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[bookmark: _Toc224054510]Introduction
Introduction to computer software. Software is a collection of computer programs used at the workplace, procedures and functions that perform specific tasks.
[bookmark: _Toc224054511]2 types of software
System software and Application software (1).
Operating System (OS) is a master program that manages providers common services for software that runs, it performs specific task relating to the administration.
Firmware
This is electrically programmed into a computer chip. Firmware is a low level program that allows to complete specific hardware task (2).
Development tools programming software
Used by developers to create other software, including IDEs, compilers, and debugging tools.
[bookmark: _Toc224054512]References
(1) By J. Glenn Brookshear and Dennis Brylow. (2) Engineering and Development standards.



[bookmark: _Toc224054513]Task 1. e-Commerce Website builders/software solutions (Approx. 500 words) 
Software Solutions offers industry-specific Cloud ERP and business management software. It helps improve operational efficiency through automation and helps scalable, flexible platforms that facilitate growth at your workplace.
[bookmark: _Toc224054514]Key Benefits of ECI Software Solutions
· Tailored Solutions: Solutions are tailored for niche Building Supply and Field Service, ensuring relevant tools at your workplace.
· Cost Efficiency: Promoting flexibility and reducing IT infrastructure costs at your workplace.
· Scalability: Scalability to grow with the business, allowing your workplace for long-term, scalable use.
ECI Software Solutions benefits include Vision insurance, Dental insurance. The benefits package includes health, dental, and vision insurance.
Note: This website uses cookies and similar technologies to keep things working smoothly at your workplace.
· Software solution is a broad term that covers the full spectrum of applications, tools and services designed (3).
What is the meaning of software solution?
In a fundamental sense, software refers to programs that perform a particular set of tasks.
Reference
(3) www.sciencedirect.com
The advent of software solutions has created new avenues for enterprise for continuous. Some Businesses have always been on a quest to achieve higher levels of efficiency and productivity.
Software solution is a part of the data management strategies of the most large scale.
[bookmark: _Toc224054515]Task 1 Shopify
Shopify is a popular e-commerce website builder that allows people at the workplace and businesses to create online stores and sell products on the internet. Shopify was launched in 2006 in Canada and was used by millions of businesses around the world. Some features of Shopify is that it is easy to use by everyone (1).
[image: ]



Online store quickly & users can also customise their store by changing colours, size and images, like when I order my dress, descriptions, prices, and categories (2). Shopify includes marketing tools to help businesses grow.
Reference
(1) Product Reference, 9/3/2023 (2) Reddit Reference 2023
Task 1 Software Solutions
The problems I had based on my experience, was the bank send me a email which was sent by a scammer, wanting £100 of me. I realise it was a lie, I did not pay any money and stop communicating with the person immediately.
Common software problems include, are not limited to, crashes, freezing, or slow performance. The problems can be solved by updating, reinstalling and ensuring proper system compatibility and cleaning up corrupt drivers (1).
Security vulnerabilities, outdated software or weak codes can leave systems exposed. Usability issues, poor UX/UI design can hinder productivity.
Common software solutions: Restart and Reboot. A simple restart of the application or device can clear out minor errors (2).
[bookmark: _Toc224054516]References
(1) Sommerville (2011) Bourque (2) Bourque and Fairley 2014

[bookmark: _Toc224054517][image: ]Wix

wix is a cloud based, all-in-one website builder that allows you to use at work. wix studio, a platform designed specifically for creative wix is free, your content through a drag-and-drop editor, then managing your site via a central dashbard. wix offers two primary ways to build your site with relevant text and images in a minute, on microsoft ward you can find step-by-step the only wix tutoria (1)

Reference
(1) How to use wix step-by-step the ony wix tutoria. 25 Sept 2025.

[bookmark: _Toc224054518]Task 2. Mind-map of contemporary software applications (Approx. 500 words).
A mind map is a visual, non-linear diagram used to brainstorm and organize work in a team by branching related ideas off a central topic. It converts problem-solving, productivity, creativity, and memory retention into a more accessible format. Some people call it "brainstorming," which allows for free-flowing organic idea generation and creative thinking in group teamwork.
[image: ]




[bookmark: _Toc224054519]Creation of mind map
A. A mind map is a visual non-linear diagram used to brainstorm, organize at work in a team, by branching related ideas off a topic. It converts problem-solving, productivity, creativity, and memory retention. Some people call it a Brainstorming allows free flowing organic idea generation, and creative thinking in a group teamwork. The benefits in your workplace improved structure, transforms long notes into organized, hierarchical diagrams using color-coding as you create a mind map (1).
The original guide by Tony Buzan (1996) that defines the "radiant thinking" guidelines for colour images and keywords. To improve memory, creativity and learning by mirroring your brain's in a natural associative patterns and diagrams. Having visual, symbolic representations of information, structures (2).
B. Put mind map [Hand-drawn sketch of a mind map]
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[bookmark: _Toc224054520]Workplace Benefits
· Improved Structure: Mind maps transform long notes into organized, hierarchical diagrams.
· Visual Coding: Use color-coding as you create a mind map to enhance clarity.
· Radiant Thinking: Based on the original guide by Tony Buzan (1996), mind mapping follows "radiant thinking" guidelines using color, images, and keywords.
· Brain Mirroring: These diagrams improve memory, creativity, and learning by mirroring the brain's natural associative patterns and diagrams through visual, symbolic representations of information and structures.

[bookmark: _Toc224054521]References
(1) Tony Buzan is popularised in 1974. (2) Tony Buzan (1993/1996)
Task-2 mind maps
A mind map boost business in a team efficiency by visualizing complex information. Like a brainstorming. They enhance productivity setting up projects at the workplace, allowing team to quickly align on goals, identify risks and innovate.
Improved Brainstorming and creativity help generate new ideas by visually connecting concepts, are problem-solving. In mind maps we are strategic planning, setting goals, note-taking, formatting, mapping out features, organizing in a group sharing it across the team (3).
Reference
(3) Information Retention by Farrand Hussain, 2002.
Description and Benefits of mind mapping in Business
Is a visual technique used to organise ideas, information, and tasks at the workplace. This makes complex information easier for everyone. In business environments, one of the key benefits is to improve team (4).
Reference
(4) Davies, M 2011
A mindmap allows employees and work team to visualise connections between goals, ideas and tasks in a simple format. Brainstorming sessions are developing new products. Mindmapping tools, have MindMeister, XMind and Miro, what makes it even easier for teams to collaborate in real time. As a result, mind mapping has become a very important tool for improving collaboration and productivity in all business (1).
The cons of mindmap
Mindmaps can be overly complex and time-consuming, it can overload making them less suitable (2). Mind maps need to be a group of short words and phrases, not a long set. This idea is to trigger your brain into remembering keywords.
[bookmark: _Toc224054522]References
(1) Hussain F (2002) (2) Buzan T 2011




[bookmark: _Toc224054523]Office Applications for creating, storing, presenting, and analysing         information/data (Approx. 2000 words). 
[bookmark: _Toc224054524]Microsoft PowerPoint
· PowerPoint is Microsoft’s presentation software for creating presentations with text, images, and videos. It allows users to design visually engaging presentations from scratch or templates. (1)
· PowerPoint has a various of Utilities such as photo editing known as ‘Picture Format’ giving the user adobe photoshop like features but provided by Microsoft, Slide Show is another is widely used by Teachers, Students and entrepreneurs.
· PowerPoint has Transitions and Animations giving the user customization to their slides to change how they transcend and come in, this also gives the users slides a new feel coming from the basic animations and transactions. 
· PowerPoint has a various of Utilities such as ‘Design Ideas’ and ‘Designer’ giving the user professional graphic designer like features but provided by Microsoft, SmartArt is another widely used by Educators, Speakers and Managers.
· PowerPoint has Morph and Zoom giving the user customizations to their presentations to change how they flow and connect, this also gives the users slides a cinematic feel coming from the basic slides and bullet points.
How to use micro powerpoint
· PowerPoint sometimes is used to create visual presentations by adding text, chart making, taking images, also slides which are used at work.
Start by opening a blank presentation, step 2 use the "Home tab" to add slides, then tab to customize (1). As a student I use Microsoft PowerPoint to creating a structured presentation, you have to watch and learn the training guides.
The Disadvantages of PowerPoint Like some tool, there are drawbacks that will come along with using PowerPoint: over-relying solely on slides, putting a lot of information into slides, or just firming to stay with conventional modes of being creative. Sometimes it may not be the best choice for all presentation types (2).
References
(1) PowerPoint tutorial for Beginners 2026 (step by step) (2) Science Direct 2025.
[image: ]
[bookmark: _Toc224054525]MS Access
· Microsoft Access is a relational database management system. MS Access features include:
· Purpose (2)
· Key components
· Automation
· Data handling
Access has a bunch of utilities such as ‘Table Design’ and ‘Relationships’ giving the user SQL server like organization but provided by Microsoft, Access also has forums and reports giving the user customization to their database to change how data is inputted and displayed as this gives the user files and a professional interface compare to basic spreadsheets and lists.
[image: ]
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[bookmark: _Toc224054526]MS Word
· Microsoft Word is a powerful word processing software (e.g., tables, images, templates, and text styling). (3)
Microsoft Word has a variety of utilities such as ‘Style’ and ‘Layout’ giving the user desktop publishing like features but provided by Microsoft, Mail Merge is another future widely used by Office Clerks, Writers and Human Resources.
[image: ]Microsoft Word is used for creating, formatting, editing and printing text-based documents, professionals use this to produce reports, letters and resumes also including tools for grammar and spell checking.

[bookmark: _Toc224054527]MS Excel
· Microsoft Excel is a powerful spreadsheet program from Microsoft. It utilizes data grids to analyse and visualize data for personal or business use. (4)
· Microsoft Excel has a variety of Utilities such as ‘Pivot Tables and ‘Data Analysis’ giving the user data scientist like features but provided by Microsoft, VLOOKUP is another feature widely used by accountants, Project Managers and Analysts.
· Microsoft Excel has Charts and Condition Formatting giving the user customization to their data grids to change how they are visualised and interpreted, this also gives the users data a professional look coming from the basic tables and numbers. 
[image: ]



References
· (1) Gaskins, wrote in 1984.
· (2) June Diane Raphael, 2013.
· (3) Bill Gates and Paul Allen, 1981.
· (4) Odyssey Team, 1983.
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[bookmark: _Toc224054528]Testing two Excel functions
Microsoft Excel foundation can
[image: ]covers the essential basics
for beginners, focusing on navigating
the interface/ entering data,
and utilizing foundamental
formulas and formatting. It
server as a starting point to help
users work with spreadsheets,
confidently efficiently and ~~teg~~
Logically (1)
[bookmark: _Toc224054529]IF Function
What is the IF function?
IF function in Excel returns
1. Open your Excel online workbook
2. Click on an empty column
3. Type the formula
$=IF(I5>1000, "Good job", "do more")$
4. Press Enter, then drag the fill handle to apply to other rows.
5. The column will now display " Good job" or "do more" based on total revenue.

Nested Ifs can also be used
$=IF(I5>=1100, "Great job", IF(I5>=1000, "Good job", "do more")$

[image: ]
Figure 1 Testing of IF function.
[bookmark: _Toc224054530]Pivot Table
Here I explain how to create a pivot table in Excel

Select the sales dataset (A1 - J11)

Go to Insert -> Pivot Table.

Choose New worksheet and click ok.

In the Pivot Table Fields panel -
Drag salesperson to the rows

Excel generates a summary table showing total revenue per salesperson.


[image: ]
Figure 2 Testing of Pivot Table.


Reference
(1) Excel founctions 2021 Bible
by John Walkenbach.

[bookmark: _Toc224054531]Task 3: Communication and Collaboration.
When I first started, I felt anxious but when I started my module, my lecture was excellent. That made me have a lot of confidence. I found time in my busy lifestyle to complete my work. I learned different facilities, how to use Microsoft Word, using to create text documents, images and different charts. I found out the features in Microsoft Excel. In the past I used to design charts for the nursery, that brought back lots of nice memories. I learned to insert pictures in Excel using a formula, use the Image ("URL") function, which fetches an image from a secure (HTTPS) online source directly into a cell. Supported include PNG, JPG and GIF with options to fit or resize your image (3A).
[bookmark: _Toc224054532]References
(3A) – Developed and announced by Microsoft 2022
[bookmark: _Toc224054533]Skype
Using Skype on your phone will provide the user flexibility of desktop-grade communication, voice and video calls, while on the go. Also it is free Skype to Skype calls. Skype is used worldwide and offers low-cost or free calling options (1). 
[bookmark: _Toc224054534]Email
To use email, you need to log into a provider like Gmail or Outlook, click "Compose" as you write a new message, type your message and click to "Send" emails (2). Some people like to save their emails into categories to help them find the email easily.
The cons of Email Often outlined in PDF guides on etiquette and business communication. Email is a primary vector for malware, viruses, and phishing attacks (3).
References
(1) Microsoft Skype 5 May 2025. (2) T Nguyen personal communication 2/24/2020. (3) 2020 MR T Nguyen
Hardware performance Analysis
Hardware diagnostics by using DirectX Diagnostic tool, to check display or sound or input devices. System performance is by using built-in tools like Task Manager, to analyze CPU usage. Some tracking tools—utilize tools manage hardware, track who which device, and monitor warranties (1).
Benefits for Businesses
PowerPoint helps communicate ideas, written reports, any presentations, making slides that include images, presentation of a video (2).
[bookmark: _Toc224054535]Reference
(1) Health and Safety screen regulations 1992 (2) Stair, R, and Reynolds, G, (2020)


[bookmark: _Toc224054536]Conclusion
Conclusions
[image: ]Office software applications play an essential role in modern business operations: PowerPoint, Microsoft Excel, and Microsoft PowerPoint. Each application offers unique features. PowerPoint [for] visual present, Excel for database management, this tools improve productivity. One benefit is improved data accuracy and consistency. Access also helps supports report generation, it helps analyse businesses data. Microsoft Access is a database system to store, organise, and manage the amounts of all data. Excel uses spreadsheets, and Access stores data, tables, forms, reports (i). Limitations vs strengths: Excel also has some very big datasets can slow down performance (1).
Based on my findings from Tony Buzan's work, mind mapping is a brainstorming and memory improvement technique. He transformed traditional note-taking methods into visual techniques used by people in the workplace. The key conclusion is the creative process. His techniques are widely used in Education.






[bookmark: _Toc224054537]References
(1) Microsoft Corporation, 2024 (2) Microsoft Corporation, 2024
(2) Microsoft (2023) Buzan T. (2018)

[bookmark: _Toc224054538]Reflection
I am Sabina and the very last time I was in College on a Computer was 15 years ago so it was difficult to reset my brain to use Microsoft 365 Applications I went on the several different websites to find all the information then I wrote everything down on ‘A4 Paper’ when I was happy with my work then I scanned those Papers with Gemini and inserted them into several MS Word documents this procedure was done with my phone camera.
Presently I am working with children who got special need. I have to interact with professional people like social workers, doctors etc. I am learning about learning more about it because we have to all communicate on Microsoft Word. This will enable me to write detailed reports, logs and daily diary.
My lecturers helped me a great deal, I am pretty happy with my module this time, I enjoyed some of my task.

Me as a teacher and working with children, I used these methods as we observed children's development and skills. In a team, we designed mind maps and colourful charts (e.g., colour mixing charts).
· I learned about different facilities and how to use Microsoft Word, including using it to create text documents, images, and different charts.
· I found out about the features in Microsoft Excel. In the past, I used to design charts for the nursery, which brought back lots of nice memories.

I learned how to insert pictures in Excel using a formula. By using the = IMAGE ("URL") function, an image is fetched from a secure (HTTPS) online source directly into a cell. Supported file types include PNG, JPG, and GIF, with various options available to fit or resize your image. (3-A)
Description of selling books charts on Microsoft Word
[image: ]Creating and describing book charts involves the "Insert Chart" function, using Excel-based data to input the visualization directly into the document, making graphs such as a column bar chart (1).

In class, we focused on how to use software applications for enhancing productivity, workflow, and communication. Productivity in a business context refers to how efficiently tasks are completed and how effectively products or services are delivered to customers (1).
We need to join tables in relational databases; these are operations that combine data from three or more tables based on a related column (2).
[image: ][image: ][image: ]
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