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[bookmark: _Toc449538345]Introduction
In the current digitalized world that is fast-paced, organizations are now dependent on the use of modern software systems in order to be more productive, streamline operations, and remain competitive. The fast development of e-commerce sites, office software, communication and teamwork-related technologies have changed the manner in which businesses operate in all fields. Since they allow making sale online with flexible web builders and optimizing company operations with office software like MS Word, MS Excel, MS PowerPoint and MS Access, nowadays, everything in daily business is based on digital tools. In addition, customer facing and internal communications and collaboration have been greatly reinforced with the modern technology like Microsoft Teams, which combines messaging, video conferencing, file-sharing, and workflow management all in one platform. Mind- mapping programs have also been required in planning, brainstorming, and strategic decision making since the complex information is simplified visually. The project examines how the use of modern software solutions, such as BigCommerce, Wix, office applications, and collaboration tools, can be used to support business processes, increase productivity, enhance communication, and facilitate the effective decision-making process in the current digital organizational environment. 
[bookmark: _Toc1481504701]Task 1. e-Commerce Website builders or software solutions
[bookmark: _Toc387792354]1.1 Big Commerce
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BigCommerce is one of the most famous e-commerce platforms based on SaaS that belongs to small business and great enterprise. It is reputed to have a powerful built-in functionality, good performance and can be scaled without using third party applications as essential functionality [1].  
Major Features  
The set of native tools provided by BigCommerce includes an unlimited number of variations of products, the sale in multiple channels with Amazon, eBay, Instagram, and Facebook, tools of SEO optimization, abandoned cart recovery, product filtering, and customization themes. Its decapitated commerce attributes enable engineers to interlink BigCommerce to outside front-end structures, permitting large brands to create a highly adaptable storefront. It also comes with inbuilt payment gateways and sophisticated analytics as well as robust inventory management. Also, BigCommerce is scalable to the enterprise level and can support high traffic and large catalogues without the need to stress the performance. It is API-based and can be easily integrated with the CRM systems, ERP, or third-party logistics providers, so it is recommended in cases of the businesses with complicated operations.  
Benefits  
Scalability is one of the advantages of BigCommerce. It has been built to support the large product catalogues and high traffic volumes which makes it ideal with the growing businesses. It has lower transaction charges and hence merchants retain more of their income. Numerous other features like multi-currency, professional reporting, and SEO tools are integrated as well without the need to use other applications, which makes it cost-effective in the long term. The platform is also very easy to integrate with the ERP, CRM, and marketing systems.  
Limitations  
BigCommerce may be difficult to use because of the features that the novice user can access though it is powerful. Its price levels upgrade automatically according to sales volumes per year which can be costly to fast growing businesses. Coding knowledge might also be needed to make some of the design customizations, particularly with a very specific layout or modification. The app market is a bit smaller than Shopify, though it remains extensive enough across the board of business requirements [2].  



[bookmark: _Toc1013356529]1.2 Wix 
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Wix is a versatile, user-friendly web host that currently supports complete e-commerce. It is best suited to smaller companies, business owners and designer brands that want an online store with visual builder that is easy to use and has in-built online selling capabilities [3].  
Major Features  
The strongest point is that Wix is easy to use, and no knowledge of any type of coding is needed, and the editor of the design allows a perfect preview of all the elements on the pages. It is pocket friendly and has powerful marketing features like email campaign builders, social media management, booking applications, and search engine assistance to assist the businesses to capture and keep the consumers. In the case of small businesses, Wix offers the one-stop shop in terms of web design, branding, and selling online with the minimum of preparation. Its App Market has hundreds of extensions that can be used to add capabilities such as live chat, analytic, payments, and automation and lets users expand their site according to their needs.  

Benefits  
The design editor gives one accurate control of each and every element in a page and no coding is required. It is not expensive and offers powerful marketing features like email campaign, social media management, booking services, and search engine optimization. To small enterprises, it is a one stop shop to build their websites, brand them, and sell online. The App Market also enables one to add functionality when there is a need [4].  
Limitations  
Wix cannot be scaled as easily as such platforms as BigCommerce or Shopify. It will fit well in small to medium-sized enterprises as opposed to large ones. Although it is flexible, excessive design freedom at times can result in websites that are difficult to speed up or even make mobile friendly. The more complex features of e-commerce like complex product variations, enterprise level integration's or large scale inventory operations could also be restricted compared to dedicated e-commerce solutions. 

[bookmark: _Toc1197407536]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc872107290]Mind mapping and explain the benefits of using mind mapping in business operations
Mind mapping refers to a visual thinking methodology that is applied to the arrangement, analysis, and the presentation of information in a non-linear manner. In contrast to the old method of note taking, in which ideas are organized in a top-to-bottom or left-to-right order, mind mapping involves a central idea in the centre of a given page and gives related ideas an opportunity to radiate out in various directions. This network-like structure is the natural way that the human brain processes information - by association - and thus the mind mapping is an effective method to enhance understanding, creativity, and memory. Tony Buzan popularised the idea of mind mapping and outlined it as the way to capture ideas and to use keywords, images, colours, and curved lines to activate both sides of the brain and enable further understanding [5]. Mind maps are often made with the assistance of visual items, such as symbols, colours, keywords, and hierarchical branches.  

These aspects assist in simplifying complicated subjects into small interrelated parts. The technique has been further facilitated by digital mind- mapping tools like Mind Meister, XMind, Miro, and Canva which can enable people and groups to work together live, save maps online and even incorporate them into project management processes. Mind mapping has emerged as the key organizational and decision making tool in the contemporary business setting whereby huge volumes of information need to be assimilated in a fast and strategic manner. Mind mapping has several notable advantages in the operations of the business. Better clarity and organization is among the main benefits[6].  

Mind mapping helps employees to systematize the information in a manner that brings out relationships among ideas, processes, or business functions. It is particularly handy in the process of planning, strategy formulation, or solving a problem, where it is important to find relationships. To illustrate, a mind map can assist a company to divide a fresh marketing plan into branches including target audience, budget, content strategy, channels and the anticipated results and the whole structure can be easily visualized and is easy to see at a glance. The other significant advantage is increased creativity and generation of ideas. Due to the ability to freely associate and structure ideas and information without any rigid order, mind maps stimulate creativity and promote brainstorming exercises.  

Employees are able to contribute ideas at a very high rate without considering order and this contributes to more innovative solutions. This comes in handy especially in product development, process improvement, and innovative marketing. Mind mapping also enhances communication and teamwork in organizations. Mind-mapping software enables members of the team to access the same workspace and generate a shared image so that all could see the relationship between their ideas and the larger objectives. A mind map simplifies the process of making contribution during meetings or planning session, clarifying of responsibilities, and making sure that every team member understands the project. This illustration eliminates misunderstanding and solidifies teamwork.  

Besides, mind mapping increases productivity and decision making. The employees are able to make quicker and more informed decisions because complex information is simplified. Mind maps can also map out processes, prioritize and point out risks or challenges and so it could be worthwhile to project managers and leaders. All in all, mind mapping is a flexible and an effective tool that improves the process of thinking, planning, communication, and collaboration in business operations. It helps organisations handle information in a better way, bring creativity, and promote strategic decision making in a more complex business environment [7]. 








b. [bookmark: _Toc1335703526]Create a mind map of contemporary software applications
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Figure 1 Mind Map 

[bookmark: _Toc1457548489]Task 3. Office Applications
0. [bookmark: _Toc1750339003]Four office software solutions for business operations
[bookmark: _Toc1043627710]MS Word
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Microsoft word is a word processing program that is widely used in contemporary businesses. Word is developed by Microsoft and is a component of the Microsoft office, which can be used to create, edit, format, and share written documents with powerful tools. It is applied in all industries in writing reports, preparing proposals, business letters, memos, project documentation, forms, and policy manuals. Since the initial release of the software, it has improved greatly, and it has sophisticated features to work at high productivity, professionalism, and cooperation[8].  
The extensive formatting features of MS Word are also a major strength of the software. The fonts, styles, spacing, margins, and layouts can be adjusted by the users to create properly structured and attractive documents[9]. The pre-created templates (resumes, business letters, brochures, and reports) enable the employees to save time and ensure a similar level of design of the whole organisation. Word has the Styles feature that enables the user to use the same heading, subheading, and text styles to make the document look professional and easy to navigate. MS Word can also be used because of its editing and proofreading features.  
The spell check, grammar check, thesaurus, and readability statistics are some of the features that enable users to produce the best and error free documents. Track Changes and Comments are the tools of teamwork, it is necessary to use them in case of joint work with several people, who need to review or edit the document. The user can underline the recommendations, provide comments, and approve or decline edits, which makes Word a perfect experience in joint writing, like preparation of reports or reading of policies[10].  
The other significant advantage is that it can be used and integrated with other Microsoft office programs. Word has the capability of importing tables in Excel, embedding Power point slides, and connecting to outlook to do mail merging. The Mail Merge option is particularly useful in the business context to produce mass personalized documents (letters, invoices), or labels. In the latest editions of MS Word, there is robust cloud integration, based on OneDrive and SharePoint.  
This allows real-time collaborative work that enables several collaborators to work on the same document at the same time and at various locations. Another benefit of cloud storage is that it automatically saves data, provides a history of versions, and can access vital information remotely, furthermore, enhancing efficiency and minimizing the possibility of losing data.  
The MS Word has also sophisticated functions like addition of table, image, charts, shapes, hyperlink, citation, and reference thus it can be utilized in academic writing, technical documentations, and comprehensive business reports. These applications such as the Navigation Pane and the Outline View are useful to assist users in organizing, managing, and restructuring long documents such as manuals, proposals, or research papers. Security functions such as password control, limited editing, encrypted documents and digital signatures give organizations firm control over sensitive or confidential documents. Word also has accessibility tools or has the Accessibility Checker, text-to-speech, and dictation so that every worker can use the documents.  
Although MS word is a very versatile program it is not without limitations. Documents with high media density can be rather slow and some functions are not simple to learn without training in the hands of a new user. The Microsoft 365 subscription is also based on recurring expenses. All in all, MS Word is a very critical tool in the contemporary business world because of its flexibility, user-friendly interface, formatting features, professional templates, and collaboration features. It assists in a wide scope of conducting business because it allows the employees to design precise, effective, and clear documents.  

[bookmark: _Toc731609502]MS PowerPoint
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Microsoft PowerPoint is one of the most popular presentation software which is commonly used to make interesting and attractive presentations in business world. PowerPoint, which is part of the Microsoft Office package, can be used to create slideshows to use during meetings, training, marketing presentations, project updates, workshops, and conferences. It is a communication and information delivery tool that is diverse with its capacity to integrate text, images, graphics, audio, and video[11].  
The user-friendly interface is one of the greatest advantages of PowerPoint as any person regardless of his or her skills can develop a structured presentation within a short time. There is a variety of ready formats and themes in the app that assists users to be consistent in the use of colour schemes, fonts, and layouts. This makes sure that the presentation appears professional without high-level skills of designing. The basic features of PowerPoint are text boxes, images, charts, tables, SmartArt graphics, and AI-assisted design suggestions[12].  
The tools enable businesses to display data pictorially and make complex data easier to understand by the audience. SmartArt is especially helpful in depicting the processes, organizational chart, hierarchies and time lines. Meanwhile, chart tools assist the user to input the data contained in the Excel and transform them into a clear visual representation using bar charts, pie charts, and line graphs.  
The next significant advantage of PowerPoint is that it allows multimedia. The user will be able to add videos, audio narrations, animations, and transitions to provide dynamic and interactive presentations. It increases the level of participation of the audience, particularly when it comes to training or sales presentation. Slide show mode, the presenter view, and laser pointer are features that enable presenter to present information with confidence and professionalism.  
PowerPoint also enables teamwork and integration on cloud. Using Microsoft 365 and OneDrive, several users are able to collaborate on the same presentation and make comments or give feedback, in real time. This tool can prove to be particularly useful when making group presentations, interdepartmental reports, or management updates. Also added in the recent years, PowerPoint has added sophisticated functionalities like Designer, which automatically improves slide layouts, and Morph Transition, which provides smooth transition effect between the slides to tell stories in a more advanced way.  
The additions allow users to create high quality presentations without needing to have sophisticated design and technical expertise. PowerPoint is also valued by the businesses because of its multi functioning in meetings. Slides can be shared via email, imported and exported in PDF form or directly presented using Microsoft Teams and Zoom or alternative conferencing software.  
PowerPoint will also be able to make handouts, speaker notes as well as digital slide decks to participants. However, PowerPoint has limitations, despite its benefits. When the text on the slides is too many or the graphics are complex, the message is likely to be lost, and the audiences will be bored. Now, animated features can also be used in an excessive way, which will also draw attention out of the central content.  
Moreover, PowerPoint must be designed carefully to be professional, bad designed slides may diminish the efficiency of a good message. Overall, MS PowerPoint can be viewed as an important business tool as it has a high visual content, simplicity, and collaboration features, and can be used to support presentations in a wide spectrum of business processes. It remains vital in communication, training, reporting, marketing, and decision-making in organizations. 

[bookmark: _Toc1147381976]MS Excel
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Microsoft excel is among the most robust spread sheet software applied in conducting business operations in management of data, analysis, financial planning, forecasting, and reporting. Excel allows one to arrange the data within rows and columns, use formulae, create charts, and complete complex calculations. Excel, as an element of the Microsoft Office package, is important in assisting in decision-making and enhancing efficiency within an organization. The fact that it is capable of handling massive data is one of the greatest assets of Excel[13].  
Thousands of rows of information can be entered, stored, and manipulated by the user. Employees can do their calculations very fast and with high precision with sum, average, IF, VLOOKUP, and countif functions. These roles assist companies to examine sales data, monitor costs, determine profitability, and assess key performance indicators (KPIs). Excel is also reputed by the data analysis tools.  
Such capabilities as PivotTables and Pivot Charts enable the users to sum up and visualize data trends without modifying the original dataset. PivotTables are applied to expenses reports, sales reports, employee performance, and customer insights used by businesses14]. Conditional formatting allows users to point out such significant patterns as growing sales, outstanding bills or depleting stocks using colour-coded formulas.  
The other significant advantage of Excel is that it has financial modelling. Excel helps organizations to develop the budgets, predict revenues, calculate the investment alternatives, and develop the future operations. Functions and templates that are built-in can facilitate the work of break-even analysis, cash flow forecasts, loans, and cost-benefit comparisons. Excel also has data visualization in terms of charts, graphs, and dashboards. These graphics assist managers to learn about trends, performance comparison with time and present data at meetings. KPI tracking, project monitoring, and management reporting are common examples of using the Excel dashboards in business. 
 Another good characteristic of Excel is integration. It also integrates with other Microsoft packages like Word, PowerPoint, Access, and Outlook. Users are able to import data, automate processes with macros, or interpret information that has been exported out of CRM systems, accounting software, and ERP systems. Excel has also collaboration tools in the form of OneDrive and SharePoint in which more than one user can edit a file at the same time. Version history can be used to show the past changes that can be revised or restored, as necessary [15].  
The above characteristics result in Excel being applicable to team work projects or financial reports that need to be fed by various departments. There are limitations to Excel however. Very large data can be rather slow in performance, and the more complex features like macro programming or intricate formulas can need expert skills. Mistakes in equations may give wrong answers unless they are thoroughly checked. Also, Excel does not serve well in real-time multi-user information entry that is on a large scale; database systems are more effective in that case. Regardless of such limitations, Microsoft Excel is one of the most indispensable business applications, because of the ability to manage data, analytical tools, and flexibility. It helps in decision making, operational planning, financial analysis and reporting in industries.  
The use of Excel in many organisations still exists since it can fit in diverse situations, both simple and intricate modelling. Its ease of use, personalisation and strong calculating capabilities make Excel relevant even in the contemporary working environments despite the emergence of more advanced data analysis tools and BI platforms.  



[bookmark: _Toc1551949621]MS Access
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The Microsoft Access is a database management system (DBMS) creating a system to store, organize as well as manage structured data in organizations. In contrast to Excel, which is created with the main goal of spreadsheets calculations, Access is created to work with the creation of relational databases that can deal with bigger amounts of information more accurately and predictably. One of the most common uses of access is in small to medium-sized businesses to track inventory, customer records, employee details, and forms and generate reports[16]. One of the strengths of the MS Access is that it has the capability of storing data in relational tables. This implies that the information can be broken into various tables e.g. customers, orders, products and connected with each other using relationships.  

This removes the duplication of data and enhances consistency. As an example, once a customer is registered, he/she can have various orders attached to its account, eliminating the possibility of errors or enhancing efficiency. Access also offers easy interface to drawing databases without the need to have advanced programming skills.  

The software has default templates that are set up to track an asset, project, and contact database as well as event schedule. Users are also in a position to create custom tables, queries, form, as well as reports depending on their business requirements. The drag-and-drop interface can be used to design databases with a wizard and step-by-step instructions, which can be done by even non-technical employees. 

The Query system of the Access is one of the strongest ones[17]. The queries enable the users to filter, sort, and extract certain data in large tables. This will result in Access being handy in creating customer lists, monetary overviews, pending orders, or performance analysis. It is also easy to carry out complicated data manipulation as queries can also do calculations, automatically update data and pull information across multiple tables.  

Forms that facilitate easy access to data and Reports that enable professional presentation of data are also availed by Access. Form enables the employee to enter data using easy to use forms instead of manipulating tables. Reports also allow users to make formatted reports like invoices, summaries, dashboards, or performance reports to the management. 

Also, Access has macros and VBA (Visual Base applications), which enables automation of repetitive procedures and optimization of workflow performance. Another advantage is its integration with other Microsoft applications. Access can read data in Excel, write out reports to Word or PDF, and integrate with Outlook to automate email. It can also be used as a front-end interface, but it stores data on SQL server and hence it is flexible to bigger organizations. This interoperability helps businesses to capitalize on the existing Microsoft ecosystems.  

Nevertheless, there are drawbacks of MS Access. It cannot be used in very large databases or high-traffic multi-user facilities. It can reduce performance using millions of records or multiple concurrent users. It also lacks cloud-support as much as modern online database platforms do. Irrespective of these shortcomings, MS access will still prove useful in businesses that require low-priced and flexible database system. It is easy to use, relational, can be integrated and has strong queries making it suitable in handling operational data, enhancement of accuracy and automation of daily business operations.  

Access offers a viable solution to organizations that want to consolidate their information, streamline their data management, and optimize the decision-making process without having to spend on costly enterprise systems.  




0. [bookmark: _Toc1690150651]Practical demonstration of Two Office Features

[bookmark: _Toc736811523]Goal seek
Goal seeks in excel is a tool that can be used to determine the input value required to reach a particular outcome in a formula. An example of this is when you are aware of the monthly loan payment you want, and you are not aware of the interest rate being charged, you can use Goal Seek to produce the interest rate. You give the formula in the cell (e.g., monthly payment), type in the amount to which you want the payment to be (e.g., $900) and tell Excel which cell you want to adjust (e.g., interest rate). Excel will automatically "fine-tune the input then until the formula delivers the desired result and thereby, it is an easy method of finding a solution to what-if questions without having to resort to trial and error. 
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Figure 4 Goal Seek Table
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Figure 5 What-if Analysis

[bookmark: _Toc944877806]If Statement
The IF function of Excel is applied to test a condition and give one result in case the condition is true and another result in case it is false. In the formula =IF(B2>0, In Stock, Out of Stock), the formula will test the value in the cell B2 (the quantity of the product). When the quantity is over 0, the condition will be true, and the function will show In Stock; when the quantity is 0 or below, the condition will be false, and the function will show out of stock. This enables users to automatically calculate the availability of products on stock level, hence enabling easier and efficient data management. 
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Figure 2 Data Table
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Figure 3 After Applying If Function

[bookmark: _Toc2088505956]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc1599470941]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc1403886949]Trello
Trello is a renowned web-based work and online collaboration tool, which is created to assist teams to organize their activities, follow the workflow, and enhance the visibility of the project. Developed by Atlassian, Trello is a visual Kanban based system which enables users to organize their tasks in boards, lists and cards. This visually oriented design makes Trello easy to use and highly efficient in structuring business activities of the day, team, and individual productivity tasks[20]. A Trello board is a workspace where a team can plan and monitor the progress of a project. Boards consist of lists which depict workflow stages, such as To Do, In Progress and Completed. Cards are personalized tasks and might include description, checklists, attaching files, due date, labels, and nominated members. This model gives the teams a clear visualization of their work during all phases of the process. Trello is the best tool to use in team projects due to its collaboration features. As the progress is being made, multiple users have an opportunity to update the same board, make comments, post documents, tag colleagues, and drag cards between lists. These updates will be real-time so that everybody on the team will be able to stay informed about the latest information, and this will enhance the coordination process. The next significant benefit of Trello is that it contains an automation tool, Butler, which enables users to automatize repetitive tasks. Butler can automatically shuffle cards depending on triggers, assign tasks, send notifications, or generate new cards depending on rules. This enhances efficiency and fewer person-hours as well as in busy workflows. In addition, Trello is also compatible with hundreds of business applications such as Microsoft Teams, Slack, Google Drive, Jira, Dropbox, and OneDrive. These integrations are known as Power-Ups and help to expand the functionality of Trello by promoting time tracking, reporting, sophisticated workflow management, and communicative tools. As an illustration, with the implementation of Microsoft Teams, one can add Trello boards to Teams channels, which enables them to monitor tasks without losing time and communicate simultaneously. The simplicity and user-friendly design make Trello one of its strengths [21]. The tool is affordable by even users with limited technical skills as boards can be created and managed within a noticeably short time and seems to be applicable to both small and large businesses, as well as to students. The mobile app of Trello is also compatible with working together anywhere, which is why users can update their tasks. Nevertheless, Trello is limited as well. Although it is a superior choice in small and medium-sized projects, large or extremely complex projects might need more sophisticated functions like resource management or analytic detail, which can be offered only with the help of paid Power-Ups by Trello (Wilson, 2022). There is also the risk of cluttering boards with excessive cards and decreased clarity and making navigation challenging to teams. In general, Trello is an effective and versatile online teaming tool. Its visualization, automation capabilities, and vast integrations contribute to the fact that it is a vital platform in the organization of projects and teamwork in the contemporary businesses. 
[bookmark: _Toc2003973061]MS Teams
Microsoft Teams is among the most popular business communication systems where people can find a single centralized place to message and arrange calls and meetings as well as work together on documents. Introduced by Microsoft in 2017 as an Office 365 (since renamed Microsoft 365) product, Teams was created to supplant Skype for Business and bring together communication at the workplace into a single application[18]. It has become an indispensable part of the contemporary organization, particularly in the remote and hybrid work setting due to its chat and video conferencing capability with other Microsoft applications (Microsoft, 2023). Fundamentally, Microsoft Teams offers real-time chat communication in team chats and individual conversations. Departmental, project and task channel can be established and communication between them is structured and easily accessible. The users have an opportunity to send text messages, share files, react with emojis, and tag colleagues to be able to communicate quickly. It minimizes the use of the conventional email and advocates quick and open communication among the teams. One of the strong points of Teams is that it has a strong video conferencing and online meeting features. The platform allows HD video calls, screen sharing, recording of meetings, breakout rooms, live captions, and scheduling via Outlook. These characteristics have transformed Teams as a useful tool to be used in formal meetings, online lectures, training, and joint workshops. Its high security and compliance capabilities such as encryption of data and multi-factor authentication are an advantage to organizations. The integration of Teams with Microsoft 365 applications like Word, Excel, PowerPoint, OneNote, OneDrive, and SharePoint is also one of the largest benefits of Teams. This enables the users to collaboratively edit documents directly within the Teams app without having to leave applications and enhances productivity and will decrease workflow disruptions. Also, Teams has integrations of third-party apps, such as Trello, Zoom, GitHub, Adobe, and more than 700 others in the app store. The application of teams is especially useful in remote work because it is accessible through the desktop, web, and mobile platforms. Push notifications, activity feeds and cloud storage are also available so that employees can remain updated whether they are at home or at work. Another reason Teams is important in organizations is that it has powerful administrative controls that give IT managers permission to create security policies, assign permission, and control data in the organization. Nevertheless, Microsoft Teams is also limited. Its use of many resources is one of the problems that may slug an older device. The interface can also be overwhelming to new users as it has numerous features and integrations. It is a fact that large organizations may experience overload in the field of notifications that makes employees prioritize the valuable information less easily. Also, Teams can be easily integrated into other Microsoft applications, but in other cases it may not collaborate so well with other non-Microsoft products. Nevertheless, Microsoft Teams is still one of the most influential communication services in the contemporary business. Being a mixture of every one of the four, messaging, meetings, file collaboration, and app integration, it is a full-fledged solution to any organization that needs effective digital communications and teamwork[19]. 
b. [bookmark: _Toc1105460089]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc1464018279]Trello
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Figure 8 Trello Dashboard
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Figure 9 Trello Inbox
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Figure 10 Added me to do Task to inbox (Trello)










[bookmark: _Toc542104101]Ms Teams
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Figure 6 Teams Communities
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Figure 7 Teams Meeting

[bookmark: _Toc1158296072]Conclusion
In conclusion, the current digital tools are significant in facilitating the everyday activities of organizations of the modern world. The online retail environment, such as BigCommerce and Wix, allows companies to create scalable web stores, improve customer service, and manage products with low technological difficulty. MS Word, Excel, PowerPoint, and Access are the office packages that have the potent features of generating documents, data analysis, task automation, and administration of organizational information. Similarly, communication and collaboration applications such as Microsoft Teams have revolutionized the way people interact at workplaces by enabling real-time communication, virtual conferences, and collaborative editing of documents. Besides that, mind-mapping tools aid the process of strategic thinking, generating ideas, planning, and organizing in the most efficient way possible, displaying complex ideas in a visual manner. Combined, these technologies can help businesses to work efficiently, make sound decisions, and stay competitive in an ever-digitized business world. Such software solutions integration is not optional anymore; it is a matter of organization survival and long-time development. 
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