different formats, like graphs and dashboards. Excel can also be customized to specific business needs, whether it’s accounting to project scheduling [1].
[image: ]
Limitations:
Excel has limitations, including no longer being the best tool to use for very complicated spreadsheets. Its also a math teacher's worst nightmare, as a missing parenthesis in a long equation can cause the entire worksheet to return a wrong result. Large data sets can also result in siloed spreadsheets, a problem that cloud sharing can somewhat mitigate. More advanced features and functionality are also available but require training; inaccuracy and poor structure in data are also common in those less experienced. Excel is a tool that is widely used in modern business and its advance functionality and versatility is part of the reason [9].
 
MS Access
Microsoft Access is a database management program that companies use to keep, structure, and manage large sets of data. Having SQL's relational database engine integrated within, Access provides a more simplified interface that is more fitting for smaller scale companies.
Major Features:
 Users of Access can create and manage a database and use tables, queries, forms, and reports. There is also a linkage of tables, supporting relational data. Users can use the Query Designer for data retrieval, filtering, and analytics, and people do not need to possess more advanced SQL skills to do it. Access can also connect to tools like Microsoft Excel and SharePoint for data importing and exporting. Users can customize forms for data inputs and reports for data outputs that can serve managerial needs and be printed [10].
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Benefits for Business:
Using Access is advantageous for inventory management, customer record retrieval, HR record management, sales record management, and tracking project progress. Access allows multiple users to connect via a local area network and gives users the ability to automate tasks using macros. Access is much better than Excel at working with relational data, which helps in reducing data duplication and improving data integrity. Access is a good choice for companies that do not need enterprise-level products like SQL Server since it is very affordable.
[image: ]
Limitations:
Access is not very suitable for large size datasets and very large companies that need to collaborate in the cloud. Access works best on Windows-only systems and does not cater for Mac users very well. Access may become corrupted if many users are attempting to perform tasks at the same time, and using the system’s more advanced features may take some level of technical understanding. Access is becoming less popular as more and more cloud-based solutions become available[11].
 
b.	Practical demonstration of Two Office Features
 
Mail Merge

 1. Prepare Your Data Source (Excel File)
· First Name
· Last Name
· Address
· Email
· Phone
Make sure the first row contains column headers.
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2. Open Microsoft Word
· Create a new blank document
· Or open the letter/template you want to use for your mail merge
[image: ]
3. Go to the “Mailings” Tab
Click Mailings on the Word ribbon.
This tab contains all Mail Merge tools.
[image: ]
4. Start Mail Merge
· Click Start Mail Merge
· Choose the type of document you want to create:
· Letters (most common)
· E-mail Messages
· Envelopes
· Labels
· Directory
For this example, choose Letters.
[image: ]
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5. Select Recipients
· Click Select Recipients
· Choose Use an Existing List
· Locate and open the Excel file: mail_merge_sample.xlsx
· Choose the correct sheet (e.g., Recipients)
· Click OK
Word is now connected to your Excel data.
[image: ]
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6. Write Your Main Document
Type your letter normally.
Where you want personalized details to appear, leave space for merge fields.
7. Insert Merge Fields
Replace the blank spaces with fields from your Excel list.
· Place your cursor where the name should appear
· Click Insert Merge Field
· Choose First_Name
· Type a space, then insert Last_Name
[image: ]
8. Preview the Results
· Click Preview Results
· Word will show how each document looks with actual names
· Use the arrows to scroll through each recipient
Check for spacing or alignment issues.
[image: ]
9. Finish & Merge
When everything looks correct:
· Click Finish & Merge
Choose one of the three options:
a) Edit Individual Documents
Creates a new Word file containing all the personalised letters.
b) Print Documents
Sends all letters directly to the printer.
c) Send E-mail Messages
Used only when merging emails (requires Outlook).
[image: ]
10. Save Your Final Output
· If you chose Edit Individual Documents, save the final merged file.
· Save your template separately for future use.
[image: ]

If Statement

 Step-by-step: IF with text — mark “Present” when the name is Aisha, otherwise “Absent”
Sample data.
A1: Student Name
A2: John
A3: Mary
A4: Samuel
A5: Aisha
A6: Tunde
Goal
In column B show Present if the name in column A is Aisha, otherwise show Absent.
[image: ]
Steps
1. Open your Excel file and make sure the student names are in column A with a header in A1 (Student Name).
[image: ]
2. In cell B1 type the header: Attendance (or Remark).
[image: ]
3. Click cell B2 (the row next to the first student name). Enter this formula exactly:
=IF(A2="Aisha","Present","Absent")

[image: ]
4. Press Enter.
· If A2 contains John the cell shows Absent.
· If A2 contains Aisha the cell shows Present.
[image: ]

Task 4. Communication and Collaboration applications
a.	One contemporary Communication and one Online Collaboration applications/tools

MS Outlook

Microsoft Outlook is one of the major players in workplace communication applications. It is also one of the industry's most complete products, since it combines communication, scheduling, task management, and address book functionality with email integration. Outlook is also part of Microsoft 365, which integrates Outlook with other programs like Teams, Word, and OneDrive, ensuring that workflow organization is streamlined accross the different organizational Outlook is also one of the most complete products in its field. It is also part of Microsoft 365, which integrates with other programs such as Teams, Word, and OneDrive, providing seamless workflow organization across the different departments of an organization[12]

Key Features
 The most important of Outlook’s functions is its email client. Inbox management is customisable through filters, folders, rules and priority markers, and and the Calendar tool which scheduling meetings and reminders is central to the app. Integration with colleagues while setting up availability is key to Outlook. Contacts are stored in People and the app also allows management of personal and work-related tasks. Email security for sensitive business communication as a rule incorporated with encryption. The major aspects of organizational communication are protected by advanced cyber security Email Communication spam filters as of phishing detection and warnings. Alerts to cyber threats are integrated with cyber threats. The Focused Inbox exploits AI to process emails based on relevance. DPed in hands free work, the artificial intelligence systems of Microsoft are designed.
[image: ]

Benefits for Business
 Outlook improves effectiveness in communications in large organisations because people can manage Outlook email, calendar, and task calendar in the Outlook platform. Microsoft Outlook has created considerable advancements in collaboration, with the addition of Teams, and meeting scheduling and calendar syncing. Addiitonally, Outlook has integrated document sharing with Microsoft Text Sharepoint, resulting in documents that can be shared and opened in a protected text and can be opened on multiple devices. Outlook improves access and cloud computing improves efficiency in hybrid work environments {12].
[image: ]
Limitations
 Outlook mails can be slow to open as large mailboxes can slow the system, especially with sending and receiving large documents. The software can be complex (rules, shared and category mailboxes) to new users and complex to system administrators with data storage, retention, security, and compliance . Outlook integrates well, and security is a high priority for Microsoft and other large organisations, to remain a top communications business platform.
 
MS Teams
Users can collaborate, communicate, and share resources in Microsoft Teams in real-time. It integrates chat and video services, Microsoft 365 applications, and specialized tools for project management into one interface. Remote and hybrid work situations are supported. Mostly for meetings, training, and collaboration, Teams services are widely utilized in various sectors and purpose-built products and services [3].
[image: ]

Key Features
Teams includes chat capabilities which facilitate many communication forms such as private one-on-one, group messaging, and multithreaded discussion channels. Users may share and message files, photos, and hyperlinks. Meetings can be virtual and include collaborative screen sharing and split group sessions. Meetings can be recorded and captions created in real-time. Various communication management services can be organized by Teams Channels. Each group on a channel can collaborate synchronously on files using Word, Excel, and PowerPoint. SharePoint creates and maintains a secure version controlled central repository for all files. Various business applications such as Planner, Trello, PowerBI, and many customer relationship management systems can be added. This turns Teams into a digital operations center which is why many organizations use it. Organizational data is protected by many built in security features such as 2-factor authentication.
[image: ]
Benefits for Business
Teams fosters collaboration by giving employees a singular platform for communication, document sharing, and managing task workflows. It enables remote and hybrid working using video calls and cloud computing. Real-time co-authoring allows several users to edit a document simultaneously, cutting down on having to redo work. It also increases efficiency. The platform offers persistent channels for storing communication history, making it easier to pull information for other members of the team. Workflows are easier and more consolidated with available Microsoft 365 integrations. The Microsoft 365 integrations also streamline workflows and eliminate the use of other different apps.
Limitations
With so many available features, new users teams may find it complicated. If channels are too loose on structure, larger organizations will have to deal with notification overload. Other limitations include the risk of performance and storage problems when working with big files and many channels. Reliable internet connection is required for working together on video calls. Even with their limitations, Teams are great collaboration apps. Modern companies have the ability to collaborate and communicate effortlessly.
 
b.	One feature of a freely available Communication (1) and one feature of a Collaboration (1) application
 
MS Outlook
 Testing the Email Messaging Feature of MS Outlook
1. Open MS Outlook
· Launch the Outlook application on your computer or open Outlook Web Access (OWA) in a browser.
[image: ]
[image: ]
2. Compose a New Email
· Click “New Email” on the Home tab.
· A blank message window opens.
[image: ]
3. Enter Recipient Details
· Type an email address in the “To” field.
· Add a subject line (e.g., “Testing Email Messaging”).
· Type a short message in the body.
[image: ]
4. Attach a File (Optional)
· Click “Attach File” to test attachment capability.
[image: ]
5. Send the Email
· Click “Send”.
· The email should move from the Outbox to the Sent Items folder.

[image: ]

Ms Teams: 
Testing Real-Time Chat

 1. Open Microsoft Teams
· Launch the MS Teams desktop app or sign in through the web version.
[image: ]
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2. Open the Chat Section
· Click Chat on the left menu.
[image: ]
3. Start a New Chat
· Click “New Chat”
· Type the name or email of the person you want to message.
[image: ]
4. Send a Message
· Type “Testing real-time chat” in the message box.
· Press Enter to send.
[image: ]
Conclusion
There is no doubt that current software systems are very beneficial in assisting and streamlining everyday business functions. With tools like MS Word, PowerPoint, Excel, and Access, companies are able to organise information, process and evaluate information, and communicate information. While Outlook and Teams allow users to communicate in and out of the office, ensuring that all functions of the business are able to run seamlessly. These software systems are able to improve efficiency, to aid in strategic planning, to refine collaboration among employees, and to enhance order and structure in business processes. With the increasing digitalisation of companies, the appropriate combination of software systems in an organisation is essential to remaining competitive and achieving operational efficiency. Understanding the various business systems and what they offer is crucial in selecting the systems that will achieve the organisation’s objectives in the most efficient and effective way. These business systems enhance productivity, allow for unrestricted and effective communication within the organisation, and allow the organisation to be flexible and agile to the current business conditions.
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RE: IMPORTANT INFORMATION REGARDING YOUR ACCOUNT

We are reaching out to inform you of an important update regarding your account with us. As
part of our ongoing commitment to improving service delivery, we are currently reviewing all
client records to ensure accuracy and efficiency.

According to our records, the contact information associated with your account is as follows:
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+ Phone: «Phone»

Please review the above details and confirm that the information is correct, If any update s
required, kindly reach out to our support team immediately so we can amend your record.

We appreciate your prompt attention to this matter and thank you for your continued
cooperation.
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