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[bookmark: _Toc236134180]Introduction
Digital technology has become an essential part of everyday life [1]. Many people use technology nowadays. They use computers, smartphones and the internet to communicate, work, share ideas, and access information quickly. New technologies have advanced rapidly, changing the world in areas such as economy, education, social life and the workplace. 
In this work, I focus on different software that people use these days in their daily lives to stay in contact through different types of technology they use to work. Software like Word, Microsoft Teams, Power Point are among the most important and useful tools for business professionals. Meanwhile, platform such as Facebook, WhatsApp, Tik Tok are used by the public to communicate and share ideas.


[bookmark: _Toc236134181]Task 1. e-Commerce Website builders/software solutions
[bookmark: _Toc236134182]1.1 Wix
[image: Wix Website Examples 18 Wix Website Examples That Will Knock Your]Wix is an online platform that allows you to create a website, in an easy way for your personal life or business [2]. 
You don’t need to have an advance knowledge of programming to use this platform. 
Features of Wix
Wix has some advantages. One convenient thing is it has many free templates that you could use to start designing your website, and it allows you to copy and paste images from your computer or online to add when you are designing your website. Another interesting thing about Wix is that it allows you to use it in your smartphone. You don’t need a computer to start designing a website, use your mobile now [3].  For a user with zero coding experience, Wix has incorporated AI that helps create, design and personalise your website in just a few minutes. This AI assistant can also answer questions and guide the user through the entire process, from start to finish.
Benefits of Wix
The benefits of Wix are ideal for a beginner who is starting to create a website. It gives you the possibility to add many features to your design such as text, images, templates. It also features a simple to use AI, you just describe what kind of website you want to build, and the AI generates it for you in just few minutes. You can customise your website using simple drag and drop editor.
Limitations of Wix
Although Wix is easy to use and does not require programming knowledge, it also has some limitations. The free version displays Wix advertisements, which can make the web site look less professional, the free version also has limitations. For example, online Payments, a custom domain and some marketing tools are only available with a paid plan. Another limitation is that once you chose a template, it is difficult to change it without creating a new website. Finally, Wix may not be the best choose for large businesses or complex projects because it offers fewer customisation options than other platforms.
[bookmark: _Toc236134183][image: Shopify Store Login For Amdin and Customers: All You Need To Know]1.2 Shopify
Shopify is a platform that allows small and medium-sized businesses to design their own website. It enables companies to operate and manage an online store to sell their products and allows them to create websites without programming knowledge.
Shopify Features   
Shopify features a visual page builder that allows users to drag and drop elements to create their website without needing programming knowledge or experience. It also offers responsive templates that automatically adjust to mobile devices. Additionally, Shopify includes integrated online payment processing, enabling customers to use major credit cards to make immediate payments. If you are running an online store, building a website should not require coding skills or a design team. These tools allow you to create stunning web pages and product pages using simple features, with no technical expertise required. Furthermore, its omnichannel sales system gives you the opportunity to sell on other platforms such as Amazon, TikTok, Instagram, or Facebook.
Benefits of Shopify
Here are some of the benefits of Shopify. Shopify offers a fast market entry that makes it possible to create a fully functional online store within a few hours [4]. Unlike some others website solutions, Shopify has a low initial cost, helping businesses avoid hiring expensive website developers. It also provides a rapid proof of concept which allows you to test product demand with real customers. Another advantage of Shopify is its user-friendly interface which, makes it easy to manage orders, and payments without advanced technical skills.

[bookmark: _Toc236134184]Task 2. Mind-map of contemporary software applications
[bookmark: _Toc236134185]2.1 Describe mind mapping and explain the benefits of using mind mapping
A mind map is a visual tool that is used to organise ideas and information [5]. The main topic is placed in the centre of a page, and keywords related to the main idea are connected by branches. Each branch can contain images, words, colours or symbols to help people remember important information more clearly. Mind mapping helps people to organise ideas, improve memory, and understand information more easily. It is used by students for planning projects and solving problems, brainstorming ideas.
The Benefits of Using Mind Mapping
Mind mapping helps companies organize ideas, projects, and business processes. For instance, companies can organise ideas more clearly and visually, plan projects, brainstorm during team meetings, and resolve issues that arise along the way more efficiently. It also improves teams’ communication, ensuring a smoother workflow and easy decision-making, while making it easier to recall important decisions and resulting in more organised, improved, and efficient work. With this point in mind, the section on benefits can be developed without difficulties.
Another way mind mapping can assist companies is by improving different areas within an organization, this tool is widely used for strategic planning because it enables teams to visualize objectives, identify potential solutions, and determine the necessary steps to achieve the goals outlined in a project plan. By presenting information in a visual format, employees gain a better understanding the relationships between the different task and objectives and project activities. As a result, planning becomes more organized and efficient.
Another equally important benefit of mind mapping is that it facilitates collaboration among team members. During meetings, employees can contribute their ideas and add the information to mind map in a structured and organised manner, this encourages individuals to share their knowledge, exchange different perspectives and work together toward common objectives, it also ensures that all team members develop a shared understanding of the project and the responsibilities. Consequently, misunderstandings can be reduced, and internal communication can improve, and teamwork can become more effective, leading to better decision-making and increased productivity.
Mind mapping also helps with decision-making by enabling teams to visualise ideas. A framework that brings together all the ideas of different team members provides a better overview of the main concept. This allows the team to analyse different perspectives, including the potential advantages and disadvantages, solutions and consequences thereby reducing the risk of making poor decisions.
Furthermore, this tool offers numerous advantages for project managers, as it allows large projects to be broken down into small, easily manageable tasks. Project managers use mind maps to assign responsibilities and set priorities, making it easier to track ongoing activities. As a result, productivity can be increased, and available resources can be used more efficiently. 
In conclusion, mind mapping is a very useful tools for planning and organize projects, ideas, and business activities. It also encourages creativity, teamwork, and better communication, in addition, it helps solve problems and support decision-making by presenting information in a clear and visual way. Its use can increase productivity, make better use of available resources, and help organizations achieve the objectives set out in the work plan.










[bookmark: _Toc236134186]2.2 Create a mind map of contemporary software applications
[image: ]
Figure 1. Mind map showing examples of contemporary software applications used for communication, office work, cloud storage, graphic design, and web design.
[bookmark: _Toc236134187]Task 3. Office Applications
[bookmark: _Toc236134188]3.1 Four office software solutions for business operations
[bookmark: _Toc236134189]Ms Word
[image: ]Microsoft Word is word-processing software that offers a wide range of features for quickly and effectively creating, editing, and managing professional documents [6]. It is widely used in business environments, enabling employees to prepare reports and other documents in an organised and professional manner. Key features include text formatting, templates, page layouts, tables, images, charts, and shapes, which help users present information clearly and improve the appearance of the documents.
Other highly useful tools include editing and review functions. Correct errors, improve the quality of their writing. The program also includes “track changes” and commenting features, which are available when multiple employees need to review or modify the same document. These tools support teamwork by allowing colleagues to provide feedback and suggest improvements. Another important feature is mail merge, which is particularly useful in business because it allows users to create personalised documents, letters, labels, or emails for large numbers of clients using data from sources such as Excel spreadsheets. Furthermore, Word allows documents to be saved in different formats, including PDF, making it easier to share information with clients, employees, and business partners.
Another important feature of Word is that improves communication both within and outside of the organisation. Companies need to create reports, contracts, proposals, and other business documents Microsoft Word helps organize information in a clear and structured manner, making every document easier for managers, colleagues, and clients to read and understand. As a result, communication becomes more effective, reducing misunderstandings and ensuring that important information is shared accurately and professionally.
 



Advantages 
Microsoft also offers various benefits that support companies in their daily operations. One of the main advantages is that improve productivity by enabling employees to create high-quality documents in a professional format quickly and efficiently. Instead of creating a document from scratch, users can use Microsoft word’s templates and tools to save time and maintain a consistent style across all businesses documents. 
Collaboration is another advantage offered by Microsoft Word. Thanks to features such as cloud storage, commenting, and document sharing, employees can work together regardless of their physical location. This is highly relevant for modern business, where remote work and online collaboration are becoming increasingly common.
Microsoft Word also integrates seamlessly with other Microsoft Office applications, such as Microsoft Excel, Microsoft PowerPoint, and Microsoft Outlook. This enables companies to work in a more coordinated manner by sharing information across different programs and creating more comprehensive presentation and reports. For instance, users can embed excel charts and tables directly into Word documents to present data more professionally.
Limitations of Microsoft word
Although Microsoft Word is a powerful and highly useful application, it does have some limitations. One such limitation is that these advanced features can be difficult for new users to learn. Employees may require training and practice before they can use all the available tools effectively.
Another drawback is the cost. While basic versions are available, many users require a Microsoft 365 subscription to access the full range of features. This can be a disadvantage for small businesses with limited budgets, as the subscription cost may be higher than using free alternatives.
Furthermore, Microsoft Word is not the ideal program for handling large amounts of data or performing complex data analysis. While it allows users to insert tables and charts, applications such as Microsoft Access are better suited for managing databases, very large documents contain numerous images and Charts, or tables may become slow to open, edit, or save, affecting overall performance.


[bookmark: _Toc236134190][image: What is Excel and use cases of Excel?]Ms Excel
Microsoft Excel is a spreadsheet application developed by Microsoft Office and included in Microsoft office and Microsoft 365 versions; it is one of the most widely used programs for creating, organising, calculating, and analysing data. Excel allows users to enter information into rows and columns, facilitating the efficient and structed storage and management of large amounts of data
Performing mathematical, financial, and statistical calculations quickly is one of the tool’s key benefits, and it reduces the time required for manual processing, additionally, Excel offers features such as charts, tables, PivotTables, conditional formatting, and present results clearly and professionally [7].
It is widely used in business, education institutions, government agencies, and individual users to manage budgets, financial records, sales reports, inventories, employee records, other critical data, its wide range of functions and flexibility make Microsoft Excel a leading tool for improving productivity, supporting decision-making, and managing data efficiently across various professional fields.

Advantages
One of the main advantages of Microsoft Excel is its ability to manage large amounts of data and information in a structured manner using rows, columns, and spreadsheets.
Users can store information in an organised way, which facilitates searching, updating, and analysing data, this feature is particularly useful for companies that need to manage financial data inventory, sales, budgets, and employees’ records.
Another significant advantage is the ability to perform automatic calculations quickly using formulas and functions. Tools such as SUM, AVERAGE, IF, VLOOKUP, and other advanced functions allow precise and rapid data processing, saving time on repetitive tasks and reducing the risk of human calculation errors. This helps improve employee productivity in important activities within the organization.
Furthermore, Excel offers tools for analysing and presenting information, such as charts, PivotTable, filters, and conditional formatting. These tools transform complex data into clear and easily understandable information, helping business owners and employees make better decisions based on organized and reliable data.
Another highly useful advantage is its flexibility and accessibility. Excel supports a wide range of users, from beginners to professionals who require advanced analysis capabilities involving Macros and specialized tools. Its integration with other Microsoft Office programs also facilitates information sharing and collaboration with organizations 
Limitations
Microsoft Excel offers numerous advantages; however, it also has certain limitations. For example, it is not designed to manage extremely large or complex databases. The program can become slow and experience performance issues when files contain millions of records, numerous formulas, or large amounts of data.
Another limitation is that its more advanced features require specific knowledge and experience. Tools such as macros, PivotTable, and advanced functions can be challenging for user without the necessary skills, increasing the risk of errors during data analysis.
Furthermore, security can be a concern when multiple users work on large Excel files simultaneously. Although current versions offer cloud-based collaboration, specialized database system can provide better control, greater security, and a higher capacity for managing large amounts of information.




[bookmark: _Toc236134191]Ms PowerPoint
[image: Microsoft Powerpoint 2016 | Oxford Applied Training]
Microsoft PowerPoint allows users to communicate ideas clearly and effectively using text, images, charts, tables, audio, animations and transitions across a series of slides.
A key feature of Microsoft PowerPoint is its ease of use; its user-friendly interface allows user to design professional presentations without requiring advanced technical knowledge. This program and its tool facilitate the creation of attractive and well-organized presentations in a short time by offering a wide variety of templates, themes, and layouts, Furthermore, it makes presentations more dynamic and easier to understand by following the incorporations of multimedia content and other elements that engage their audience. [8]


Microsoft Point is widely used in business, educational institutions, and other organizations for business meeting, training sessions, classes, project presentations, conferences, and marketing campaigns, its ease of use and extensive range of features make it an essential tool for communicating information clearly, capturing the audience’s attention, and supporting decision-making across various professional fields.
Advantages
one of the main advantages of PowerPoint is its ability to present information in a clear, visual, and organized manner. Using slides, users can combine text, images, charts, tables, videos, and other multimedia elements to explain ideas in a simply a clear way, this makes information easier to understand and helps maintain the audience’s attention throughout the presentation.
Another major advantage is its ease use. The software features an intuitive interface and a wide variety of templates, themes, and predefined layouts that make creating professional presentations quick and simple. Furthermore, users with little or no graphic design experience can still create visually appealing presentations.
PowerPoint also allows users to create engaging presentations through its animation, transition, and visual effects tools. These features help capture the audience’s attention, highlight key information, and improve communication during meeting classes, or conferences.
Another significant advantage is its integration with other Microsoft Office programs, such as Word and Excel, allowing users to quickly and easily import tablets, charts, images, and documents to create more complete and professional presentations, additionally, PowerPoint offers online file-sharing and collaboration features, enabling multiple users to work on the same presentation simultaneously from different locations.
Thanks to these features, Microsoft PowerPoint has become a widely used application in business, educational institutions, and other organizations for presenting projects, sharing information, promoting products, and communicating clearly and effectively.
Limitations
Despite its many advantages, PowerPoint also has limitations, for instance, presentations can become overloaded with excessive data such as text, images, animations, or visual effects which can distract the audience and cause them to lose sight of the main message. Furthermore, the overuse of images and transitions can make presentations appear unprofessional and diminish its effectiveness. Another limitation is the reliance or hardware such as computers, projectors, or screen, technical glitches, equipment malfunction, power outages can disrupt the presentations and hinder communication with the audience. Finally, creating engaging, well-structured material requires high-quality content and sufficient time dedicate to planning and organization.


[bookmark: _Toc236134192]Ms Access
[image: Yes – Microsoft Access works in a Multi-User Environment - 1ST CONTACT  DATABASES]
Microsoft Access is a database management system developed by Microsoft and included in certain versions of Microsoft office and Microsoft 365. Its primary function is to efficiently store, organize, and manage data. Unlike Microsoft Excel, which is a spreadsheet application, Access allows relationships to be created between tables, reducing data duplication and improving information organization. [9]
Microsoft Access helps businesses store and organise large amounts of information. It makes it easy to search, update and manage records. It also allows users to create forms, queries and reports. This software is highly useful for companies, educational institutions and small business. Where it is to manage information about clients, employees, products, inventory, sales, and other key business record. Microsoft Access is also valuable for creating form that simplify data entry, querying specific information, and generating professional report to present results clearly.
Furthermore, its user-friendly graphical interface allows users with little programming experience to create databases in a simple, straightforward, and functional manner. Another key feature is the collection of tools to optimized management of large volumes of data. Thanks to these capabilities, Microsoft Access has become a Widely used solution for data management within organizations.
Advantages
One of the benefits of Microsoft Access is how it helps user process large amounts of data in a well-structure manner. Data is store in related tables; this is highly effective because it reduces data redundancy and improves record management. Consequently, business can maintain clean, organized data that is easy to access and update.
Another highly useful and important features is the speed at which information can be retrieved. Access enables users to perform custom searches, making it easy to locate specific information using various search criteria. These facilities quick access to data and allows employees to obtain results efficiently, thereby improving decision-making within the company.
Microsoft Access also allows the creation of custom forms that simplify data entry. User can enter data through simple interfaces without needing to modify the database directly. This helps prevent or minimize human error and protects the store information.
Limitations
Although Microsoft Access offers many advantages, it also has certain limitations, as it is not designed to handle millions of data records or support thousands of simultaneous users in large companies. In such cases, systems such as Microsoft SQL Server offer performance and greater capacity.
Another limitation is that the user needs some knowledge of database design to use in advanced tools effectively. While creating tables and forms may be straightforward, developing relationship, complex queries, and custom reports can be difficult for user without prior experience.


[bookmark: _Toc236134193]3.2 Test any two features
[bookmark: _Toc236134194]Mail Merge
Mail Merge allows users to create personalised letters for many people at the same time. I created a letter in Microsoft Word and linked it to an Excel file containing names. After completing the Mail Merge, Word automatically generated personalised letters for each recipient.
[image: ]




[image: ]Click “start Mail Marge and select Letters




[image: ]Select Mailings and select insert Merge Field

[image: ]Click on Finish and Marge and click on edit individual documents
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IF Statement
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[bookmark: _Toc236134196]Task 4. Communication and Collaboration applications
[bookmark: _Toc236134197]4.1 One contemporary Communication and one Online Collaboration
[bookmark: _Toc236134198]Gmail
[image: Gmail - Wikipedia]
Gmail is a communication tool that enables users to send and receive emails quickly and securely, share files and images, and maintain efficient communication with employees, clients, and suppliers. Its user-friendly interface allows users to access their accounts from any device with an internet connection, making it a practical choice for businesses of all sizes.
Key features of Gmail include ample storage capacity, automatic message organisation through labels and categories, protection against spam and phishing, and advanced search capabilities for quickly locating and sharing information. Furthermore, it integrates seamlessly whit other Google applications, such as Google Drive, Google Calendar, and Google Meet, facilitating task management within an organization.
A significant advantage of Gmail is that it enhances business communication by enabling instant information exchange among team members. Gmail also supports remote working, allowing employees to access information immediately from anywhere at any time. Thanks to its robust security features and automatic data synchronisation, businesses can keep their communications organized and secure.
[bookmark: _Toc236134199]Zoom
[image: Zoom Workplace - Download and install on Windows | Microsoft Store]
Zoom is a platform that enables communication through video calls and is widely used by companies, educational institutions, and organizations to hold virtual meetings and facilitate remote collaboration. User can communicate in real time through video calls, voice calls, and instant messaging. Screen sharing is one of Zoom’s key features, the platform supports many participants and provides tools that help organiser conduct efficient meetings. 
Zoom offers many advantages for businesses, such as reducing the time and cost associated with travel, facilitating teamwork between employees in different locations, and improving collaborative project development. It also enables quick and effective virtual meeting within suppliers, clients, and business partners, thereby increasing productivity and flexibility in the workplace.

Zoom is an online collaboration and video conferencing application that allows people to communicate from different locations. Users can join meetings using a computer or mobile device and interact through video, audio, and chat.
Zoom has useful options such as screen sharing, meeting recording, breakout rooms, and virtual backgrounds. Zoom is used for online classes, business meetings, interviews, and teamwork because it makes collaboration easy regardless of distance.

[bookmark: _Toc236134200]4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc236134201]Gmail
[image: ]



I tested the email feature in Gmail by sending an email to my own account. I wrote a short message, added a subject, and attached a document before sending it. The email was delivered successfully within a few seconds. I then opened the message, downloaded the attachment, and confirmed that everything worked correctly.
This test showed that Gmail is an effective communication tool for sending messages and sharing files quickly and securely.

[bookmark: _Toc236134202]Zoom
[image: Zoom Integration Archives - Classter Knowledge Base]
I tested the screen sharing feature in Zoom by starting a meeting and sharing my desktop. The shared screen was displayed correctly, allowing participants to view my presentation and documents in real time.
This feature is very useful for online learning, business presentations, and team collaboration because everyone can see the same information during the meeting.
[bookmark: _Toc236134203]Conclusion
Communication and collaboration applications are essential tools in today's digital workplace. Gmail provides a fast and reliable way to send emails and share files, while Zoom makes it easy for people to communicate and work together through virtual meetings. After testing both applications, I found that they are simple to use, effective, and suitable for both education and business environments. These tools improve communication, increase productivity, and support teamwork regardless of location.
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