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[bookmark: _Toc212037696]Introduction
Technology is advancing at an unprecedented pace and has significantly influenced the growth of e-commerce. Over time, consumers have developed greater trust in purchasing products online Additionally, many risks such as incomplete transactions or concerns about data security have been reduced. The continuous development of information technology has played a major role in shaping and expanding electronic commerce.  [1] [2]
[bookmark: _Toc212037697]Task 1. e-Commerce Website builders or software solutions
1.1 [bookmark: _Toc212037698]WooCommerce
The project involves the installation and use of the WooCommerce plugin. WooCommerce is a free, open-source e commerce solution designed specifically for WordPress. It provides a highly flexible and scalable platform that enables individuals and businesses to create and manage online stores efficiently. Because it is open source, users have full. Control over customisation, allowing them to extend functionality through a wide range of plugins and themes  [3].
The basic components of the e-commerce application are as follows. Web Server: Make that the application's whole software package works. Product database data is used in product catalogue management to create an offering-filled catalogue. The offering's products can be searched and compared using a browser. The virtual shopping cart is a representation of the conventional method of ordering and handling the products that the user has chosen. Product Database: situated on the corresponding server; keep in mind that the same data may be duplicated in user databases to improve accessibility for the online store's management application [4]. The platform is developed and maintained by automatic, alongside a global community of developers who continuously contribute to its improvement. WooCommerce supports the sale of both physical and digital products, making it suitable for various types of businesses. Users can manage stock levels, configure shipping methods, and organise product listings in a structured catalogue. Additionally, it provides tool for creating promotional strategies, such as discount codes and special offers, which can help increase customer engagement and boost sales performance.
Another important feature of WooCommerce is its ability to integrate secure payment gateways. This ensure that the customers can complete transactions safely using deferent payment methods. The system also allows businesses to configure tax rates and comply with regional regulations, which is essential for operating in multiple market. [5] The database is typically hosted on a sever, and in some cases, data may be duplicated across multiple systems to improve performance, reliability and accessibility. This ensures that users experience minimal delays and that the platform remains functional even under high demand. E-commerce as whole refers the buying and selling of goods and services through the internet. It plays a significant role in modern business operations by enabling organisations to reach a wider audience beyond physical locations. One of the key advantages of ecommerce platforms like WooCommerce is their ability to support business expansion into both national and international markets. Furthermore, they help reduce operational costs by management, order processing, and distribution. This leads to increased efficiency and improved overall productivity. From technical perspective, e-commerce system consists of several essential components. The web server is responsible for hosting the application and ensuring that all processes run smoothly. The product database stores detailed information about items, which is used to create a well-organised and searchable product catalogue. Customers can browse, compare, and select products through an intuitive interface. The shopping cart represents a digital version of the traditional purchasing process, allowing users to review their selected items before proceeding to checkout.  [6].
1.2 Wix
The rapid advanced of technology has had a major impact on the education sector, transforming the way students learn and how teachers deliver content. In the 21st century , education places strong emphasis on the use of digital tools and technologies, encouraging students to become more independent learners while developing advanced technical and problem-solving skills. One such platform is wix a user friendly website builder that allows individuals to create professional and visually appealing websites without requiring advanced programming knowledge. 
[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
About Business: Financial Planning 
Mind mapping has a wide range of applications in clinical education and can be adapted to suit different learning context. It serves as an effective teaching tool, supporting both the preparation and review of lecture> This technique allows learners to organise and revisit their notes quickly, while also making it easier to update information when needed. More importantly, mind mapping enhances understanding by presenting information in a structed and visual format. [7].  
It can be applied in various situations, such as problem-based learning, one-to-one teaching environments examination preparation, and personal study. In addition, mind mapping plays a significant role in strategic planning. Within an organisational context, it helps businesses define their objectives and establish clear priorities. Strategic planners use mind maps to guide decision-making, inspire employees, and provide a clear sense of direction. By visually outlining both short-term and long-term goals, organisations can gradually develop detailed strategies through structured branches. This approach provides a comprehensive overview of the business plan, ensuring that all team members are aligned and working towards the same objectives. As results, coordination improves and overall performance is enhanced.  [8] Furthermore, mind mapping is particularly valuable in the development of new businesses. In this context, tools such as Nova Mind are used to facilitate, guide, and document brainstorming sessions. Brainstorming is essential because it supports the generation of ideas related to company direction, mission statements, product development, costumer needs, and services. A mind map created with Nova Mind presents information visually, allowing users to quickly understand key elements and how they are interconnected. Additional details can be incorporated into each branch, making the process both flexible and comprehensive. Moreover, mind mapping encourages students to explore relationships between different concepts  [9]. 
b. [bookmark: _Toc212037702]Create a mind map of contemporary software applications[image: A diagram of a study method
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[bookmark: _Toc212037703]Task 3. Office Applications
0. [bookmark: _Toc212037704]Four office software solutions for business operations
In business, People used different software solutions such as MS word, MS PowerPoint, MS Excel and MS Access.
[bookmark: _Toc212037705]MS Word 
Micro soft word is one the most widely  used word processing applications and is part of the Microsoft Office suite. It is popular among users due to its user-friendly interface, ease of text editing, and extensive formatting features. In addition to standard formatting, word includes advanced techniques that allow data to be hidden within documents using formatting elements that are not visible to the reader. [10].
Different text properties can be applied in various ways, which can be described as property coding. These methods can also be classified under text encoding techniques. Text encoding replies on properties such as font colour and font type. Our approach introduces two key innovations. Firstly, it incorporates additional character properties that can. Be used to conceal information. Secondly, it demonstrates that object properties such as those of document elements can also serve this purpose. [11]. Microsoft Word and similar word processors act as central tools in writing technologies and continue to evolve with expanding features. In academic contexts, word processors play a critical role in shaping how writing is produced and understood, as well as how literacy develops. [12]. Word provides different programmatic views of documents. Since no existing system offers a complete hierarchy, paragraph consists of sequences of uniformly formatted text, referred to as text spans. Access to Microsoft Word is available through its COM interface, which allows full programmatic interaction  with document data and enables users to execute commands programmatically. Word can also be used to create structed text without relying on external tools. Applying styles to paragraphs and text sequences is like assigning types to elements, however, there are distinctions that make word a more powerful and flexible tool for authors.  [13]. Style in Word mainly affect the formatting of text, which can be applied directly. Although authoring guidelines aim layout tool, offering a wide range of formatting options. Features such as automatic word wrapping help maintain consistent document layouts. [14]. The area can be controlled through settings such as line spacing, indentation, margin sizes, headers and footers, and page numbering. Overall, Microsoft Word and similar processors significantly influence writing practices and document presentation. However, due to its complexity and numerous features, it can also present challenges for research and effective use  [15]. 
[image: ]
Here Is Microsoft word layout, is a widely used word processing program designed to create, edit, format, and share document. It helps me do my assignments and everything that need writing.

[bookmark: _Toc212037706]MS PowerPoint
Microsoft power point is a presentation software developed by Microsoft and included in the Microsoft Office suite. It is widely used by professional’s educators, students and trainers around the world. As part of the Microsoft Office package, PowerPoint is one of the most widely presentation tools. It enables teachers to deliver engaging and professional presentations, and it is also popular in business settings. Power pint is a complete presentation program helps users create attractive and effective slides. It provides a variety of features, including text editing, outlining , drawing tools, graphics and slide management options, all designed to make presentations easier to create and more impactful to deliver [16].
[bookmark: _Toc212037707][image: ]
Here is my Microsoft PowerPoint presentation software used to create visual slideshows for communicating ideas clearly and professionally. It allows users to design slides that combine text, image, chart, video and audio.
Advantages of PowerPoint
PowerPoint is a type of presentation software that allows one to show coloured text and images with simple animation and sound. This tool can be shown on a computer screen or using a projector with a large screen for the whole class who can view the same presentation at the same time. Power point has many features, which make it a useful classroom tool. It can save teachers time because the materials that are produced for PowerPoint can be reused many times [17]. PowerPoint has simple interface with ready-made templates, so you can quickly create presentation even without advanced skills. You can also be built in themes and design tools help you create clean, well structured, and professional looking slides. It helps present information in an organized way, making it easier for your audience to follow. PowerPoint is commonly used in in schools, universities, and workplaces, making easy to share and collaborate. Features like speaker notes and presenter view help you deliver your presentation confidently [18].
Disadvantages of Power Point 
Slides can become crowded with too much text, making them hard to read and reducing audience interest. Also, if not used creatively, presentations may look repetitive and fail to engage the audience. Designing high quality slides with visuals and animations can take a lot of time. Compared to Morden tools, PowerPoint can be less interactive unless additional features or add-ins are used [19].

MS Excel
[image: ]
Microsoft Excel is a powerful spreadsheet program used to organise, calculate, analyse, and present data. It is part of the Microsoft Office suite and is widely used in schools, business, engineering, and finance. Excel allows users to work with data in a grid format made up of rows and columns. Each box is called a cell, where you can enter numbers, text, or formulas. This structure makes it easy to manage large amounts of information efficiently [20].
Advantages 
Excel allows you to neatly arrange data in rows and columns, making information clear and structured. It can perform quick and accurate calculations using formulas and functions like SUM, AVERAGE, and IF, saving a lot of time. Features such as sorting, filtering, and pivot tables help analyse large amounts of data and identify patterns or trends. You also can create charts and graphs (bar, line, pie) to present data in a simple and professional way. Excel is used in many industries including engineering, business, and finance, making it a valuable skill for employment. Repetitive tasks can be automated using macros, improving efficiency and productivity [21]. 
Disadvantages
Advanced features like formulas, pivot tables, and macros can be difficult for beginners to understand. A small mistake in a formula can lead to incorrect results, which may affect decisions. Excel may slow down or crash when handling extremely large datasets compared database systems. Although sharing is possible, real-time collaboration is not as strong as some modern cloud-based tools. Creating advanced spreadsheets, charts, and dashboards can take a lot of time. At the end MS Excel is an essential tool for managing and analysing data. It is especially useful in engineering for calculations, data tracking, and creating reports. With its wide range of features, Excel helps users work more efficiently and present information clearly [22].

[bookmark: _Toc212037708]MS Access
[image: Database Software and Applications | Microsoft Access]
MS Access is a database management system used to store, manage, and organise large amounts of data. Unlike Excel, which is mainly for calculations, Access is designed for handling structured data such as customer records, inventory, or employee information [23].
· Tables store data (like spreadsheets)
· Queries search and filter data
· Forms make data entry easier 
· Reports present data professionally

Advantages
Access can handle more complex and larger datasets than Excel, making it suitable for databases. It allows you to link different tables together, reducing duplication and improving organisation. Forms and templates make it easier for users to enter and manage data without needing advanced technical skills. You can quickly search, filter, and analyse data using queries. It works well with other tool like Excel and word, allowing easy data import/export. Access can generate professional reports for business or academic use [24]. 

Disadvantages
Limited scalability, it is not suitable for very large organisations or extremely big databases compared to systems like SQL server. When many users access the database at the same time, performance can slow down or cause issues. Understanding relationship, queries and database design can be challenging for beginners. Access databases can sometimes become corrupted if not managed properly. It mainly works on Windows, limiting accessibility for Mac users. At the end MS Access is powerful tool for managing structured data and building small to medium sized databases. It is especially useful for businesses and students who need to organise and analyse data efficiently, but it may not be suitable for very large or complex systems [25].
0. [bookmark: _Toc212037709]Practical demonstration of Two Office Features
[bookmark: _Toc212037710]Mail Merge
[image: Assignment: Use Mail Merge | Waymaker Computer Apps for Managers]
Mail Merge is feature in Microsoft Word that allows you to create multiple personalised documents (such as letters, email, labels or certificates) using a single template and a data source.

[bookmark: _Toc212037712]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc212037713]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc212037714]MS Outlook
[image: ]
Microsoft Outlook is an email and personal information management software developed by Microsoft. It is used to use to send and receive emails, manage calendars, schedule meetings, store contacts, and organize takes in one place. It is commonly used in businesses, schools, and personal environments [26]. Outlook can display your important events and appointments by day, week or month. You can use the month display to print a monthly paper calendar. A calendar event can be sent by email so that the recipient can add the event to his or her own Outlook Calendar. Events can be set recur at daily, weekly, monthly or yearly intervals. The yearly recurrence features is a good way to remember birthdays, anniversaries or other personal events that sometimes get overlooked in our busy professional lives. You can use the Outlook find to determine when a scheduled event will occur. An option in the Outlook tools menu allows you to enter all the usual holidays celebrated everywhere. 
Advantages
All-in-one organization, Outlook combines email, calendar, contacts, and tasks making it easy to manage everything in one platform. It supports advanced email tools like folders, rules, filters, and automatic replies, helping users stay organized. Works seamlessly with other Microsoft applications such as Microsoft Word, Microsoft Excel, and Microsoft Teams. Users can schedule meetings, set reminders, and share calendars with others, which is useful for teamwork. Including spam filtering, encryption, and it will sync once you reconnect to the internet [27]. 
Disadvantages 
The interface has many features, which may be confusing for new users. Full features often require a subscription to Microsoft 365. It can become slow, especially when handling large mailboxes or many attachments. Email storage maybe limited depending on the plan, requiring regular cleanup. Sometimes users experience delays or errors when syncing emails across devices. Works best within Microsoft products, which may not suit users who prefer other platforms [28].
[bookmark: _Toc212037715] At the end Microsoft Outlook is powerful and professional communication tool that improves productivity and organization. However, it may require time to learn and can be costly depending on usage. It is best suited for users who need structured email management and integration with other Microsoft services. 
MS Teams
[image: ]
Online learning via supporting software, such as MS Teams, Zoom, and Google Meet, which is more convenient than ever. Although lectures and students still encounter several obstacles when attempting pronunciation classes in MS teams. Microsoft Teams is a collaboration and communication platform developed by Microsoft. It allows users to chat, make video calls, share files, and work together in real time. It is widely used in businesses, schools, and remote work environments [29]. 
Advantages 
MS Teams combines messaging, video conferencing, file sharing, and collaboration in one platform. Users can create teams and channel to organize work, making group communication clear and structure. It also supports high quality online meetings, screen sharing, and recording features. Files can be shared and edited in real time, improve team and productivity. Providing strong security features, including data encryption and secure access [30]. One of the key features of Microsoft Teams is its ability to integrate with tools such as Word ‘ Excel and PowerPoint allowing users to edit and share documents directly within the platform.
Disadvantages
Can be confusing for new users, The interface and features may take time to understand. Video calls and collaboration tools may not work with slow internet. Also, it can be slow or laggy, especially on older devices. Some advanced features required a subscription to Microsoft 365.
Endy, In summary Microsoft Teams is an effective platform for improving communication and teamwork by bringing messaging, meetings and file sharing into one place. While it offers many useful features, users may need time to become familiar with it and its performance depends on internet quality and device capability.
b. [bookmark: _Toc212037716][bookmark: _Toc212037717]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application
MS Outlook
[image: ]
[bookmark: _Toc212037718]Microsoft Outlook is an email and personal management application used to send, receive, and organise emails. It is also used to manage calendars, contacts, tasks, and meetings, making it a useful tool for both personal and professional communication.
Ms Teams
[image: ]
Microsoft Teams is a collaboration platform used for communication, teamwork, and online meetings. It is part of Microsoft 365 and is widely used in schools, universities and workplaces.
[bookmark: _Toc212037719]
Conclusion
The combination of digital tools such as WooCommerce, Wiz Mind Mapping, and Microsoft applications including Microsoft Excel, Microsoft Word, Microsoft Outlook, and Microsoft Teams demonstrates the importance of technology in modern learning and business environments.  
WooCommerce provides an effective platform for creating and managing online stores, allowing businesses to sell products and reach a wider audience. Wiz Minding Mapping supports planning and idea organisation, helping users structure their thoughts and improve creativity . Meanwhile, Microsoft application enhance productivity through data analysis, document creation, communication, and teamwork.
Although each tool has its own challenges, such as technical complexity or the need for practice, they all contribute significantly to improving efficiency organisation, and problem-solving skills. Together, these tools prepare individuals for real world tasks by combining business, creativity, and digital skills.
Overall, understanding and using these technologies is essential for academic success and future career development, particularly in areas related to engineering, business, and digital innovation.
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