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[bookmark: _Toc212037696]Introduction
E-commerce website builders have pretty much become a must-have for any business wanting to sell online these days. They let you set up a proper store without needing to know how to code, which is a huge relief for most people. Two of the big names everyone talks about are Shopify and Wix eCommerce—both are solid options, just with slightly different vibes.

[bookmark: _Toc212037697]Task 1. e-Commerce Website builders or software solutions
1.1 Shopify
Shopify is basically the heavyweight champ of online stores. It’s very easy to use, it grows with your business, and has this huge app store where you can  hook on pretty much any feature you can think of. You built-in payment processing , get drag and drop design,  inventory tracking, automatic taxes, and the ability to sell everywhere—your own site, Instagram, Facebook, TikTok.
[bookmark: _Hlk215047947]In Shopify, each and everything runs in the cloud, so it’s always up to date and pretty shielded security-wise (SSL, fraud detection, the works). If you’re planning to scale up or already have a decent-sized operation, Shopify feels like it was built for that [1].
How Shopify Enhances the Workplace
(a)Increase Productivity: Shopify puts key business tasks—product uploads, order handling, customer records, and shipping—into one place. Setups like left-behind cart messages and stock updates cut down on manual work [2].
 Example: A small clothing shop can auto-track stock levels and get warnings when items are low hence no need for manual stocktaking.
(b) Enhances Workflow :Works well with thousands of apps, such as accounting tools, CRM platforms, and payment gateways. Online sales and in-store sales <POS> Point of Sales from one single unit [3].
 Example: A business entity may link Shopify with QuickBooks such that it will auto-sync sales transactions, hence reducing accounting errors and improving the efficiency of the workflow.
(c) Improved Communication: Manage email, social media, and even live chat conversations from one place. Order confirmation and shipping notifications to customers who are always kept in the loop without extra manual work for your staff
Example: Customer service team can respond quicker since messages from Instagram, Facebook, and website all come in one inbox of Shopify.
1.2 [bookmark: _Toc212037699]Wix 
In contrast, Wix e-Commerce began as a generic website builder before adding useful store functionality. The best part is that there are no limitations and you can create anything you want. You can basically place anything precisely where you want it with the drag-and-drop editor, even down to the pixel if you're particular. It's not just aesthetically pleasing, though; it has all the essential features built in, including inventory management, emails about abandoned carts, discount codes, and numerous payment channels. It also cheerfully offers digital downloads, physical goods, and even reservations and services. Right out of the box, the templates are quite beautiful, and everything functions flawlessly on mobile devices without requiring any effort on your part [4].
[bookmark: _Hlk215047208]How Wix Enhances the Workplace:
(a)Increase productivity: Drag-and-drop parts make site building quick and simple. Firms can refresh content (blog entries, pictures, service details) without the need for web creators.
 Example: A beauty shop can swiftly post new rates or service bundles on their site without getting a designer. 
(b) Improves Workflow: Booking systems, online stores, customer banks, and payment tools can all work together inside. Staff plans and meeting setup are also things it can do inside the platform. 
Example: A workout coach can set up auto booking and payment for classes, cutting down on admin work.
(c) Better Communication: Built-in tools such as contact forms, chatbots, newsletters, and automated email campaigns help improve communication with customers .Visitors can interact directly through live chat embedded on the website [5].
Example: A customer queries service availability via the Wix chat feature, and the business receives the message instantly on their dashboard or mobile app.

(d) Supports Decision-Making: Wix Analytics provides insights on traffic sources, user behaviour, and marketing performance.  Businesses can see which pages are most visited and which marketing campaigns generate the most interest .
Example: A company sees that most visitors come from Instagram, so they invest more in social media advertising.



[bookmark: _Toc212037700]Task 2. Mind-map of contemporary software applications

[bookmark: _Toc212037701]          (a)Mind map:          Mind maps are derived from Tony Buzan's work, which uses non-linear structure, keywords, and associative links to reflect how the brain naturally organizes information. Based on the work of Tony Buzan, mind maps are non-linear diagrams that use keywords and links to show how information is naturally processed by the brain.
In business, mind maps support brainstorming, planning, knowledge capture, and problem solving. They make hard topics easier to review, reveal relationships between ideas, and speed up decision-making processes.
Clearer project scoping, better memory and information recall, more creativity during brainstorming sessions, and greater team communication are all advantages of mind map. 
Mind maps avoid effort duplication and assist teams in concentrating on high-impact tasks by visualizing dependencies and priorities. Research and tools for practitioners show that mind mapping is an inexpensive, easily accessible method for conducting workshops, recording needs, and swiftly bringing stakeholders together [6].

Explain the benefits of using mind mapping in business operations:
Increased Creativity: Since mind maps allow people to jot down thoughts as they come to mind, the process is flexible and there’s no perceived limitation. This technique works well during a brainstorming session because many ideas can be produced in a very short time. 
For example, say a marketing team uses a mind map to outline possible campaign ideas. The result is extremely creative approaches that standard methodology would never uncover. 
Enhanced Project Clarity: Mind maps are structured representations of complex information. Breaking big topics into little parts helps the team see how different ideas link together. For example, a project manager might make a mind map of the steps used to lay out tasks, due dates, and who is responsible for what so that all workers know their part. 
Facilitation of Communication: Mind maps are also tools of good communication because with the help of them teams can easily represent information visually. This visual can add great value to a presentation or meeting since it will allow stakeholders to grasp the main points very quickly. For example, in a strategy meeting, a mind map could present the goals of an organization and strategies related to achieving those goals so that everyone in the room has a common understanding.
 Increased retention and recall: Visual learners generally retain information better. Some studies have confirmed the fact that most people keep content for longer periods acquired through visual presentation [7].
Efficiency in Problem-Solving: Mind mapping makes problem solving efficient, too. Visually displayed, with all possible options quick to assess, the team can easily pick the best among them. For example, if a business is facing low sales, possible causes that a mind map can reveal and their solutions that the team can implement will make attacking the issue much more explicit. 
Example of Mind Mapping in Business: Think of a software house that comes up with a product. The project manager draws the mind map where the main idea is situated among several paths—"New Product Launch" with those of market research, product features, marketing strategies, and timelines. Each path may have multipath describing specific tasks to be performed by whom and when they are due. This representation will keep the team organized and ensure that all aspects of the launch are being tracked.
[bookmark: _Toc212037702]b. Create a mind map of contemporary software applications
Mind map link:  https://mm.tt/map/3865200386?t=XRVL0GkCOJ
[image: A diagram of payment processing system
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Figure: mind map of payment processing system.

This payment processing system supports day-to day business operation by enabling secure transaction through payment gateways like PayPal And Google Pay. It streamlines customer purchase, manages payment , authorization, refunds, and subscription plan. It integrates third-party looks like CRM and accounting software, enhances security with encryption and fraud protection, and ensures seamless order fulfilment and fund flow.
[bookmark: _Toc212037703]

Task 3. Office Applications
0. [bookmark: _Toc212037704]Four office software solutions for business operations
[bookmark: _Toc212037705]MS Word
Microsoft Word has become the world's most popular word processor supporting the business process with professional document preparation, editing, and sharing.
Key features include a powerful text editor offering advanced formatting by styles and             templates with headers, footers, built-in review tools (track changes and comments), mail merge for mass communication, easily accessible templates integrated seamlessly within the rest of the Microsoft 365 apps. 
Pictures, tables, graphs plus support for all external objects render Word appropriate for reports as well as proposals beside and contracts in addition to policy documents. Productivity gets a boost because templates and styles enforce consistent branding, and then add powerful collaboration with cloud co-authoring plus reviewing features. Compatibility is strong with the most common file formats (DOCX, PDF). 
Accessibility tools (alt text, read-aloud) support an organization to be compliant with inclusive practice. Word’s mail-merge plus its integration with Outlook make for easy as well as simplified communication both to customers and stakeholders. 
Word is not meant for heavy data analysis (use Excel, if available), and it will bog down with very long or highly structured documentation compared to specialized document management systems. Complex layout-heavy publications are often better handled in desktop publishing tools [8].
Example — how I used MS Word in a business operation :
Creating Business report:
Open Microsoft Word and select a business report template. Then you can fill up all the details.
[image: A screenshot of a computer
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2. here we can add  table of content , report title , executive summery 

[image: A screenshot of a computer
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Then we can write a full business report and save this file . And then share with anyone. This  show illustrative screenshots of how to a completed business report in MS Word. These steps demonstrate Word’s role in producing consistent, reviewable, and distributable business documents.

[bookmark: _Toc212037706]MS PowerPoint
Microsoft PowerPoint is a presentation program used, in most cases, in the business world for the creation, display, and sharing of visual aids to supplement meetings, training sessions, or promotions. It works based on a theme-and-template slide workspace with Slide Master (that ensures consistent branding across an organization) and multimedia support (including pictures and sound or movie), charts plus SmartArt (for illustrating data), as well as animation/transition features (which provides fine control over how information is revealed) [9].
Integrated into Microsoft 365, it enables embedded Excel charts, PDF or video export, and cloud co-authoring for joint preparation and checking. Business benefits are because of better articulation of complex thoughts with the help of visual aids, faster development time for standardizing corporate decks using templates and Slide Master, and easy reuse of slides meant for different audiences- be it executive summary or full technical deck. The multimedia support in PowerPoint helps keep the audience engaged during live presentations as well as e-learning modules. It supports presenter notes and rehearsed timings plus handouts to the audience hence useful for training and remote delivery. 
Limitations are those of potential overuse of animations and bad design leading to distracting slides. PowerPoint does not replace reports in detail, it is just a summary and not an exhaustive analysis. Any complex data analysis should remain in the tool where it was created, be that Excel or a BI platform, and then be visualized on slides. Accessibility (alt text, reading order) must be checked here to comply with inclusive practice.

Example — how I used PowerPoint in a business operation:
1. Open PowerPoint ,then  I can use blank for a new PowerPoint or if I click on more theme and then I can get a different option to choose.
[image: A screenshot of a computer
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Here I choose this temple as a example.[image: A screenshot of a computer
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Here is all the slide , I can add title, agenda . whatever details I am work on it, I can add each slide.
[image: A screenshot of a computer
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[bookmark: _Toc212037707]MS Excel
Microsoft Excel is a powerful spreadsheet application that helps in the performing of business activities through data input, calculations, and generating reports. It offers worksheet grids as safe depositories for structured data with the use of formulas accompanied by an all-embracing library of financial, statistical, logical, and text functions among others. Conditional formatting is provided for visually inspecting data while table tools maintain structure with added filtering and sorting abilities. PivotTable and PivotChart presentations add support to multi-dimensional summaries aided by huge options on charts to visualize information plus such data features as Power Query importing cleaning transforming external sources. Automation through Macros (VBA) and Office Scripts interfaces other Microsoft 365 programs perfectly. Calculation results and scenarios generated instantly accelerate the decision process. Since Excel is a common application, it becomes handy when exchanging data across teams and performing ad-hoc analyses. Large datasets can be easily summarized by managers using PivotTables and charts; financial functions within the application that support budgeting and forecasting as well as ROI calculations are readily available. Repetitive tasks can be automated to ensure consistency in work done manually. Apart from that, tools for data import assist in consolidating data from CRM, ERP, or simple exports of CSV files needed for reporting. 
Limitations would be in performance with extremely large datasets where a relational database or BI tool (Power BI, Tableau) would better fit the requirements. Spreadsheets that are somewhat complex might lead to errors if not kept with proper structure, documentation, and version control. High-level automation demands programming knowledge; collaborative editing of very large workbooks and macro-enabled workbooks leads to conflicts too. The security of sensitive data should also be considered when sharing files [10].
[image: A screenshot of a computer
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Figure: Ms Excel (workbook).




[bookmark: _Toc212037708]MS Access
Microsoft Access belongs to a class of desktop relational database management systems used for the storage, manipulation, and reporting of structured data within small to large-sized organizations. Great features include typed field table designs, relationships and referential integrity support, query design extraction (supporting both visual based Query Design as well as SQL), forms for custom data entry masks, reports for outputting pretty printed listings, Macros with VBA automation support added to the list, Excel and CSV import/export support built right in; last but not least templates for a couple of typical business tasks such as contacts or inventory[11].
Advantages for enterprises incorporate unified information stockpiling with implemented structure, which diminishes excess and further develops information trustworthiness. Access empowers non-engineer clients to quickly make hand-crafted applications for little to medium-sized situations, for example, client data sets, request following, and stock control. 
Its combination with Succeed and other Office applications works with revealing and specially appointed examinations while its report creator delivers print-prepared records. In terms of scalability, Access is only best for small to medium datasets and less concurrent users compared to enterprise RDBMS systems like SQL Server. It begins to perform badly when there are very large tables and even with complex joins. Its deployment to many users requires careful planning (split databases, runtime versions), and there will be a demand for sophisticated customization which will definitely require VBA programming skills. To better effectively respond to changing business requirements, Microsoft has continued to upgrade Access for it to be a potent tool within the confines of the ecosystem of Microsoft 365. Some recent versions come with features that help modernize data visualization and provide better integration with cloud services. Modern Charting: Users shall be enabled in the leverage of 11 new chart types inside forms and reports for more effective, professional visualization of data. Area charts, radar, bubble, or waterfall charts add handy tools for visual presentation of information. A new Chart Settings pane has also been added that enables adjustments and formatting on the fly. 
The new Monaco SQL editor brings in amenities normally associated with modern editors for those users who prefer writing their own code, including syntax highlighting and line numbering as well as auto-complete. Organizations that demand more muscle will find better scalability options since Access easily lets a database be split into a front end and back end where the back end (data tables) can be migrated to more robust servers like Microsoft SQL Server or Microsoft Azure SQL for improved reliability, security, and scalability while at the same time still using the same easy-to-use Access interface as the front end. Access to the Microsoft Power Platform is now open, through Its Dataverse connector This means Access data can be wired up to Power BI for deep insights or joined with Power Apps to create mobile solutions.
 The new field type called Date/Time Extended is being added to implement the DateTime2 SQL data type and Large Number support improves compatibility with SQL data types by providing greater precision and larger numbers with which to work. Strategic Use in the Business Environment The contemporary use of Access very often involves a hybrid model. It acts as a RAD tool for internal data management, connecting with several other applications. 
For example, one may securely store the data in Access and later export it to Excel for more detailed financial modelling or complicated what-if analysis, exploiting the strengths of both programs. It permits coherence and makes sure that data remains intact within the environs of a relational database in Access, while maintaining analytical elasticity associated with Excel.
 It guarantees quick development of forms meant for guided entry thereby reducing human errors. Security features are relatively strong since they include among others password protection and encryption that will go a long way to assist in keeping information secure to satisfy requirements by regulations.


0. [bookmark: _Toc212037709]Practical demonstration of Two Office Features

If function using in MS Excel:
The If function is used to perform a logical test and return one value for a TRUE result and another for a FALSE result.
Example: I have got a student grade sheet, I would like to find out each student has passed or fail  based on a score threshold (e.g.50)
STEP :1 Create table with student name (column A), score (Column B)  and result (Column C). [image: A screenshot of a computer
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In cell C2, type this formula:
[image: A screenshot of a computer
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That means, If the value in B2 is greater than or equal to 50, return “pass”. Otherwise , return “fail”.
Now apply this formula other rows:
[image: A screenshot of a computer
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[image: A screenshot of a computer
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So here we can see, this table showing the data and formula result, and the formula bar displaying the If function.



Pivot Table in MS Excel:
A Pivot Table summarizes largest datasets to extract meaningful Insights.
I have sales data for different area and I would like to analyse total sales by area.
Create a data set for example:
Create a table with data set.
[image: A screenshot of a computer
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Then we will create a pivot table by follow this screen shot process.
[image: A screenshot of a computer
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We can placed this Pivot table in new or existing worksheet.
[image: A screenshot of a computer
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Here we can see Pivot table is created.

[image: A screenshot of a computer

AI-generated content may be incorrect.]
Here we can see, how can use Pivot table for different fields.

[image: A screenshot of a computer
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[bookmark: _Toc212037712]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc212037713]One contemporary Communication and one Online Collaboration applications/tools
At present, Communication and Collaboration tools are the main enablers of Work Efficiency through Remote working and instant participation among Dispersed Workers. File sharing, meetings, chatting, and automating workflows become an immediate necessity in any organization. Presently, one of the top apps available in the market happens to be Microsoft Teams and Microsoft Outlook. The outlook works in the first acts as a spot for chatting while Teams works like a full-on online collaboration hub.
Microsoft Outlook — Communication Application
Microsoft Outlook is a contemporary correspondence program for getting to email messages, setting up arrangements, overseeing various undertakings, and holding all contacts. As the primary piece of the Microsoft 365 framework, it consolidates cloud administrations without breaking a sweat with Exchange Online, OneDrive, and obviously Teams. Corporate workplaces, the scholarly community, and government foundations generally utilize Microsoft Outlook when very organized and dependable correspondence is required [12].
Key Features:
1. Advanced Email Management:
Microsoft Outlook gives a very organized email setting with folders, groups, marks, and automatic rules. By using rules on emails, tagging messages, and sending them forward, users can group and arrange them. These tools make all the email order better and cut down on manual sorting work.
[image: A screenshot of a computer
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Figure 1.  Outlook feature .
2. Schedule Send (Delayed Delivery)
Outlook provides a Schedule Send or Delayed Delivery feature, that allows users to compose messages in advance and deliver them at a future date and time. The email remains queued until Outlook dispatches it automatically .
3. Focused Inbox
Users receiving large volumes of email are more efficient with Focused Inbox. Because essential messages are filtered to a dedicated "Focused" tab by artificial intelligence (AI) .
4. Calendar Integration and Scheduling Assistant
The Scheduling Assistant recognizes suitable meeting times by analysing participant availability, helping reduce scheduling delays.

5. Integration Across Microsoft 365
Outlook combines with Teams, OneDrive, and various enterprise add-ins, making it part of a merged workflow ecosystem.



 Microsoft Teams — Online Collaboration Application
Team is a cloud-based collaboration platform that combines chat, meetings, file sharing, and app integration. Teams support coeval collaboration through meetings and asynchronous collaboration through channels [13].
Key Features:
1. Persistent Chat and Channels  
Teams enable threading, reactions, and file sharing directly within channels, supporting long-term project-based communication [13] .

2. Video Meetings With Advanced Features  
Teams supports HD video, screen sharing, live captions, recording, and AI-based enhancements [13].

3. File Collaboration & Co‑authoring  
Teams helps with SharePoint and OneDrive, allowing real-time co-editing of Word, Excel, and PowerPoint documents .

4. App Ecosystem  
Teams supports workflow automation and integrations with Planner, GitHub, Power Automate, and more .

5. Screen Sharing and Presenting  
Teams offers Desktop, Window, Browser, and PowerPoint Live presentation modes, enhancing both teaching and corporate presentations [13].

[image: A screenshot of a computer
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Figure 2. Microsoft Teams feature.


B. Practical Test — Features Outlook:
Steps followed:
Steps:
1. Opened a new email.
[image: A screenshot of a computer
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Then wrote down a email for cover letter.
[image: A screenshot of a computer
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2. Selected "Schedule Send."
[image: A screenshot of a computer
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3.Set a custom delivery time.
[image: A screenshot of a computer
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3. Email remained in Outbox.
[image: A screenshot of a computer
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 Message will sent exactly at the scheduled time.
Outcome:  Highly effective for cross-time-zone communication or preparing professional messages ahead of time.


Microsoft Teams — Tested Feature: 

1.With my login details I can join there.

[image: A screenshot of a computer
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2. Joined a Teams meeting.
[image: A screenshot of a computer
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Next step, waiting for others to join.
[image: A screenshot of a computer
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Outcome:
Screen sharing was smooth, and Window mode ensured only intended content was shown.


[bookmark: _Toc212037719]


Conclusion
This assignment demonstrated how a range of cotemporary digital tools support modern business operation. From website builders to office application and collaborative platforms, each technology enhances productivity , communication, data management, and decision making . Practical testing further showed how these tools improved workflow efficiency and strengthen work-place solving.

[bookmark: _Toc212037720]
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