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[bookmark: _Toc237285781]Introduction
The assignment’s goal is to investigate how new software and digital tools are used in corporate operations. The project examines mind mapping, office programs for creating, storing, presenting, analysing data, and E commerce’s website builders. Along with this, it considers online collaboration and communication tools that encourage productive teamwork and connection within the businesses. The main characteristics, advantages, and drawbacks of these technologies will be covered in their assignment, along with how they can improve decision-making, communication, productivity, and corporate efficiency.

[bookmark: _Toc237285782]Task 1. e-Commerce Website builders/software solutions
[bookmark: _Toc237285783]1.1 Wix
[image: ]Wix is a well-known website builder which has a drag and drop website editor and integrated e-commerce features. In contrast to other website builders Wix’s user-friendly visual interface enables businesses to contrast visually appealing websites even with minimal technical expertise.

Features of Wix
Wix features services including order tracking, secure payment processing, control of inventory management and different types of marketing tools. Some of the extra capabilities that let companies improve their online shopfront and boost client interactions such as the Wix’s app, SEO tools and having reliable security when securing payments. Because of these capabilities, Wix is especially suited for small businesses and entrepreneurs since it provides an inexpensive and user-friendly way to create an online presence without requiring technical know-how.
By creating layout based all company needs, artificial intelligence (AI) technologies, such as Wix ADI (artificial design intelligence), help customers quickly create great websites. Additionally, Wix provides hundreds of customisable templates that are suitable for various industries.[1]

Benefits of Wix 
Wix provide several advantages various businesses looking to establish an online presence. One tool that Wix provides is Wix Analytics this allows businesses to monitor their website traffic any customer behaviours and they’re so performances. Wix’s Analytics helps owners make informed decisions, improve on the marketing strategies and be able to identify areas on the website that can be enhanced to increase conversions.


[bookmark: _Toc237285784][image: ]1.2 Shopify
Shopify, founded in 2006 is an e-commerce platform that enables business to create, manage, and operate online stores without having the technical skills. The platform provides an all-in-one solution that includes inventory management, website hosting and customer order tracking, allowing business to manage their online operations efficiently.

Features of Shopify 
Shopify offers wide range of features that are designed to support online selling. Users can choose from multiple professionally designed themes to create a customised online store that reflects their identity. 
The platform includes secure payment processing, shipping integration and mobile optimisation to ensure customers can shop easily. In addition, Shopify App Store provides applications that allow businesses to function their store with marketing, CRM (customer relationship management), and accounting and analytic tools. [2]

Benefits for Shopify
Shopify platform is highly scalable it offers several benefits for businesses looking to establish their online presence allowing businesses to add products manage increasing customer demand. 
Another good benefit that Shopify has is its reliable security when it comes to payment processing this helps protect the customers information and it creates greater trust when making online purchases with these tools it can increase customer confidence. It’s integrated marketing and analytic tools help monitor sales performances, understand customer behaviour and making the informed decisions that support the business long-term growth and probability

[bookmark: _Toc237285785]Task 2. Mind-map of contemporary software applications
[bookmark: _Toc237285786]2.1 Describe mind mapping and explain the benefits of using mind mapping
[image: ]
Mind mapping is a visual technique that is used to organise in person information around a main topic. It begins with the main idea in the centre and with related ideas branching out into different subcategories and categories. Mind mapping can include words images and colours to make information easier to understand and remember especially in the business environment. It is used heavily to organise ideas, plan projects, solve problems, make decisions, and communicate information between employees. Contemporary software applications can also be used within a main map to share the many different technologies that support business activities.[3]

Benefits of using Mind Mapping in Business Operations
Mind Mapping encourages collaboration between employees when used as an activity, team members can contribute their ideas and build upon the suggestion of others. This can encourage participation and ensure that different perspectives are considered. Overall mind mapping is a useful business technique because it helps organisations to generate ideas, communicate effectively and solve problems therefore using mind mapping can improve both individual productivity and collaborative business operations.
Another benefit of mind mapping is that it can support decision-making and problem-solving with these tools that visually organises different options. Businesses can identify relationships between ideas, recognise potential problems and consider possible solutions before making any decisions. It also helps with planning and organisation; any larger task can be divided into small sections and priorities can be identified. This can help businesses and employees understand their responsibilities and manage their workload more effectively.[4]



Features of using Mind Mapping in Business Operations
An important feature in Mind mapping is its flexible structure which also Allows users to add, remove, or rearrange business ideas as the information develops it also provides a visual overview of a topic this allows businesses to identify relationships and connections between shared ideas quickly.

2.2 Create a mind map of contemporary software applications
[image: ]
[bookmark: _Toc237285787][bookmark: _Toc237285788] Task 3. Office Applications
[bookmark: _Toc237285789][image: ]3.1 Four office software solutions for business operations
[bookmark: _Toc237285790]Ms Word
Microsoft Word is a widely used processing application that enables businesses to create, edit, format, store and share professional documents. it can be used to produce a variety of business documents, including reports, letters, invoices, meeting notes, and business proposals. Word provides tools that helps organises information clearly and professionally making an important application for everyday business operations
Features of MS Word
One of the key features of Microsoft Word is cloud collaboration through Microsoft 365, documents can be stored online and shared so that multiple users can work on them.  
Another feature is Mail Merge where it enables businesses to create personalise letters emails labels or other documents using an information from data source these features are key because they can support businesses by improving teamwork, communication, and efficiency.
Benefits of MS Word
Microsoft Word provides multiple benefits to businesses by improving productivity communication and the quality of business documents. One of its main benefits is that it creates professional and well-structured documents efficiently which helps employees save time and improve workplace productivity. Word also supports collaboration. This allows employees to work together and provide feedback on improving teamwork. [5]
Additionally, word can help reduce errors and improved accuracy of professionalism having tools such as male merge can also save employees time from producing large numbers of personalised documents. Overall Microsoft Word helps businesses communicate information effectively by reducing the time and effort.
Limitations of MS Word
Although Microsoft Word provides many benefits of businesses also has some limitations that can affect businesses in certain situations. 
Microsoft Word limitation is that some requires a subscription which creates more costs for businesses when working with larger amounts of data it can become difficult to manage as it is designed mainly for creating documents rather than complex datasets.

[bookmark: _Toc237285791]Ms Excel
[image: ]Microsoft Excel is a spreadsheet application that allows businesses to organise, calculate, analyse, and present numerical and non-numerical data. It uses worksheets, cells, formulas, and functions to process numerical and other types of information. Excel also allows users to create charts, graphs and tables to present data clearly. Businesses can use Microsoft Excel for task such as budgeting, financial analysis, sales tracking, stock management, data analysis and creating reports
Features of MS Excel
The use of formulas and functions, which enable users to carry out tasks automatically and minimise human error, it is one of Microsoft Excel’s primary features. Additionally, excel has graphs and charts that make it easier for businesses to visualise data another crucial feature is Pivot Tables it makes it possible to effectively summarise and evaluate vast volumes of data. Along with this, Excel has soldering and filtering features that make it simpler to find information in big databases.[6]
Benefits of MS Excel
Large organisations can benefit from Microsoft Excel in many kinds of ways, most notably through higher output and data driven decision-making. It’s automatic calculation capability saves time and lowers the possibility of errors. 
Additionally, Excel enables companies to swiftly evaluate vast volumes of data. Complex information is made simpler to comprehend and convey to supervisors or coworkers with the use of charts and graphs[6]
Limitations of MS Excel
Given it’s many benefits, Microsoft Excel has certain drawbacks for example spreadsheets that are large and complicated can be challenging to handle and may raise the possibility of mistakes if formulas are input incorrectly. 
Excel is not as good at managing numerous users making big alterations at once or keeping very large databases. Additionally, if many copies of the same file are changed or saved independently, a heavy reliance on spreadsheet may cause issues with version control.

[bookmark: _Toc237285792]Ms PowerPoint
[image: ]Microsoft PowerPoint is a presentation application developed by Microsoft that allows businesses to create and deliver professional presentations. It enables uses to organise information into slides and combine text, images, charts, graph, videos, and other multimedia elements to communicate information clearly. PowerPoint can be used in businesses for meetings., staff training sales presentations, business proposals and presenting reports or data to clients and colleagues.
Features of MS PowerPoint
One of the key features of Microsoft PowerPoint is its range of presentation templates and design tools. These tools allow users to create professional looking slides. One other feature off Microsoft PowerPoint is the ability to insert multimedia this may include videos, charts, graphs, images these help users presents ideas and information in more engaging way. [7]
PowerPoint also provides transitions which are used to make presentations look more visually effective.
Benefits of MS PowerPoint The benefits of using Microsoft PowerPoint provide several benefits to businesses particularly by making information easier to communicate and understand. Microsoft PowerPoint visual presentations present complex information in a clear and engaging way this allows the audience attention to stay maintained. [8]
It can also be used to improve the professionalism of businesses presentations through its design tools. It can include a variety of purposes such as staff training, sales presentations, images, charts and multimedia, these also allow communication to flow effectively to different audiences.
Limitations of MS PowerPoint
Microsoft PowerPoint has many benefits though it also has some limitations when creating a professional presentation users can find it time-consuming, especially when unfamiliar with a more advanced software feature. 
Sometimes presentations can become overcrowded with for example excessive text or multimedia distracting the audience from the main information. Just as Microsoft Word, some of the advanced features and collaboration options may require a Microsoft 365 subscription.

[bookmark: _Toc237285793]Ms Access
[image: ]Microsoft Access is database management application that allows users and businesses to create, store, organise, and manage large amounts of structured data. It enables users to sort information in tables use queries to search and retrieve specific data. Access can also be used to create forms for entering information and reports for presenting data and organise format businesses can use Microsoft access to manage information such as customer records, employee details, stock orders and other business data
Features of Ms Access
Key features that Microsoft Access is tables, allowing users to store information in an organised format. Another one of the key features are Queries they can be used to search, filter, and retrieve specific information from the database. [9]
Forms they provide a user-friendly way to enter and view any data. Access also allows users to create relationships between tables, making it possible to related and connected information and reduce needless data duplication.
Benefits of Ms Access
Businesses can profit from Microsoft Access in a few ways, especially when handling or organising massive volumes of data. This enables companies to store data and organise databases that facilitates with the retrieval and any updating, employees can save time and increase productivity by using queries to quickly obtain specific information. 
By merging similar data through relationships between tables, access may also avoid data duplication and enhance data accuracy.[10]
Limitations of Ms Access
In addition to its many advantages, Microsoft access has downsized, because establishing and maintaining databases make all for some technical expertise and training, it can be challenging for beginners to properly utilise them compared to advanced database management tools, therefore access is less appropriate for very large databases or businesses with a huge user base. As well as the volume of data grows, databases may become more difficult to maintain. 
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[bookmark: _Toc237285797]Task 4. Communication and Collaboration applications
[bookmark: _Toc237285798]4.1 One contemporary Communication and one Online Collaboration
[bookmark: _Toc237285799]MS Teams
[image: Microsoft Teams - Wikipedia]Microsoft Teams is a communication and collaboration tool that facilitates information sharing and conversation among staff members in corporate settings. It provides tool such as instant messaging, audio video calls, online meetings, file sharing, and screen sharing. Teams also allows employees to communicating in real time and work together from different location, making it particularly useful for remote and hybrid working. Microsoft teams can help businesses to hold meetings, share information, discuss projects, and collaborate with colleagues, helping to improve communication and productivity.[11]
Features of MS Teams
One of its main features is instant messaging, which enables staff members to converse individually or in group conversations. Team additionally offers audio and video conference and helping companies to have online meetings with staff and clients. File sharing which allows users to exchange access documents within teams and chats, it’s another crucial function. Another feature is Screen Sharing it enables users to show their screens to other participants during meetings
Teams can also be integrated with other Microsoft 365 programs (Excel, Word, PowerPoint) enable and staff to access and utilise range of tools.
Benefits of MS Teams
Microsoft teams and hearts as teamwork, communication, and productivity which benefits organisations in a few ways. It enables real time communication among staff members, which cuts down delays and facilitate information sharing. Employees can participate in meeting for anywhere they are video conference, which also enables remote and hybrid working 
By offering dedicated team channels and instant chat, teams can also listen to her dependency on wrong email. Microsoft teams may assist [12]

[bookmark: _Toc237285800]MS Outlook
[image: Microsoft Outlook - Wikipedia]
Microsoft Outlook is an email and personal information management application that also provides several features that support collaboration within businesses mange communication and organise daily activities. It allows users to send and receive emails, manage contacts, organise calendars, schedule meetings, and set reminders and tasks. Outlook can also support collaboration through shared calendars, shared mailboxes, and integration with Microsoft teams. Many organisations can use outlook to communicate with employees, customers, and other stakeholders whilst also being able to responsibly coordinate meetings, manage appointments and organising important business information efficiently.
Features of MS Outlook
The shared calendar, which enable staff members to see coworkers’ availability and plan meetings and appointments, is one of its primary features. Outlook office meeting and scheduling, which allows us to set up meetings with different people and be able to send up invitations. 
Outlooks integration with Microsoft Teams enables users to set up a participating online and straight from their calendar uses can share files and documents via email which facilitates information sharing and productive teamwork.[12]

Benefits of MS Outlook
Businesses can benefit from Microsoft Outlook in a range of various ways, including enhance collaboration, communication, and organisations. Professionals can manage their schedules and avoid disagreements when setting up meetings by using shared calendars, with this time can be saved and office organisations will be enhanced by being able to send invitations and organise meetings from a single platform guarantee in that the right staff members access critical messages.
For staff members to plan and participate in virtual meetings outlooks integration with Microsoft teams facilitates remote and hybrid working. With all factors considered outlook facilitates collaboration and helps firm better manage in workplace communication and in activity coordination. [13]




[bookmark: _Toc237285801]4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc237285802]MS Teams
[image: ]
[image: ]
[image: ][image: ][image: ][image: ][image: ]








[bookmark: _Toc237285803]MS Outlook

[image: ]
[image: ]
[image: ]
[image: ]
[image: ]

[image: ]


[image: ]

[bookmark: _Toc237285804]Conclusion
To sum up, modern software programs are crucial for assisting companies and enhancing daily operations. While mind mapping can help with organisational brainstorming, and decision-making, e-commerce platforms like WIX and Shopify enable firms to create an online presence. 
Businesses may create, manage, present and analyse information with the use of office programs like Microsoft Word, excel, PowerPoint, and Access. Applications of corporation and communication, including Microsoft teams and outlook, also assist staff members in efficiently coordinating and communicating. All things considered, choosing the right software according to an organisation’s needs can enhance teamwork, productivity, and company performance.
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