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[bookmark: _Toc227614350]Introduction
Given that digital transformation and the integration of technological tools have become the fundamental basis for the success and sustainability of any organization, this work aims to explore and analyze several software solutions that support contemporary business operations, ranging from digital presence to data management and collaboration.
[bookmark: _Toc227614351]Main Body
[bookmark: _Toc227614352]Task 1. e-Commerce Website builders/software solutions
Wix
[image: ]
Figure 1 - My LDE Project Home Page

This is a powerful tool where it is possible to create websites based on a website. This tool is web-based and free, offering several free templates, which eliminates financial barriers and the need to install software on local computers. It also allows users to keep their work active indefinitely, eliminating the need to save project backups or move them from platform to platform. The interface is user-friendly, which facilitates the learning process. Within the platform, it is possible to have a real connection with the job market, allowing for the creation of sites, services, or professional portfolios.[1]
One of the main advantages I see with this tool is that it allows group work through shared projects, encouraging the exchange of ideas and learning.[1]
On the other hand, this article mentions the possibility of a lack of security and privacy for minors. Since the sites are on the open internet, there is a high risk of personal photos (especially of minors), addresses, or social media being exposed. Other disadvantages include internet dependency, which is as a cloud-based tool, the development process depends entirely on a good and stable internet connection, and second disadvantages is the platform's update curve the latter because layout updates (such as the one in 2020) require the user to adapt.[1]
Another disadvantage I noticed through my own experience during the LDE project was facing certain limitations when inserting a component into a page, simply because I was using the free version. I also noticed some lag and slowdowns whenever the project becomes larger and more complex.
You can access my LDE project here.
Shopify
It is a global cloud-based e-commerce company with tools to start, market, and manage retail businesses of any size through subscription-based software. It also serves as a complete tool for entrepreneurs and companies that intend to sell online.[2]
The advantages of this tool are:[2]
· Centralized management: Where it is possible to manage the business through a single merchant dashboard.
· Complete ecosystem: This tool has integrated services, such as "Shopify Payments" where credit cards are accepted without external intermediaries, "Shopify Shipping" which is a shipping service with better shipping rates and partnerships with UPS and DHL, and finally "Shopify Capital".
· Multi-channel integration: In this regard, selling on social networks such as Facebook, Instagram, and TikTok is facilitated, as well as on large retailers like Walmart.
· Convergence between online and physical: With Shopify POS, companies can integrate physical and online store sales into a single management application.
· Scalability: There is a wide range of subscription plans that accompany the growth of the merchant's sales volume.
· Innovation: With Shopify AR, it is possible to view products in 3D.



Following the advantages, I will now mention the disadvantages:[2]
· Subscription costs: Intermediate plans are considered more expensive than those of some competitors, such as Wix.
· Transaction fees: These fees depend on the chosen plan and can be less favorable if external payment providers are used.
Another disadvantage that I can highlight here, similar to Wix, is the dependence on the internet, meaning the need for a good and stable connection.
[bookmark: _Toc227614353]Task 2. Mind-map of contemporary software applications
a) [bookmark: _Toc227614354]Describe mind mapping and explain the benefits mind mapping in business operations 
The Mind-Map is a tool developed by Tony Buzan in the 1970s with the purpose of organizing information from various sources through keywords and colors, and it is recognized as an effective study technique.[3]
According to this article[4], mind maps are highly effective, highlighting that this technique works in harmony with the brain's natural way of processing information. Unlike traditional linear notes, mind maps utilize radiant thinking, meaning that ideas expand from a central concept or word, mimicking the connections and associations that the brain makes naturally. In other words, the use of colors, images, and a visual spatial layout significantly aids in memorization.
In the studies conducted, it was possible to verify a 10% increase in long-term memory and up to a 32% improvement in word recall in children by using this technique. Additionally, the use of “chunking” techniques allows the brain to process large volumes of data by breaking them down into smaller, manageable parts.[4]
It was also observed that this technique stimulates creativity and problem-solving. The visual format provides a “big picture” view and shows the relationships between different ideas simultaneously, which helps unlock creative thinking, find solutions more calmly and avoiding the “panic” of dealing with dense information and ultimately generate new ideas through word association.[4]
Furthermore, a clear link was found between productivity and clarity, as this technique helps organize thoughts quickly and clearly. They are useful for planning projects and essays, conducting individual or team brainstorming sessions, and simplifying complex topics into easy-to-understand visual elements.[4]
This study [5], explores the use of mind mapping as an organizational change tool. The core problem addressed is the high failure rate of organizational change initiatives, which are mostly caused by poor communication, a lack of understanding, and low employee engagement. Here, the mind-map is defined as “a graphic technique that uses a central image, colors, and keywords in branches that radiate from the center, allowing for both linear and non-linear communication”. Mind maps are presented as an effective alternative to “PowerPoint fatigue”, simplifying complex topics, increasing long-term memory retention by up to 10%, and stimulating creativity in problem-solving (both simple and complex).
The research [5], involved 76 leaders and 11 participants through virtual data collection. Based on this, it was concluded that the use of mind mapping can help mitigate conflicts and communication barriers inherent to the change process. It also provided a recommendation for organizations to integrate mind mapping into their change management practices, as the tool allows for the visualization of the “big picture” and engages employees more actively in the process.
In conclusion, mind mapping is a cognitive technique that optimizes learning, creativity, and organization by aligning a problem (data input) with the human brain's visual and associative structure. This is advantageous in a corporate environment, as it aids in organization and problem-solving, which consequently increases productivity, in my opinion.
b) [bookmark: _Toc227614355]Create a mind map of contemporary software applications
[image: ]
Figure 2 – My LDE Project Mind-Map
This mind map was created by a group of four members (myself included) for Assignment 1 of the “Lean in the Digital Era” module. The topic was “Life is a Team Sport”, which we analyzed from a business perspective, focusing on areas such as conflict management.
You can access my LDE Mind-map here.
[bookmark: _Toc227614356]Task 3. Office Applications for creating, storing, presenting, and analysing information/data
a) [bookmark: _Toc227614357]Explain four office software solutions for business operations
MS Word
[image: ]
Figure 3 - My SSB Word Activity
It is a software tool with the capacity to process text, in other words, word processing is the ability to create and format content to be aesthetically pleasing, using fonts, characters (both normal and special), and structured paragraphs. It represents the digital evolution of paper, pen, and the typewriter, integrating dictionary and thesaurus tools.[6]
This tool contains several features, and some of them are mentioned in these sources [7][8]:
· Editing and Formatting: Through "Machine Learning", it provides editing suggestions and improvements to the document. It also includes tools to adjust fonts, layouts, paragraph alignment, indents, and line spacing.
· Track Changes and Collaboration: All modifications in the document are recorded, facilitating group work.
· Reference Management: This is a feature to automate citations and references with support for tools such as Mendeley, Refworks, and Reference Manager. In the case of this document, I am using Refworks as the reference manager.
· Information Security: The data contained in the document can be protected through new methods of "cryptography" and "steganography".
· WYSIWYG Interface: It offers a "What You See Is What You Get" experience, where it is possible to view the document exactly as it will appear on paper.
· MDI (Multiple Document Interface): Allows working with several documents at the same time, which facilitates multitasking.
· Automation and Review: In this case, there is detailed spelling and grammar checking.
· Auto-save: This feature prevents the loss of work.
· Multimedia Integration: Allows the insertion of images, figures, charts, and hyperlinks.
· Templates: A list of ready-made models for various types of documents is provided.
I was also able to observe the following benefits [8]:
· Increased Productivity: Tools such as version history, MDI, and templates combined make document creation faster.
· Auto-save: More than just a feature, it is also a benefit, as it allows the user to explore their imagination without the risk of losing their work.
· Versatility: It is possible to produce various types of documents, from simple letters to reference manuals and sophisticated reports.
· Integration between Programs: It facilitates the conversion of PowerPoint presentations into Word documents, for example.
As with all "pros," there are limitations, which are [8]:
· Cost: The amount to be paid for a subscription or for a non-subscription version (one-time purchase product) is "high."





MS PowerPoint
[image: ]
Figure 4 - My SSB PPT Activity
In this article [9], it was possible to find a definition for PowerPoint, described as a slide presentation program that is part of the "Microsoft Office" suite. It is also described as a complete presentation graphics package that offers tools for word processing, outlining, drawing, and graphing, designed to be easy to learn and use. It is a software used by business people, educators, students, and trainers all over the world.
The following benefits were identified [9]:
· Effective Communication: Managers can prepare weekly and monthly reports into slides, facilitating the presentation of results at meetings through charts and pictorial presentations.
· Performance Increase: The study concluded that the regular use of PowerPoint boosts the professional performance of information managers, especially in information dissemination and supervision.
· Engagement and Learning: In a classroom, PowerPoint makes lessons more dynamic and attractive than traditional methods. The use of colors, different fonts, and visual effects helps capture student’s attention and improves content retention.
· Resource Economy: The use of slides saves time and energy for managers when communicating administrative realities.
· Supervision Support: PowerPoint presentations sent via email allow administrators to quickly read through the key aspects of a report, understand progress, and determine next actions with less stress.
· Media Versatility: It offers the ability to equip presentations with different types of media, including sounds and animations.
The features in this are very similar to those of Word, which are: Editing and Formatting, Track Changes and Collaboration, Automation and Review, Auto-save, Multimedia Integration and Templates.
I can say the same for the limitations, which is the cost.
MS Excel
[image: ]
Figure 5 - My SSB Excel Activity
The features in this are very similar to those of Word, which are: Editing and Formatting, Track Changes and Collaboration, Automation and Review, Auto-save.
I can say the same for the limitations, which is the cost.




This publication grouped the features and benefits into 4 points [10]:
1. CHOOSE Function
· Feature: Allows the creation of scenarios where the user can switch between different assumptions (e.g., base case, best case, and worst case) using an index number.
· Benefit: Facilitates “what-if” analysis without the need to manually change each input data point. It is also possible to apply different scenarios to distinct assumptions independently.
2. Data Tables
· Feature: Displays the results of a formula under various combinations of one or two input variables simultaneously.
· Benefit: The ability to automate sensitivity analysis, allowing for quick visualization of how changes in critical variables impact a project's final outcome.
3. Conditional Formatting
· Feature: The ability to change the appearance of cells (color, font, fill) based on specific rules or values.
· Benefit: Makes it possible to visually highlight important results or clearly indicate which scenario is currently selected, facilitating the interpretation of large datasets.
4. Concatenation
· Feature: With this feature, it is possible to combine fixed text with formula results into a single string of characters, using the "&" operator or the "CONCATENATE" function.
· Benefit: Allows for the creation of automatic and dynamic summaries that update themselves when data changes, enabling the presentation of financial results in a clear and professional manner within explanatory sentences.
Another feature that I consider important in Microsoft Excel is “VBA”, which is a programming language integrated into Excel that allows the user to create custom functions to adapt the software to their needs.
And with “VBA” comes the concept of Procedures and “Macros”, which are user-created functions to automate repetitive tasks. Therefore, it is possible to create interactivity through buttons, which in turn call sub-procedures to obtain a result (output).

MS Access
[image: ]
Figure 6 - My SSB Access Activity
Microsoft Access is a Database Management System (DBMS).[11]
Its main features are divided into two main groups:[11]
1. Database Management
· Creating Tables and Databases: Allows for the initial structuring of data.
· Defining Schemas: A graphical user interface is used to generate SQL commands automatically.
· Relationships and Keys: It is possible to easily declare primary keys and build relationships between tables.
· Field Properties: Allows for modifying the technical properties of each data field.
2. Toolkit
· Queries: Tools used to generate searches and filter information.
· Forms: Customized windows for data entry and visualization.
· Reports: It is possible to generate formatted documents from the data.
· Wizards: Facilities that enable the user to quickly create system objects in a guided manner.
· Programming: Supports application development via Macro Language or Visual Basic for Applications (VBA).
Common Benefits and Uses can also be found, such as:[11]
· Rapid Application Development (RAD): Important for the quick construction of prototypes and application components, such as data entry screens.
· Organizational Learning: Frequently used to build early versions of systems to help stabilize requirements.
· Front-end Interface: Can be used as an interface for more robust databases, such as SQL Server or ORACLE.
As with most software, certain limitations also exist, such as:[11]
· Scalability: Microsoft Access is recommended for low-volume systems with a set of no more than twenty users.
· Transaction Management: This tool lacks robust transaction management methods compared to systems like ORACLE.
· Administration: It suffers from a lack of certain essential constructs for advanced administration, such as a system catalog.
I also observed during my homework that it is not possible to execute multiple SQL queries within the same SQL file; it is necessary to create a separate SQL query for each file. I have provided an example in the image below.
[image: ]
Figure 7 - Limitation with SQL Queries
b) [bookmark: _Toc227614358]Test any two features in MS Excel and document several screenshots with accompanying description
IF Function
In this example, I used two students with different scores: one passed by scoring above 10, while the other failed.
[image: ]
Figure 8 - Example with "PASS" Formule
In this case, I used the formula =IF(B2>9, “PASS”, “FAIL”) in row 2, column C. The first parameter of the IF function is the condition, the second is the output if the condition is true, and the third is the output if the condition is false.
[image: ]
Figure 9 - Example with "Fail" Formulae
For row 3, column C, the formula is practically the same, with a simple change from B2 to B3.
Pivot Table
To create the Pivot Table, you need to follow the steps as shown in the images below.
[image: ]
Figure 10 - Creating Pivot Table(State 1)
1. You must select the table you want to use to create the Pivot Table.
2. Go to the “Insert” menu.
3. Select “PivotTable”
4. You can choose either “New Worksheet” or “Existing Worksheet”. In the first case, a new worksheet is created; in the second, you must select the worksheet and the specific cell where you want the Pivot Table to be inserted/located. In my case, I selected “Existing Worksheet”.
5. Click “OK” to begin creating the Pivot Table.
[image: ]
Figure 11 - Creating Pivot Table(State 2)
1. When selecting “Existing Worksheet”, you must choose the worksheet where you want to insert the Pivot Table.
2. The worksheet where the Pivot Table should be placed.
3. The specific cell (or column) where the Pivot Table should start.
4. Click “OK” to finish.
[image: ]
Figure 12 - Creating Pivot Table(State 3)
For 1 and 2, you must select the columns you want to be displayed in the “Pivot Table”.
1. “Person” column selected to be displayed in the “Pivot Table”.
2. "Amount" column selected to be displayed in the “Pivot Table”.
3. “Pivot Table”.
4. “Worksheet” where the “Pivot Table” is located.










[bookmark: _Toc227614359]Task 4. Communication and Collaboration applications
a) [bookmark: _Toc227614360]Analyse one contemporary Communication and one Online Collaboration applications/tools
Microsoft Teams
[image: ]
Figure 13 - Communication with my colleague Mohamed Camara
This tool is viewed as a complete collaborative platform, enabling both real-time communication and the ability to schedule sessions. It is also possible to create virtual classrooms and conduct administrative meetings, as well as share resources namely, essential files and information. Finally, it offers the functionality to create a virtual environment that bridges the distance between colleagues, students, and others, even during public health emergencies such as COVID-19.[12]
Through this study, it was observed that this tool had a significant impact on “Perceived Ease of Use” and “Perceived Usefulness”. In conclusion, MS Teams is regarded as an effective tool that enabled a successful digital transition and helped overcome resistance to change.[12]
This article [13], analyzed the adoption of social networks and, subsequently, MS Teams at a time when COVID-19 forced many entities and services to close their offices, resulting in the adoption of digital tools as a means of communication. Based on this, MS Teams was viewed as a more structured tool for collaboration and content organization, facilitating the digital transition.




Microsoft One Drive
[image: ]
Figure 14 - My One Drive
Microsoft OneDrive is viewed as an “online storage solution providing both file storage and sharing”. The primary advantages observed were the multiplicity of clients, offering various ways to access data/files stored in the service, as well as automatic synchronization, which allows data/files to be automatically synced with desktop (personal computers), mobile, and web clients.[14]
Based on the article [15], MS OneDrive is referred to as the former “SkyDrive” and is one of the leading cloud storage solutions, as mentioned in the previous text. It offers the following features:
· Integration with the Microsoft Ecosystem: This service is extensively integrated with Microsoft Office applications, allowing Excel, OneNote, PowerPoint, and Word files to be saved directly into the user's repository.
· Automatic Backup: It offers an automatic backup feature for camera photos on Android devices.
· Multimedia: Easy sharing and viewing of videos and photos are seen as an important feature.
It is important to highlight that the user has 7 GB of free memory available for initial use.
b) [bookmark: _Toc227614361]Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application and document several screenshots
MS Teams
I will describe the creation of a meeting with a classmate.
[image: ]
Figure 15 - Create Event - Select Calendar
1. After opening MS Teams, I must click on the calendar icon to access the calendar and begin creating the event.
[image: ]
Figure 16 - Create Event - Select day and hour
1. You must select the day and time for the meeting.
2. You must right-click to access the options, in this case, "New Event," and then click on that option.
[image: ]
Figure 17 - Create Event
1. You must enter a title for the event.
2. You must click on the icon marked with number 2 to access the list of colleagues/participants I wish to add.
3. The selected participant.
4. Information regarding the event's date and time. It is also possible to change them at this point, if desired.
5. The event's location. Clicking here opens the section shown in point 6.
6. Select the room where the event will take place.
7. Indicates that it is a “Teams Meeting” type of event.
8. Where the event descriptions are located.
9. Once finished, you must click on “Send” to finalize. The participant(s) will also receive an email notifying them about the new event.
[image: ]
Figure 18 - Event Created
1. Here you can observe the created event.
MS OneDrive
For this service, I will present the “Share Link,” which I would say is important for organizations as well as for personal use with family and friends.
[image: ]
Figure 19 - OneDrive Share File Link
1. After opening OneDrive, select the file you wish to share, as shown in the image above.
[image: ]
Figure 20 - OneDrive Share File Link Options
1. Here, you must select “Copy Link” to begin the sharing process.
[image: ]
Figure 21 - OneDrive Share File Link Settings
1. At this point, it is possible to share the link with someone who has a OneDrive account; however, since I want to share it with anyone, I must click on “settings.”
[image: ]
Figure 22 - OneDrive Share File Link Done
1. You must select the “Anyone” option so that anyone with the link will be able to access the file.
2. You must click “Apply” to finalize the sharing settings.
After clicking “Apply”, the link will be saved to the Windows clipboard, which means you can use the keyboard shortcut “CTRL+V” to paste the link into MS Teams or an email, for example, to send the sharing link.










[bookmark: _Toc227614362]Conclusion
Through this work, it was possible to conduct a comprehensive analysis of the technological tools that sustain business operations. By exploring these specific tasks, I have realized that digitalization is not merely a trend, but rather a fundamental pillar of organizational efficiency and competitiveness in the 21st century.
The study of e-Commerce solutions and Mind Mapping techniques highlighted the vital importance of strategic planning. While digital sales platforms simplify access to the global market and mind mapping provides the necessary structure to organize complex business ideas.
Regarding office applications, specifically the Microsoft Office ecosystem, the practical components allowed me to test new functionalities while also identifying certain limitations, particularly within Microsoft Access. This hands-on approach demonstrated how these tools are essential for managing and analyzing data effectively.
Finally, the evaluation of Communication and Collaboration tools provided deep insight into the nature of contemporary work. It underscored the ability to collaborate in real-time, proving that team synergy can now thrive regardless of geographical barriers.
In summary, the integration of these technologies creates a robust infrastructure that enables organizations to optimize processes and remain agile in a constantly evolving market.
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