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[bookmark: _Toc212037696]Introduction
[bookmark: _Toc212037697]This report examines the software used in modern business operations and evaluates its contribution to workflows. First, it explains and assesses how popular e-commerce platforms like WooCommerce and Wix automate business processes. Then, it explains the advantages of mind mapping in strategic planning and demonstrates how basic office programs like MS Word, PowerPoint, Excel, and Access offer practical solutions. Finally, the third section highlights MS Outlook and MS Teams, which enable modern collaboration and communication processes.
Task 1. e-Commerce Website builders or software solutions
[bookmark: _Toc212037698]Popular e-commerce website builders and software solutions include Shopify, Magento, BigCommerce, Squarespace, Adobe Commerce, WooCommerce, and Wix. WooCommerce and Wix are among the most widely used modern online store solutions due to their unique features and accessibility.
1.1 WooCommerce
According to Forbes, WooCommerce, the world's most popular open-source e-commerce plugin built on WordPress, can transform a standard website into a digital store in seconds. Its customizability and ability to automate business processes make it a standout among technological solutions for businesses.
Enhancing Workflow and Productivity
One of the most significant contributions of WooCommerce to a business is the automation of its workflow and productivity. Because it is open source, it can integrate directly with the accounting software, shipping companies, and CRM systems the business already uses.





[image: ] 
Figure 1.
As shown in the above simulation (See Figure 1), adding a new product ("Ergonomic Office Chair") can be done very intuitively. Without requiring any technical coding knowledge, businesses can efficiently manage inventory and integrate the platform into existing software because of its open-source and flexible architecture  [1]. By replacing this feature and helping to eliminate all staff working hours which is spent just on typing data into terminal, remove a large amount of potential human mistakes as consequence [1], the operational productivity increases directly and because of better entire workflow.
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Figure 2.

Woo Commerce has a built-in analytics dashboard that can drive strategic management processes, as seen in Figure 2. By this interface, the management team can use to see daily sales trends along with net revenue and customer orders in one screen. Displaying complex data in this easy-to-consume manner makes it far easier for managers to make well-informed, data-driven decisions on marketing and inventory management [2]. The centralized reporting system reduces the time taken for all manual calculations and maximizes the efficiency of your entire workplace [2].
Limitations of WooCommerce
[bookmark: _Toc212037699]There are also some limitations for business owners when using WooCommerce. Because the plugin is hosted on their own servers, businesses must manage security, backups, and updates themselves. While the basic plugin is free, many premium features and professional themes are only available as paid plugins. Finally, implementing and configuring the platform may require technical knowledge or the assistance of a web developer.
1.2 Wix 
Wix is ​​one of the most popular cloud-based website builders, enabling businesses of all sizes to create beautiful and easy-to-manage online stores. Furthermore, Wix is ​​built on a self-service system that overcomes technical barriers in businesses' digital transitions far more effectively than traditional converters. Wix is ​​also highly efficient in terms of business processes and workflows thanks to its technology.
Streamlining Operations and Workflow
From a technological standpoint, Wix is incredibly effective at streamlining business workflows and enhancing productivity.
[image: ]
Figure 3: Simulation of the Wix product management interface.
As shown in the simulation above (Figure 3), the product management interface is straightforward and user-friendly. This simplicity ensures that even staff with no technical background can update product details, adjust prices, or manage inventory within seconds [3]. By removing the dependency on external web developers for daily website updates, the business saves time and reduces operational friction, thereby directly improving overall workplace productivity [3].
Supporting Decision Making
Moreover, Wix serves as an integrated management hub that supports strategic business operations.








[image: ]Figure 4: The Wix Analytics dashboard displaying real-time site traffic and sales metrics.

As demonstrated in the second simulation (Figure 4), the Wix Dashboard presents real-time data on site traffic, sales conversions, and customer behaviour. Providing these clear, accessible metrics supports managers in their decision-making processes, allowing them to allocate marketing budgets more effectively based on actual performance data [4]. Utilizing this built-in reporting tool ensures that business strategies are driven by accurate data rather than intuition, maximizing long-term efficiency [4].
Limitations of Wix
While Wix is ​​user-friendly, it also has some drawbacks. A significant weakness of its website templates is the difficulty of switching to a better-looking template once they've been published. Wix is ​​also a closed-source platform, meaning businesses are limited in terms of the technical SEO and advanced customizations they can access compared to open-source solutions. Additionally, scalability may be more limited, especially for high-volume stores, as the platform isn't designed for large-scale enterprise operations.


[bookmark: _Toc212037700]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc212037701]Mind mapping and explain the benefits of using mind mapping in business operations

Description and Benefits of Mind Mapping in Business Operations
Mind mapping is one of the most suitable and preferred visual techniques for indicating relationships between ideas, tasks, or concepts. For example, a mind map [4]. is derived from the concept of radial thinking, where entities radiate outwards from a canter on a blank page, representing related subtopics, tasks, and keywords in a non-linear way. This makes mind maps an advanced form of note-taking that breaks free from linearity, enabling a new way of visualizing information in the modern business world.
Better Creativity and Ideation: Unlike traditional linear approaches, mind maps reflect the brain's natural methods of association. Teams can use visual diagrams to connect ideas, facilitating lateral thinking and rapid generation of ideas, which allows for a much wider range of new solutions to be generated in brainstorming [6] It is particularly effective in marketing and product development teams.
Streamlined Project Planning and Management: Complex business projects often contain a lot of detail, which can be exhausting. Mind mapping allows project managers to visually break down large strategic goals into smaller, more manageable tasks [5]. Visually separating tasks makes it easier to identify dependencies, allocate resources, and create timelines, which directly leads to improvements in overall workflow and operational efficiency.
Defeating Operational Bottlenecks: When managers in any area begin to identify operational constraints, a mind map allows for a visual breakdown of the problem into its root causes and effects. This holistic view of the situation enables managers to make comprehensive decisions based on understanding interconnected aspects rather than relying on isolated symptoms [7].
Better Communication and Alignment Across Teams: It is much easier to communicate complex business strategies visually. Using mind maps to share goals or new software applications allows all stakeholders to easily understand the "big picture" and their specific issues within it [6]. Visibility helps reduce miscommunication between departments.

In summary, mind mapping increases organizational efficiency by transforming complex, abstract business data into actionable visual strategies.
b. [bookmark: _Toc212037702]Create a mind map of contemporary software applications

Figure 5: Mind Map of Contemporary Software Applications for Business Operations.
[image: ]

Figure 5: Modern Software Ecosystem It illustrates all the diverse apps that come under a mind map as common in the business world today? It organizes a total of 6 major categories of essential tools — Office Productivity, Communication, Finance, E-commerce, Project Management and Emerging AI Technologies. The above diagram demonstrates how Integrated software solutions to organizations streamline the organizational workflows and perform operational efficiency with this kind of processes (example MS Office for data management, MS Teams for collaboration)

[bookmark: _Toc212037703]Task 3. Office Applications
0. [bookmark: _Toc212037704]Four office software solutions for business operations
[bookmark: _Toc212037705]MS Word
Microsoft Word is the modern industry standard word processing software package for professional documents, reports, and formal correspondence in today's business world. Its most basic function is the rapid generation of standard business documents using templates. In addition, it enables departments to work simultaneously or asynchronously by using its "Track Changes" and commenting features [8]. This collaborative capability greatly improves business operational efficiency by speeding up document approval processes.

However, MS Word also has some limitations in business operations. The software is particularly slow, and can even crash, when working with large documents – specifically those that extend to hundreds of pages with graphics throughout. Furthermore, its design and layout capabilities are minimal compared to professional desktop publishing software (e.g., Adobe InDesign) [9]. Another disadvantage is the time lost by businesses dealing with formatting and alignment issues when transferring files between different word processors (such as Google Docs or Apple Pages).
[image: ]
Figure 6: MS Word Interface
[bookmark: _Toc212037706]MS PowerPoint
Business Context — Microsoft PowerPoint, the industry-standard presentation software, is used in business settings to present ideas, strategies, and reports visually. Its main features are a large selection of professional templates, “SmartArt” graphics and the ability to add multimedia components, including videos and audio, in slide decks [10]. The advantage of PowerPoint is improved visual communication, which helps to make complex information easier for stakeholders to digest in a meeting or training setting.
But PowerPoint also has some limitations that can hinder the efficiency of a business. A widely datelined issue is known as Death by PowerPoint, where in over-reliance on text-heavy slides leads to audience disengagement [11]. Also, big presentation files with high-resolution media can be tricky to send through email and may cause performance lags on old hardware, so that is a downside for crucial business pitches.
[image: ]
Figure 7: MS PowerPoint Interface


[bookmark: _Toc212037707]MS Excel
It is an advanced spreadsheet software widely used for business data analytics, budgeting and inventory management. This includes powerful built-in formulas, PivotTables for data summarisation, and dynamic charting tools [12]. From a business standpoint, the greatest advantage is the capacity to turn raw data into useful processors that enable more accurate, data-centric analysis and enhance productivity.
While MS Excel is a versatile tool, it has many limitations in terms of use in the office. It is extremely susceptible to human error; a single wrongly entered formula or manual entry can result in overdraft numbers by thousands or even millions of dollars [13]. Moreover, Excel is not a relational database and tends to perform poorly with large datasets in volume — including hundreds of thousands of rows, which relegates the tool far behind true enterprise data storage systems.
[image: ]
Figure 8: MS Excel Interface

[bookmark: _Toc212037708]
MS Access
Microsoft Access is a widely used relational database management system (RDBMS) designed for business applications where structured data organization in flat file spreadsheets is insufficient. A salient aspect of Access is its ability to join multiple data tables and allow for more complicated queries and custom data-entry forms to be created by the user without advanced programming knowledge [14]. The main benefit of using Access is the major reduction in data duplication and increased data integrity, which is crucial for effectively managing complex customer relationship management (CRM) and supplier systems.
On the other hand, MS Access has its own set of constraints that prohibit larger organizations from utilizing it at scale. A significant limitation of access is its steep learning curve; unlike MS Word or Excel, to use access effectively one needs a basic knowledge of database design principles, which usually requires training of additional staff [15]. Moreover, its built-in 2-gigabyte file size limitation and restricted number of concurrent web-based users are insufficient for enterprise-grade operations requiring highly scalable, cloud-enabled database solutions.
[image: ]
Figure 9: MS Access Interface


0. [bookmark: _Toc212037709]Practical demonstration of Two Office Features

[bookmark: _Toc212037710]Mail Merge
One of the most powerful features of MS Word is Mail Merge which allows you to create bulk emails for customers or a promotion letter with personalized content. It can vastly reduce the time and human error involved in data entry when a main document template is linked to some data source (for example, an address list).
Here is an example of how Mail Merge might be used to create individual letters to customers:
Step 1: Building the Data Source First of all, a recipient list was created in Word to provide the database. The team entered fictional customers, including their names and company details.
[image: ]
Figure 10: Creating the recipient data list in MS Word

Step 2: Adding Merge Fields For this process, a standard letter template was created. Rather than typing in names, “Merge Fields” were used in the document. These are placeholders that dynamically fetch data from the recipient list previously created.
[image: ]
[image: ]
[image: ]
[image: ]
Figure 11: Inserting merge fields into the document

Step 3: The Merge is Completed Finally, we executed the "Finish & Merge" function. The software took the data and produced individualize​ed letters for all clients on the list to be sent out.
[image: ]
[image: ]
[image: ]
Figure 12: The final merged documents displaying personalized information


[bookmark: _Toc212037711]
If Statement
[image: ]
Initial setup with employee sales data. The "Bonus Status" column is empty and ready for formulas.

[image: ]
Writing an IF formula in the "Bonus Status" column to evaluate if the sales amount meets the target.
[image: ]
The IF formula is executed, displaying the evaluated result for the first employee.
[image: ]
Displaying a new dataset with employee records. The target calculation column is blank, preparing for another IF statement.

[image: ]
Entering the IF formula to evaluate if the sales amount meets or exceeds the target, outputting either "Target Met" or "Missed".
[image: ]
The IF formula is executed, displaying the result for the first employee based on whether their sales met the target.

[image: ]
The IF formula is applied down the entire column, displaying the final evaluation results for all employees.

[bookmark: _Toc212037712]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc212037713]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc212037714]MS Outlook
Microsoft Outlook is one of the staple products in business communication and personal information management. It evolves well past an ordinary email client, to become a complete, one-stop system for managing emails, calendars, task management and contacts [16]. Outlook is a key enabler within current business processes, and it paves the way for efficient time management solutions so that employees maximize their working hours while guaranteeing timely and professional internal and external interactions.
First and foremost, Outlook's powerful email management system takes the load off managing all additional mails which is an ongoing challenge in a fast-paced corporate environment. By utilizing the features such as "Focused Inbox", smart searching, and personalized folder hierarchy’s employees can manage important communications [17]. The application also allows users to create automatic rules (as well as "Quick Steps") to send emails that contain certain keywords and/or are from specific clients directly to a folder. Thus, by automating these tasks the burden on admin work is reduced and the staff can concentrate on core business [17]. Shared Mailbox Options and Benefits – For organizational efficiency shared mailboxes are an essential solution for your department like Customer Support, Human Resources or Accounts Payable. To ensure both efficiency and a single email address for which multiple team members can monitor and respond, businesses leverage Shared inboxes to handle both customer inquiries and internal requests without overlaps in work [16].
Secondly, the calendar system built into Outlook is probably one of the biggest features available and used by businesses with it. The function, called "Scheduling Assistant," changes the way meetings are scheduled by enabling organizers to check availability and free/busy status of all invited users at once [17]. This transparency does away with the back-and-forth email chains of yore to find an agreeable meeting time and avoids running into scheduling conflicts. Secondly, the tool allows multinational companies to schedule global virtual meetings across regions with its advanced time-zone handling.
In addition, its deeper integration with the wider Microsoft 365 ecosystem improves productivity across the board. Seamlessly in integration with other applications such as Microsoft to Do and Planner can flag an email in Outlook and turn it automatically to a scheduled task with deadline [16]. Outlook incorporates enterprise-level safeguards, which makes it enterprise-grade secure, and security paramount to modern enterprises. It features state-of-the-art threat defence methods, intelligent spam filtering preferences, anti-phishing net of protocols and end-to-end encryption tools [18]. This level of protection safeguards sensitive commercial data, customer information and strategic messaging from rising cyber threats. In the end, MS Outlook provides a single-source coverage platform that is secure and highly used by any business for communication purpose daily.

[bookmark: _Toc212037715]
MS Teams
Distinct by any measure, Microsoft Teams has transformed the concept of a digital workspace, arriving as a robust new interface for work housed in an online collaboration space that is perfect for contemporary business operations. As the world standardizes on remote, distributed and hybrid work models, Teams is like an organization nervous system where any geography disappears. The platform combines instant messaging, HD video conferencing, real-time file sharing and project management in a single interactive interface, enabling businesses to operate at an unprecedented level of agility and collaboration [18].
The biggest impact Teams has had on corporate collaboration is its architectural transition from monolithic, siloed communication. Using "Teams" and specialized "Channels," organizations build specific digital workspaces focused on departments, projects or operational topics [19]. It replaces scattered and ephemeral email threads with transparent, searchable chat logs that everyone involved can see. As a result, employees can have quick, casual conversations speeding up feedback loops and overall decreasing the "time-to-decision" [18]. It is noted that use of Teams significantly reduces the number of internal emails sent, alleviating email fatigue and helping employees locate key contextual information much quicker [19].
In addition, the Microsoft Teams crisp virtual meetings and video conference calls are all a part of the awe-inspiring features offered by MS Teams. Virtual meetings can be just as (if not more) effective than in-person ones with features like HD screen sharing, AI-powered background noise suppression, live transcriptions and cloud meeting Comcentre recording. By using Microsoft Whiteboard, remote teams can conduct digital brainstorming sessions in real time as if they were in the same room. Such digital tools reflect into significant cost savings on travel expenses and physical office overhead for business but also improve team connectivity and morale [18].
Additionally, the no-code/low-code nature of the platform allows it to integrate with Microsoft 365 suite and support actual real-time collaboration through "co-authoring." With backend support from SharePoint and OneDrive, all team members can open and edit Microsoft Word, Excel, and PowerPoint documents at the same time in Teams [19]. This should get rid of one of the long-lasting bottlenecks in business operations: version control and duplication of files. Real-time editing makes it easy for employees to see each other's edits and leave contextual comments, with a single source of truth paired with at-a-glance critical documents. Moreover, there are hundreds of third-party enterprise applications (e.g., Trello, Salesforce, and Jira) that work well with Teams which makes it much more than a communication tool but rather an operational dashboard [19]. All in all, Microsoft teams remove the issues of communication channels, builds up the energy and dynamism of team collaboration and boosts operational productivity in modern-day business.

b. [bookmark: _Toc212037716]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc212037717]MS Outlook
Feature Demo in MS Outlook Calendar Scheduling a Calendar Event/Meeting One of the handiest features available in the free version of MS Outlook is integrated Calendar and calendar scheduling, inviting participants for a virtual meet. This feature is critical for business operations as it provides seamless communication assuring proper management of the time without having too long email chains [20]. Users can send the information as a calendar invite, automatically blocking time off on both the sender and receiver's calendars to help reduce scheduling conflicts and ensure everyone is aligned.
Step 1: Launch the Outlook online app and click on Calendar from the menu bar on the left so we can begin scheduling
[image: ]
Step 2: Click on "New Event" and enter all the meeting details, from a title that reflects something professional, to email addresses of the required attendees, date, time
[image: ]
Step 3: Press send to send the invite link. The scheduled event is created successfully and appearing on the calendar grid with time management. 
[image: ]

[bookmark: _Toc212037718]Ms Teams
One basic feature of the free version of MS Teams that allows you to work online is the ability to share files right in each chat or workspace. This function works to transform business workflows by creating a centralized hub for document management. It enables team members to instantly access, review, and collaborate via files without the need for closed email attachments [21]. This ensures that anyone on the operational team sees the latest version of any document.
Step 1: Open MS Teams, click on the chat tab on the left menu and click to a conversation you want to send a file.
[image: ]
Step 2: Click on "Attach file" (paperclip) under the new message box, browse a relatable business file from the local computer and add a short contextual message there before hitting send.
[image: ]
Step 3: Place your cursor on the send button Once the file is shared, it gets attached to that chat history permanently and the recipient can now access this file directly download or collaborate in real-time.

 

[bookmark: _Toc212037719]Conclusion
This study comprehensively outlines the impact of current software solutions on a business's daily operations and long-term strategy.
Key findings: When examining the tools, one point stands out – digitalisation is not optional but essential for operational excellence. Platform operational speed – WooCommerce and Wix simplify complex sales processes, enabling businesses to accelerate their time to market. 
Analytical approach: Built-in reporting and analysis tools provide management teams with transparent, tangible data needed to optimise business processes. 
Cognitive efficiency: Techniques such as mind mapping foster creativity within teams and enable projects to be managed in a more organised and clear manner. 
Integration and communication: MS Office and collaboration applications are integrated to facilitate information flow between departments, minimising errors. 
In summary, selecting the right software tools as fundamental building blocks for business development enables enterprises to use their assets more efficiently, enhance employee performance, and respond swiftly to changing market conditions.
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