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[bookmark: _8ir8007xm8vv][bookmark: _Toc226031963]Task 1. e-Commerce Website builders/software solutions
E-commerce web builders are computer-based tools that allow companies to design, administer, and run web-based stores without the need to have complex computer skills [9]. These platforms have inbuilt product listing, payment processing, marketing and customer management functions. Shopify and Wix are two popular modern-day e-commerce platforms that can provide a variety of features depending on the business requirements.
[bookmark: _Toc226031964]1. Shopify
Shopify is a special online shop platform that is committed to online sales. It provides product management tools, inventory management tools, and a variety of payment gateways, as well as integrations with Amazon and social media. One of the greatest advantages of Shopify is that it is scalable to allow businesses to manage high inventories and go international [10]. It also provides more advanced features like recovered carts, discounting and in-depth analytics to facilitate decision-making.
The large app ecosystem provided by Shopify enables businesses to increase functionality by use of plug-ins and integrations, which makes it appropriate in medium and large business. Yet, it might not be that simple to those who are new and might require more expenses in the form of subscriptions and other applications. It is also less flexible in terms of design because the platform is more performance-oriented than creatively customized.
[bookmark: _Toc226031965]2. Wix
Wix is an easy-to-use web creation tool which also has e-commerce capabilities. It is famous because of its drag-and-drop system that allows users to build visually pleasing websites without knowing how to work with the technical aspect of websites. Wix offers tailored templates, integrated marketing applications, and search engine optimization, all of which are appropriate to small enterprises and new businesses.
The simplicity and low costs of Wix are some of its primary strengths. It provides a one-stop solution, which has numerous inbuilt features and does not require third-party applications. Besides, Wix has built in AI assisted site builders which accelerate the process. Nevertheless, its e-commerce features are not as well-developed as Shopify, especially when dealing with a large inventory or more complicated operations [11]. Thus, it fits small to medium sized companies better.
[bookmark: _Toc226031966]Comparison and Analysis
Shopify and Wix are both viable e-commerce solutions although they are used in different ways. Large-scale businesses are better suited to use Shopify because of its advanced tools, scalability, and integrations. Wix, in its turn, is more suitable to beginners and small businesses due to its simplicity and flexibility in design.
Shopify is more efficient at managing more complicated tasks and the expansion of a business whereas Wix is easier to use and more creative. The decision is based on the size of business, objectives and technical needs.
[bookmark: _Toc226031967]Conclusion
To sum up, both Shopify and Wix are good e-commerce platforms that have their own strong points. Shopify is the perfect fit when it comes to scalability and sophisticated features whereas Wix is the right solution to simplicity and low costs. The selection of the appropriate platform is critical, and it directly influences the efficiency of business and its development over the long term.
[bookmark: _n3mb6cjr5m0c][bookmark: _Toc226031968]Task 2. Mind-map of contemporary software applications
[bookmark: _i2gf9lpf7nlo][bookmark: _Toc226031969]Definition and Benefits of Mind Mapping
A visual representation that uses a central theme and associated themes, connected to the central theme through lines, words, colours and symbols is called mind mapping. This strategy is a model of how the brain works and can provide an understanding of how we relate to ideas. Mind mapping software programs such as XMind and MindMeister allow for collaborative mind map creation.
There are many business advantages to using mind mapping. One of the most significant advantages is it promotes creativity and brainstorming through free association [1]. Brainstorming meetings provide an opportunity for employees to write down their thoughts without worrying about how they are organized; thus enabling them to be more creative and have better creative breakthroughs. Another important aspect of mind mapping is it enhances our organization and understanding of information. It allows to deconstruct large amounts of complicated information, like what we are doing with our project's planning process or workflows, into manageable pieces so that team members can complete their tasks more easily.
Thirdly, mind mapping aids in decision-making. Managers can better understand all elements, options and possible consequences to make better decisions. Therefore, mind mapping promotes effective team communication and collaboration. Diagrams of ideas are easier to share and work on with others to reduce confusion and increase team coordination. Mind mapping also aids in memory retention as colours and branches improve memory retention. In conclusion, mind mapping is a valuable technique for today's businesses because it increases productivity, improves process workflow and aids in planning. Mind mapping can help businesses increase productivity and creativity, and support them in effective decision making in a competitive environment.
[bookmark: _w8zzy53ctg2l][bookmark: _Toc226031970]Mind Map of Contemporary Software Applications
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Figure 1: Mind Map of Software Applications
The diagram above is a mind map of the various types of software applications that organizations use today. The centre idea, "Contemporary Software Applications", is in the middle and branches radiate from it, illustrating types of software applications. This includes communication tools, collaboration tools, office applications, data management, e-commerce, project management, customer relationship management (CRM) and accounting.
The branches then branch out into examples of common software. As an example of communication tools, Microsoft Teams, WhatsApp and Zoom are available while collaboration tools include Google Docs and Slack [2]. Among the office applications (Word and Excel), this illustration shows how all of these different types of software relate to each other in multiple ways and help businesses as they use a combination of communication, database, project management and accounting tools. In essence, it shows a visual representation of how businesses create value through their digital ecosystem by becoming more productive, efficient and effective through improved decision-making processes within an organization.

[bookmark: _crpvnky5arw9][bookmark: _Toc226031971]Task 3: Office Applications for Business Operations
[bookmark: _x5rlveu8p6z][bookmark: _Toc226031972]Introduction
Businesses today need office applications in order to produce documents, analyze data, present information and manage databases. Office applications such as Microsoft Word, Microsoft Excel and Microsoft PowerPoint, as well as Microsoft Access, enhance productivity, save time and increase the quality of decision-making.
[bookmark: _7r3gonrbwh8h][bookmark: _Toc226031973]Office Software Solutions
Office software applications are extremely important in the current business practices, as they allow organisations to develop, store, analyse, and present information effectively and efficiently. Some of the key applications are Microsoft Word, Microsoft Excel, Microsoft PowerPoint, and Microsoft Access and each application has its purpose.
Microsoft Word is employed in the creation of documents like reports and proposals. It offers such features as formatting tools and templates, as well as collaboration opportunities, enabling businesses to create professional content effectively [12]. Nonetheless, it cannot be applied to complex data analysis.
Data analysis and financial management is done using Microsoft Excel. It enables users to sort data, calculate data with formulas like IF and VLOOKUP, and create insights in the form of charts and pivot tables [13]. Although it has its strong points, it may be complicated with big data.
Microsoft power point aids communication by using graphics presentation. It is a mix of text, images and charts to display information in an effective way, but the inadequate design or overuse of animations can decrease the clarity.
Microsoft Access is applied to the management of organized information like a customer or inventory. It allows effective storage and retrieval of data but needs technical skills.
In general, these applications complement each other, making them better in terms of productivity, decision-making, and organisational efficiency.
[bookmark: _pep54xv0k0pf][bookmark: _Toc226031974]Practical Testing of Features
If Function
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Figure 2: Sales Level Evaluation
This example illustrates the use of the IF Function to determine which employees have High Sales and which have Low Sales. This evaluation process classifies performance based on a predetermined criterion that enables the business to identify top performers, as well as provides information on areas where there is opportunity for improvement with Low Sales performance. This value shows how the IF function has been used to classify the employee sales performance into high sales and low sales according to a set limit. The role automates the decision-making process through removing manual classification and minimising human error. Business-wise, this enables managers to resolve high-by-performance and those who need enhancement in the fastest time possible [14]. This category can serve the purpose of performance evaluation, reward design, and officialisation. It is also a better way of saving time because it works with huge amounts of data immediately. But the level of accuracy is also determined by the validity of the established standards so it is crucial to establish realistic performance standards.
[image: ]
Figure 3: Target Difference Evaluation
In this figure, it shows how to determine if employees are reaching their quotas based on the sales calculations of the IF function [3]. It indicates what level of performance they have at any point in time (i.e., Good or Needs Improvement). This avoids long hours spent on analyzing data and makes it easier for management to identify areas where employees must improve their performance or are performing well and should be rewarded. This number demonstrates how IF can be applied to assess whether workers can meet their selling objectives or not by comparing actual performance with set goals. It assigns performance ratings like Good or Needs Improvement and thus allows one to make a quick evaluation of performance. This way of analysis of complex data is able to simplify the analysis process and assist managerial decisions by bringing gaps between projected and actual performance into the limelight. It also enables organisations to determine poor performing employees and put one correct measure like training or incentives. The success of this technique, however, relies on correctly recorded data and clear targets since the misconstructions of the data can result in the wrong conclusions and worse results in decision-making processes.
[image: ]
Figure 4: Sales Condition Analysis by Department
This illustration is a conditional IF formula specific to the sales group and shows them as either good or needing improvement based on their results. It helps to isolate a part of the data, helping us to enable a specific analysis and check the efficiency of the department and suggest corrective actions to improve the performance of the department. This character shows a departmental analysis at departmental level with the help of IF function in assessing sales performance within the expected standards. The use of conditional logic to certain departmental areas will help managers to isolate performance problems across the various units of business within the organisation. This will allow it to make targeted decisions instead of general strategies throughout the organisation. An example is that poor performing departments may be taught specifically and the good performing teams be rewarded. This enhances efficiency in operations and distribution of resources. The use of IF-based classification however, can be too simplistic when it comes to the performance evaluation because it does not put into consideration other external issues like the market conditions or seasonal differences that can contribute to the sales of the department.
[image: ]
Figure 5: Performance Grade Evaluation
This figure uses a nested IF function to assign "Achieved", "Near Target" and "Poor". It helps in fine-tuning an employee's performance. This can be used to support strategic decision making by focusing on employee training, incentives or disciplinary actions for various levels of performance. This number shows the application of a nested IF formula to come up with numerous performance labels like Achieved, Near Target, and Poor. This method offers a deeper assessment than basic binary classification. It will enable managers to learn more about different magnitudes of performances by employees and put in place relevant measures like providing incentives, offering training, or engagements on performance improvement schemes [15]. The multi-level classification is an aid that allows making strategic decisions as it allows to analyse the workforce productivity more thoroughly. Nested IF functions are however, difficult to handle, particularly when dealing with large data sets and becomes technical and becomes complicated when not executed well.
PIVOT Table
[image: ]
Figure 6: Department-wise Sales
This pivot table displays the total sales for each department. It's used to calculate the highest sales producing department. This information is used to drive business decisions about resource allocation and prioritizing the department(s) that generate higher average sales. This pivot table sums up total sales by various departments and gives a clear report about performance within the organisation. It allows managers to know which departments bring them more revenue and which should be improved. The insight helps to make strategic decisions, which include resource allocation, budgeting, as well as performance benchmarking. Pivot tables standardize data even when aggregation is done, which makes it easier to work with large datasets of data and enhance interpretation of data [16]. Nevertheless, pivot tables help us to obtain useful summaries, but they might not reveal the causal relationships between performance variations. Thus, more analysis is needed to comprehend the issues that affect the performance of departments and formulate appropriate improvement strategies.
[image: ]
Figure 7: Average Sales by Department
This is a pivot table showing average sales departments. This data can compare the performance of employees. This information is used to evaluate performance and efficiency; establish best practice departments and implement best practice in the department that has the lowest average sales. In this figure, the pivot table has been used to compute the average performance of sales across departments. In contrast to total sales, the average values will give a more balanced representation of the efficiency of employees in each of the departments. This assists managers to make comparisons between the productivity levels and notice discrepancy in performance. It also facilitates benchmarking whereby best-performing departments are brought to light and their practices need to be embraced throughout the organisation. Nonetheless, averages are not always accurate as they fail to explain individual variation or outliers. Thus, it is to be employed together with other measures to make correct decisions.
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Figure 8: Distribution of Achieved Performance
This pivot table shows the count of employees who met and failed to meet their targets. Gives an insight into the performance of the company. This is used for assessing the performance of employees and to identify any performance improvement programs. This pivot table displays how the number of employees who have met their targets and those who have not are spread. It gives a clear picture of the performance in the organisation by indicating the rates of success and failure. This data can be used to assess the effectiveness of the workforce and define aspects that need to be improved. This information will help managers design training, review targets or modify performance strategies. Moreover, it helps in monitoring performance as time goes by. Nevertheless, this analysis does not help to capture individual performance trends in such a way that might be required to make specific decision-making and to perform performance management.
[image: ]
Figure 9: Department-wise Performance Distribution
This figure assesses departmental performance by the count of achieved and not achieved. This is a measure of good and poor performance [4]. Managers can see where things can be improved to improve the productivity of departments. This figure is a breakdown of the performance results in various departments by indicating those employees who attained their targets or did not attain their targets. It enables the managers to evaluate the effectiveness of the department and indicate where there is underperformance. This facilitates specific interventions like training; process change or leadership change. The graphical display is more understandable and allows making decisions faster. This analysis is however result based but not causal based, so it needs further investigation to figure out the reasons behind poor performance of some departments. In the absence of this analysis, decisions might fail to comprehensively solve the performance problem at hand.
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Figure 10: Total Sales vs Target by Each Department
This is a breakdown of total sales vs target by department. This is helpful to see if departments are on target. This is valuable in decision making, setting targets and planning, as well as performance evaluation. This pivot table will be used to compare the departmental total sales with predefined targets and will thus give an insight on whether the organisational goals are being achieved. It facilitates the process of performance appraisal and strategic planning by pointing to discrepancies between the actual and projected results. This information can help managers to change targets, redistribute resources or introduce improvement strategies. The accountability of departments is also improved through this comparison. But it requires that targets must be attainable and realistic; where the targets are not set well the analysis may not have any true reflection on actual performance. Hence, meaningful evaluation requires careful target setting.
[image: ]
Figure 11: Top Performing Employees
This is a pivot table analysis of the top sales making employees. It identifies the drivers of the business. This information is used to identify, motivate and communicate decisions about promotions, bonuses and other employee performance programs. This figure uses a pivot table to find out the best performing employees in terms of sales. It helps organisations to identify high achievers and reward them using incentives, promotions or recognition programs. This is able to enhance motivation and productivity of employees. Further, the study of the best players aids the companies to comprehend the effective behaviours and copy them among teams. Nevertheless, concentrating on those who perform optimally can fail in identifying developmental requirements of mediocre or low performing employees [17]. There must be a fine balance to achieve the overall enhancement of the workforce and sustainable organisational development.
[bookmark: _4ik5vxj9rsm5][bookmark: _Toc226031975]Conclusion
In general, office applications are great productivity enhancers for business. Microsoft Word helps in creating documents; while Microsoft Excel speeds up business decision making. Both Microsoft Power Point and Microsoft Access assist in communicating and managing data, respectively. The use of both IF statements and Pivot Tables demonstrate how these are used effectively for analysis purposes. In conclusion, these two programs assist with 21st-century business practices and decision making.
[bookmark: _o0jgvykcpmze][bookmark: _Toc226031976]Task 4: Communication and Collaboration Applications
[bookmark: _dkrevvtm4abt][bookmark: _Toc226031977]Introduction
The current business settings consist of communication and collaboration that must be undertaken optimally in enhancing productivity, coordination, and decision-making. The digital tool has revolutionised the way organisations communicate, particularly with the emergence of remote and hybrid degrees of work. Communication and collaboration tools provide real-time interaction among people and teams as well as support a team of users to collaborate on common tasks and documents. The most catered ones are Microsoft Teams and Google Docs, which enable effective and versatile work in the workplace and allow communication and collaboration, respectively.
[bookmark: _vihpqtqk6df5][bookmark: _Toc226031978]Communication Application Analysis
Microsoft Teams is a communication platform that is generally popular and combines the features of messaging, video conferencing, file sharing, and team management. It enables the exchange of information smoothly because employees can chat, make phone calls, and hold virtual meetings in real time and eliminate procrastination [18]. It has a major benefit in that it integrates with other Microsoft Office applications, which allows workflow to bridge other work.
Teams improve the efficiency of organisations because all communication is centralised within a single platform and companies are no longer required to use emails and the response time is also better. It is also especially advantageous to distant groups of people since it helps to collaborate virtually, no matter where on the planet they are [19]. Also, there is the addition of channels and group chats to help manage discussions on projects or departments.
Nonetheless, Microsoft Teams has certain limitations, too. This may be overwhelming because of too many messages and different communication channels that can actually bring down productivity when not handled adequately. Moreover, it demands internet connectivity that is stable and user training to make the most out of its high capabilities. No matter how difficult these challenges are, the Teams still can be a potent tool to enhance the communication and coordination in businesses.
[bookmark: _b7fn8nscdqj1][bookmark: _Toc226031979]Collaboration Application Analysis
Google Docs is a cloud computing collaboration application that enables sharing and real time research and editing of documents by more than one person. It helps to remove the necessity to send several versions of a document, providing the opportunity to edit and update it at the same time. This is to enhance efficiency and all team members work on the latest version of a document.
Among the greatest strengths of Google Docs is the accessibility since one can access the document using any device as long as there is internet connection. Collaboration can be improved using features like commenting, creating edits, and version history, which enable users to include comments and monitor changes effortlessly [20]. This facilitates transparency and accountability among teams.
Nevertheless, Google Docs has certain drawbacks such as the reliance on the internet connection and the lack of sophisticated formatting capabilities when compared with the conventional Word processing software. Nonetheless, it is very effective in team work and cooperative content plants.
[bookmark: _dqimpkk20q4z][bookmark: _Toc226031980]Practical Testing
Communication Application-MS Teams
[image: ]
Figure 12: Microsoft Teams Chat Interface
Microsoft Teams provides users with a chat interface that allows for instant, real-time messaging. The chat feature enables you to chat via text, send files and provide feedback (e.g., emoji, thumbs up, thumbs down, etc.) to other participants in the conversation. The use of Teams improves communication within and between businesses because it reduces the amount of time it takes to share information, and therefore increases productivity through faster and better communication and by fostering team collaboration [5]. Teams are especially valuable in a remote, home-based business due to the need for quick, accurate communication to achieve production goals.
[image: ]
Figure 13: Microsoft Teams Video Conferencing Feature
Microsoft Teams video conferencing feature provides users with the ability to create video calls/meetings with multiple people, thereby enhancing collaborative efforts through virtual meetings, thereby eliminating the travel costs associated with in-person meetings and increasing the number of participants at virtual meetings. Video conferencing is used for many different types of meetings, such as team meetings, presentations, and decision-making. In addition, it has become a required communication tool for all types of businesses.
[image: ]
Figure 14: Microsoft Teams Collaboration and Screen Sharing Interface
Microsoft Teams collaboration and screen sharing feature allows users to share their screens, offer presentations (PowerPoint slides) and collaborate during video calls/meetings. It enhances the collaborative process by allowing multiple users to view and work on a document at the same time, which can increase productivity and improve employee training and decision-making by giving team members access to relevant information when they are meeting together.
Collaborative Application- Google Doc
[image: ]
Figure 15: Multicollab Collaboration Tool Interface
The Multicollab tool provides a Google Docs editing style in WordPress, allowing team members to comment, edit, and organize their workflow for content [7]. This makes it easier for multiple content teams to work together on content because it eliminates the need to duplicate work and enables faster publishing.
[image: ]
Figure 16: Google Docs Commenting Feature
This is a representation of how the Google Docs Comment Tool provides feedback to the user by allowing users to add comments, respond to comments, and resolve comments to improve collaboration. The comment tool also reduces the amount of time needed for additional communication tools due to the real-time feedback it offers, resulting in a better-quality document for collaborative editing.
[image: ]
Figure 17: Google Docs Version History Interface
This is a representation of the revision history (versions) of the Google Docs Document. Using the revision history tool, users can find the version history, the author(s) of each version, and roll back to previous versions [8]. The revision history tool allows for greater transparency, accountability, and control over a document and is particularly useful for collaboration because it reduces the possibility of data loss, allows individuals to track progress, and makes it possible for individuals to confirm that the document is correct.
[bookmark: _hnc6du42ui2r][bookmark: _Toc226031981]Conclusion
To sum up, such tools of communication and collaboration as Microsoft Teams or Google Docs are crucial in contemporary business activity. Although Teams is better at enhancing real-time communication and coordination, Google Docs is more effective at collaborative work and document management. The combination of these tools will enhance productivity, remote working, and the overall efficiency of an organisation.
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simply drop your hand, and the emoji will disappear.

Once the reaction emoji appears in your video, you can put your hand down. Your thumbs up
emoji will automatically disappear after about 10 seconds.

The process is the exact same to give a Raise Hand  reaction with one exception: the
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How to troubleshoot gesture recognition in Zoom

For the most part, | think Zoom's gesture recognition feature is...handy. But when | first started
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