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[bookmark: _Toc131073565]Task 01:  E-Commerce Website builders & e-Portfolio creation
[bookmark: _Toc131073566]a) Contemporary e-Commerce website software solutions
Shopify ranks among the most prominent e-commerce systems. Shopify is a cloud-based e-commerce service that allows businesses to easily construct an online store. The platform offers a variety of customisable themes that enable businesses to construct an appealing and professional-looking online marketplace (Hawlader, 2022). Shopify also includes services like managing inventory, order monitoring, and payment systems. Furthermore, Shopify provides an easy-to-use interface that involves no coding knowledge, allowing entrepreneurs to simply administer their online storefronts (El-sheikh et al., 2017). WooCommerce, a plugin for the WordPress website management system, is also another popular e-commerce platform. WooCommerce offers a variety of functionalities, including inventory management, payment services, and shipping integrations, making it a complete option for companies that wish to sell online (Dragomirov, 2020). Furthermore, WooCommerce is highly adaptable, with a vast database of plugin and extensions to extend its efficiency (Sims, 2018). Magento is robust e-commerce software that is perfect for large enterprises with sophisticated e-commerce needs including managing inventory, shipment tracking, and payment systems, making it a complete solution for companies of all kinds. Magento, on the other hand, necessitates technical knowledge to set things up and customise, making it unsuitable for small enterprises (Paul George, 2019; Pawar, 2022). 
E-commerce website software solutions can integrate with other company tools such as customer relationship management (CRM) systems, accounting systems, and marketing test automation (Dhanalakshmi et al., 2020). Additionally, businesses can simplify their operations, eliminate duplicate work, and increase productivity as a result of this. E-commerce website platform can also provide real-time reporting and analysis capabilities. 
[bookmark: _Toc131073567]b) E-portfolio
[https://22300596.wixsite.com/my-site-2]
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[bookmark: _Toc131073568]Task 02:  Mind-map of contemporary software applications
[image: ]
[bookmark: _Toc131073569]Task 03:  Office Applications for creating storing, analysing & presenting information/data
[bookmark: _Toc131073570]a) Contemporary Office applications
Microsoft Word is the most popular word processing programme, with a variety of features for preparing and modifying documents. Some of its primary features include: different fonts and style features (Figure 01), collaboration features, integration with other Microsoft products, and cloud-based storage and sharing.
[image: ]
Figure 01: Font and style features of Microsoft word
 Microsoft Excel is a robust spread sheet tool that can be used to analyse and manage data (Jusoh and Ahmad, 2019). Calculation and equation tools (Figure 02), data visualisation and graphing, integration with other Microsoft products, and cloud-based storage and sharing are some of its primary features.
[image: ]
Figure 02: Calculation and equation tools of Microsoft excel
 Google Sheets is a cloud-based spread sheet tool with capabilities that are comparable to Microsoft Excel. Its primary features include automatic recording and modification history, conversions and data analysis (Figure 03), and data sharing and collaboration, and cloud-based storage (Kunicki et al., 2019).
                      [image: ]
Figure 03: Conversions and data analysis feature of Google sheets

[bookmark: _Toc131073571]b) Business-related features of a freely available Office Application
I selected LibreOffice for this task because it is an open-source, free software solution that includes programmes for word processing, worksheets, presentations, and database. Mail Merge (Figure 04) enables the user to utilise a single template to deliver targeted messages or emails to multiple destinations.
                   [image: Chapter 14 Mail Merge]
Figure 04: Mail merge feature of LibreOffice
 Creating and formatting tables (Figure 05) is a typical operation in any office suite, and LibreOffice Writer makes it simple. A table can be inserted by clicking "Insert" from the options and then "Table." 
                                         [image: Image16]
Figure 05: Creating and formatting tables with LibreOffice

LibreOffice Writer has outstanding compatibility with Word documents created by Microsoft and save the documents as word by default (Figure 06), allowing users to view, change, and also save Word documents with no formatting difficulties.

[image: How to Change the Default File Format in LibreOffice]
Figure 06: LibreOffice writer save the document as Microsoft word


[bookmark: _Toc131073572]Task 04: Data Analytics software
[bookmark: _Toc131073573]a) ii) Features of a freely available Digital Dashboard/Data Analytics software application
I have selected Microsoft Power BI for this work since it is a free data analytics and visualisation software product that enables individuals to link to numerous data sources, generate dashboards, and share insights with each other. I have tried certain Power BI capabilities and documenting multiple screenshots with brief comments to demonstrate practical use.
The capacity to connect to numerous data sources is a crucial aspect of any data analytics software. Power BI lets users connect to a variety of data sources, notably Excel, SQL Server, Oracle, and others. I have linked to an Excel file with sample data in the screenshot below.

[image: ]
Figure 07: Linking Excel file with sample data
Power BI delivers a plethora of visualisation tools to assist users in creating interactive reporting and dashboards. The user can construct several forms of visualisations, such as tables, graphs, maps, and indicators. I have designed a bar graph that displays sales by sales territory in the screenshot (Figure 08) below. 
[image: ]
Figure 08: bar graph displays sales by sales territory drawn by Power BI

Power BI enables users to share the reports and dashboards with others by sending a link or integrating the dashboard in a website page. The users can also cooperate with others by granting them the ability to update or read the reports. I have shared the dashboard with a co-worker in the screenshot (Figure 09) below, and they can view it by clicking on the hyperlink (Figure 10).
                                        [image: Share icon for a report.]
Figure 09: Sharing Dashboard with Power BI
                                                         [image: Share link dialog box.]         
Figure 10: Sharing hyperlink to view the dashboard

[bookmark: _Toc131073574]Task 05:  Communication, Collaboration & Project Management applications
[bookmark: _Toc131073575]a) Contemporary Communication/Collaboration/Project Management applications 
Slack is a real-time communication program that enables teams to interact and work together on tasks. It has capabilities such as text messenger; document sharing (Figure 11), audio and video chats, and connection with other programmes (Montrief et al., 2020).
                                 [image: https://cdn.4uc.org/gmcl/401/9770588/download/images/37001.png]
Figure 11: Document sharing with Slack
Source: (Slack, 2023)

 Microsoft Teams is a communication and collaboration software and offers features including instant messenger (Figure 12) , audio and video calls, document sharing, and interaction with other Microsoft applications including Outlook, Powerpoint, and OneDrive (Ilag and Sabale, 2022). 
[image: Instant Messaging | Microsoft Teams]
Figure 12: Instant messaging with Microsoft teams
Source: (Microsoft teams, 2023)



Asana is a project management platform that includes capabilities such as project management, work assignment, track progress, and team dynamics. Users may create tasks (Figure 13), distribute tasks to members of the team, establish deadlines, and monitor real-time progress (Özkan and Mishra, 2019; Ćirković et al., 2022).
[image: ]
Figure 13: Creating tasks with Asana
Source: (Asana, 2023)
[bookmark: _Toc131073576]b) Freely available Communication/Collaboration/Project Management application
I have tested things like forming a new team, creating a channel, and uploading a file of Microsoft teams.
· To form a new team, go to the left-hand side panels and click the "Join or create a team" option, then select “Create a team" (Figure 14). There is the option of starting from start or using an established team as a foundation.
[image: ]
Figure 14: Creating a team with Microsoft teams

· To add a channel to a team, click the "..." symbol next to the team name and then select "Add channel" (Figure 15). The required information can then be entered, including the channel title and description.

[image: Create a standard or private channel in Teams - Microsoft Support]
Figure 15: Adding a Channel to the team

· Select the channel to upload the file, next click the "Files" icon and choose the file to upload (Figure 16) and, when needed, a comment can also be added.
      [image: ]
Figure 16: Uploading a file on the channel
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