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[bookmark: _Toc131023239][bookmark: _Toc131023329]Task 1. E-Commerce website builders and e portfolio creations.

A.   E- commerce [1] are website builders that allow business to produce websites for buying and selling products. They are available worldwide and operated safely. Through an e- commerce builder business can process orders, accept payments, and manage to ship products globally and provide excellent online support. Every website builder has their own variety of features available. There is a huge demand for the various types of website builder available.  
  

· Business to business (e.g.: shopify) 
· Business to consumer (e.g.: amazon
·  Consumer to consumer (e.g.: eBay)    
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A business can process orders, accept payments, and post goods using an e-commerce website; they are many advantages to online e-commerce website builders in terms of the number of features available they give a professional look., they have made it easy for business to use.

 Some of the popular website builders are.  

 
· Weebly
· Shopify
· Wix
· Squarespace
· Go daddy. 
· Ecwid 
· 3dcart
· Volusion


 
         One of the well-established e-commerce. To gain a professional look at good quality standards.  The purpose behind the creation of Weebly [2] 
was that in the university were the founders attended they were required to build an internet portfolio. This was back in the year 2006 and since then the company is going stronger and adding more to maintain the quality standards. Weebly across the global nation many businesses are using Weebly to build there Weebly has that variety of font, headings, pictures, templates that give that satisfaction once you created your e-commerce.
Go Daddy: this is an easy and popular website builder; you can get your domain name. some e.g., of the services available are web hosting, word press hosting, it has a pricing option available as well as customer reviews. [3]  

Squarespace: its wide range of features makes it easier for business to create an amazing website using the various tool functions. Easy layouts, variety of colours, type kit fonts. 

Wix: there is a great variety of options with its advanced features containing pic gallery, contact forms, Instagram.  The templates can help you get ideas and create your own design to a high standard.
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Description automatically generated]    Weebly is one the advanced e-commerce website builder.    



Google sites:
 is much easier to use, easy set up not complicated but lacks the professionalism.
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[bookmark: _Toc131023240][bookmark: _Toc131023330]Task 2. Mind map of contemporary software applications

Mind map is a good visual idea which is used by the education sector and people in business.  Mind maps can be created for problem solving, organising, business planning.  The method involves using diagrams to highlight easy brain storming.
	A mind map is a diagram which you can see and organise all the information that you need to see on there here is an example of few you could include in your mind map software applications for business are :	
· HR Software  
· IT Software
· Finances
· Marketing
· Admin Software 
 	There are various online sites that make it easier for anyone to create a business mind map, many of these sites have amazing features, you add colours , fonts, sizes , line options, and many more. This makes it easier producing online mind maps and gives you the visibility to change and add things when you need to. Here are some examples of websites that help and direct you in creating your unique mind map:

· Mind mister
· Canva
· Figma
· Mindmup
· Lucid chart
· Mind mapmaker
· Zen flowchart
· Mind manger
· Miro
Everything is digital based now so you can use mind maps to present online meetings via meetings in zoom, Microsoft teams .  If you are an online teacher this is something that you can also benefit using.   
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[bookmark: _Toc131023241][bookmark: _Toc131023331]Task 3.   Office application for creating storing, analyzing presenting information/data.

There are many different types of office applications, but the 3 main ones are WORD, POWER POINT and EXCEL. These are used for processing, spreadsheets, and presentation,  

[1]  Today Microsoft processor is used by millions worldwide. In [Figure 1]  it shows the different examples Microsoft 365 
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Microsoft office was announced by Bill Gates on August 1st today it is used by millions 365

Companies use office suites as this allows them to create files, which allows them to share information. It may be in the form of spreadsheets, graphs, reports, charts.  Over the years the tools and features of Microsoft improved. 

The most common office suite being used at current days is MICROSOFT 365 (known as Microsoft office) 
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	figure 1
 
· Microsoft word 
· Excel 
· One note 
· PowerPoint 




Microsoft office was announced by Bill Gates on August today it is used by millions worldwide.   1]  it shows the different examples Microsoft 365 Microsoft office was announced by Bill Gates on August 1st 1988, today it is used by millions worldwide.   In   [Figure 1]  it shows the different examples Microsoft 365 Microsoft office was announced by Bill Gates on August 1st 1988, today it is used by millions worldwide
This Photo by Unknown Author is licensed under CC BY-SA-NC




Name of office suites:  

Here are some examples of various office suites that are used in business , they are a group  of software’s invented by the same vendor and are designed to be used in an organization . All of the office suites have their own features but overall Microsoft 365 is the most common office suite. 


· Microsoft 365 

· Google workspace 

· Zoho workplace 

· Word perfect  

· WPS office  

· Google sheets







Task B.    Microsoft word  

 This word processor has been created many decades ago, It features have increased over the years it gives the availability to do a lot more than just writing stories/reports, and changing fonts.
Some key features:


· Spelling, grammar, heading, fonts 

·  layout, table of contents, 

· Composing, editing, saving, autosave

· Charts, smart art, textbox, links, 3d models

    
	 You can now create smart art graphics, using the tool bar and insert option. Figure 2 . Smart art allows you to make various types of charts. You are able to add text , pictures and colors  
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  you have option of inserting graphs and forming excel charts you can add extra features on the type of graphs you make pie chart line graph scatter graph , figure 3

Advanced features of word processing?  
· Convert to a pdf. 
· File  
· save as  
· Convert a link to website.  
· Add reference and citation. 
 

     Figure 2
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                                                   Figure 3
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[bookmark: _Toc131023244][bookmark: _Toc131023334]Task 4. Poster of a Digital Dashboard and Data Analytics


What are data analytics in software for business?


Data analytics in a software application for business refers to the process of collecting, analysing, and interpreting data from different sources to gain insights and make informed decisions. 
Some common examples of data analytics in software application for business:

1] business intelligence (BI)dashboard

2) predictive analytics

3)customer segmentation  


Data analytics in software application for business can help gain a competitive advantage by allowing them to make data drawn decision sand optimize their operations. 
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Data analysis

 This is a software app for business refers to the process of collecting, cleaning, transforming, and analysing data to extract valuable insights and inform business decisions. 


Here are examples of some data analysis software. 


· Microsoft Excel.
· Python
· SAS.
· Microsoft Power BI.
· Tableau.

What is the data dashboard?

This is a graphical user interface that displays important data, metrics, and key performance indicators(KPIs) in real time  providing user a quick and easy way to analyse and track the performance of an organisation's or specific business unit. Data dashboards are typically deigned to be user friendly and highly interactive.
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[bookmark: _Toc131023245][bookmark: _Toc131023335]Task 5 . Communication/calibration and project management.



These are online based applications available that can be used worldwide, there are great  for business , teaching , or a way to communicate amongst family and friends, 
There features allow you share screen, organise group meetings you have option of audio and muting , video calls , text chat are available either individual or to a group. Here are some examples :

· Skype
· Zoom
· What’s app
· Discord 
· Google meet 
· Microsoft teams 


Zoom :  
to set this up is very easy, one you start using and seeing the features available such as the white board, where you able to create many things, such as ; mind maps use sticky notes it has many tool features , fonts, shapes , create tables 
The meeting room where you host a meeting gives you a link and a password where you can give to who you invite to meeting. 
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Miro: 
Miro has some great whiteboard features. The set-up process is safe and secure and does take time. if you are needing to use white boards there many features available and charts, graphs, sticky notes, and mind maps. There is tutorial to watch if you need help. 
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Mailchimp:  
   this is a complex site to use if you are not familiar with using these features and understanding what to do. the site itself has many options for businesses you can send numerous amount of emails to people. Whether it is sharing your business promotions or event organisation.
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GNATT CHART:

This is not difficult to do if you are able to understand it. There are many tutorial videos to step by step talk you through what you have to do 
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