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[bookmark: _Toc237210593]Introduction
In this fast-changing digital world, software solutions are critical to helping organisations run efficiently and competitively. This assessment teaches us about the principles of software solutions designed for business needs, including how different forms of software may expedite operations, improve decision-making, and promote growth. Understanding the core ideas and applications of business software will provide us with useful insights into how technology drives success in today's businesses. In this assessment below I am going to demonstrate my knowledge in using website builder Wix, the e-commerce Shopify, mind mapping, Microsoft apps and their features, also I can demonstrate how to use Gmail and Zoom with several screenshots.
[bookmark: _Toc237210594]Task 1. e-Commerce Website builders/software solutions
[bookmark: _Toc237210595]1.1 Wix
How easy and intuitive each website builder is, versatility, the time needed to create a simple website, and customisability, which indicates how much the builder allows customisation.
WIX ends up intuitive, versatile, time-consuming, and customisable [1]
Wix is a powerful, no-code website builder. Users, businesses, and creators can design, publish, and grow online from one spot. Many essential tools are built in, making it easy to develop any website, from a simple personal page to a large online corporation. 
Wix allows you develop, manage, and grow a website for any size business. AI-powered features, built-in business tools, and design freedom make it suitable for beginners, professionals, agencies, and expanding online organisations. 
Key features are design and layout, AI Tools, business and e-commerce, reserve and schedule, CRM and Marketing. 
The advantages of Wix are: Unmatched Customisation which allows accurate element movement without coding with a drag-and-drop capability. 
Template Library that offers over 800 professionally designed templates for various sectors. 
Scheduling & Bookings that Let clients book appointments, events, and classes online. 
The disadvantages of Wix compared to WordPress, it has template lock-in, mobile responsiveness issues, and limited scalability because once your website is published, switching templates is difficult. You must carefully copy your material to a fresh layout. 
Migration Issues in Wix exports are notoriously difficult if you outgrow the platform, moving your pages and blog articles to a different host is complicated.
Finally, Wix is a versatile and beginner friendly platform for small businesses, portfolios, and medium sized websites. Its environment and design freedom are unmatched [1].
[image: ]
Figure 1. This screenshot of my homepage has been created in Wix website using all the features available there using template, picture option, background page, shapes and tabs available [2].

[bookmark: _Toc237210596]1.2 Shopify
Shopify is a critical component of the internet infrastructure that facilitates commerce. Shopify's comprehensive platform is designed to simplify the process of establishing, operating, and expanding a business, facilitating sales both online and in-store.
Shopify is an all-in-one e-commerce platform that is subscription-based and enables users to create, customise, and operate an online store without the need for coding skills. It manages all technical infrastructure, including inventory management, website design, secure payment processing, and shipment, allowing you to concentrate on sales.
These six trends AI-powered personalisation, composable commerce architecture, Social Commerce 3.0, sustainable commerce mandates, voice and visual search supremacy, and regulatory compliance as a competitive advantage will transform e-commerce. These shifts create enormous hurdles and exceptional potential for Shopify drop shippers. The best drop shipping companies won't have the biggest budgets or product catalogues. Instead, companies who can adapt to changing market conditions while retaining operational efficiency and consumer trust will triumph [3].
Key features in Shopify are website construction interface, design themes and mobile adaptability, merchandise and stock, Transactions and payment processing, promotion and commerce, and pricing and plan components.
Advantages of Shopify are intuitive shopfront creator, simplicity of utilisation, application ecosystem and personalisation, and scalability for expanding brands.
The disadvantages of Shopify are support because can be a source of frustration, and there are costs that can be concealed through various applications. There are constraints associated with the platform, and migration can be more challenging due to platform dependency [4].
Recurring monthly expenses and additional app costs can accumulate. There are transaction fees if you do not use Shopify Payments. Customisation options for the checkout and site structure are limited. Compared to more flexible platforms, the built-in SEO features are basic.
[image: ]
Figure 2. This screenshot is from my e-commerce website main page in Shopify created and tested all the features available there to have knowledge and experience for the future [5]. 


[bookmark: _Toc237210597]Task 2. Mind-map of contemporary software applications.
[bookmark: _Toc237210598]2.1 Mind mapping and its benefits 
Mind Maps make spontaneous brainstorming easier without order or organization. Visualising your thoughts aids analysis and memory. 
Mind Maps are non-linear graphical diagrams that provide an intuitive framework around a key notion or subject by depicting tasks, words, concepts, or items. A Mind Map may turn a large list of repetitive information into a colourful, memorable, and well-organised diagram that matches your brain's natural processes.
Mind mapping results is to illustrate main idea, employ keywords. utilise branch, curving line, add images or symbols and utilise colours. 
The research also found that mind mapping is helpful, relevant, motivating, and satisfying for teaching descriptive text [6].
The globe map is always changing, expanding, and growing to meet the new problems that come our way. The mind map's adaptability to our expanding technological capabilities is shown in its many accessible and usable forms.
Mind maps originally served as a note-taking tool, but they have now expanded their applications to include innovative planning and design. Mind maps are useful tools for performing analysis, and with the help of a mind map, we may artistically dissect a single thought and find new connections and interconnections between them [7].
The benefits of using Mind mapping in business operations are:
Mind mapping will help you remember things better, get more creative and organise knowledge in a better way.
The process of structuring and integrating creative ideas or concepts into a visual diagram allows people to convey ideas clearly and make better decisions.
Mind maps allow pupils to clarify ideas, improve critical thinking abilities, and find creative solutions. 
Mind maps can also be used for exam revision notes, for investigating study approaches and for group project planning. 
Online mind maps are great for working together. They enable teams to collaborate in real time and share ideas effectively. Here’s how to make a mind map with your colleagues or community group.
A mind map needs nothing more than a pen and paper although you can use software to make your mind map online.
A mind map is an alternative, which provides the ability of generating, visualising, structuring and classifying ideas. This can be especially valuable in cases where you need to get a grasp of the details of a business system.
One way to show a step-by-step internal business process visually is with process mapping. It can be used to record business processes so that they can be used as a guide when doing the work, or it can be used to find ways to make things better by showing what needs to be changed [7].
[image: ]
Figure 3. This screenshot illustrates the appearance of a mind map in daily business operations [8].






[bookmark: _Toc237210599]2.2 Mind map of contemporary software applications
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Figure 4. This is a screenshot of my mind map created by me using mind meister, which reflect the day-to-day operation business in this digital world to solve problems and organize wisely the structure of any business in the market [9].
[bookmark: _Toc237210600]Task 3. Office Applications
[bookmark: _Toc237210601]3.1 Four office software solutions for business operations
[bookmark: _Toc237210602]Ms Word
[image: ]
Figure 5. This is an image from apkpure.net of Microsoft Word exhibiting all their features and important tools to have more of an idea of how to use properly [10].

Microsoft Word is a word processing tool used to generate, edit, format, and exchange text documents on several platforms. Microsoft Word, or just MS Word or Word, is a word processor made by Microsoft. It is a component of the Microsoft Office suite or the Microsoft 365 subscription service. It lets users create professional grade documents such as letters, reports, resumes, contracts, forms, and academic papers.
Word has capabilities to check spellings and grammar, change fonts and colours, include photos, tables and charts and format text to make your projects look professional. It is the most extensively used in schools, offices, and even in personal projects. It is easy to use, and allows collaboration, meaning numerous people may work on the same page and track changes. Microsoft has templates to help you write documents quickly without having to start from scratch. 
To clarify, Microsoft Word is an easy-to-use program that allows you to write and create documents on your computer. Therefore, it is one of the most popular programs for creating professional and personal documents that are text-based. Microsoft Word has also a variety of tools and artificial intelligence integrated into it that are intended to make word processing quicker and faster. There is also security in Microsoft Word that works to safeguard the information contained in the document as well as that. Microsoft Word has several features and intelligence to help make word processing easier and faster and to keep the information in documents secure [11].
Features of Microsoft Word:
Simple to use interface: Microsoft Word offers a simple to use interface which makes it easy to access tools and choices. Word’s formatting is very strong in that you may modify fonts, sizes, colours and other elements so that your papers stand out. Word also comes with a lot of pre-made templates for different kinds of documents to save you time and make your work look professional right from the start.
Graphics and media integration: Users can easily add photos, shapes, charts and other media elements to their papers.
Spelling and Grammar Checks: Microsoft Word offers a spelling and grammar checking function.
Page layout and design: Users can personalise the appearance of their pages by adjusting margins, orientation and adding headers and footers.
Table of Contents and Navigation: MS Word allows you to generate a table of contents for long documents and have Mail Merge and storage. 
Microsoft offers various perks that you can use and discover during your education or while you are working individually or for a corporation. But you will never stop learning or finding new features to master it. Microsoft Word users are offered a multitude of support tools, making it easy to use the software and troubleshoot problems. Microsoft includes much of help documentation within the software itself, including tutorials.
Microsoft Word is typically viewed as a cost, yet for many people and organisations, it can be a cost-effective solution. It’s evident why Microsoft Word is a vital part of daily life for millions throughout the world [11].

[bookmark: _Toc237210603]Ms Excel
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Figure 6. this is an image of Microsoft excel features taken from the website Excel Demy showing all their useful tools and features [12].

Microsoft Excel is a flexible spreadsheet program that uses a grid of rows and columns to organise, analyse, and display data. It supports formulas, charts, PivotTables, and automation tools. It is an important part of the Microsoft 365 suite and is often used for planning, data visualisation, accounting, and making financial models.
It is part of the Microsoft Office suite and is the most popular spreadsheet program in the world. Although there is other spreadsheet software out there, Excel is by far the most famous and has been the world standard for many years, and is best at doing calculations with numbers, but it can also be used for things that don't involve numbers. Excel is mostly used to make charts, organise lists, and get to other data [13].
A lot of people want to know how Excel works, and we can answer that question with a few examples, such as users type numbers, letters, or times into cells to enter data, visualisation is use in graphs and charts that turn raw data into ideas that can be seen.
Formulas and work outs: Formulas do math or logic operations, and functions make complicated calculations easier to do.
Excel has five basic functions: SUM, AVERAGE, COUNT, MAX, and MIN. SUM add values together, AVERAGE finds the mean, COUNT counts cells with numbers, and MAX finds the highest value.
Key features of Excel are Data Organization and Tables that you may easily sort large datasets alphabetically, numerically, or by other criteria and isolate the data you need. 
Formulas and Functions: You may edit data and answer problems on the fly using basic math or built-in functions (such SUM to add numbers, AVERAGE, or sophisticated, logical statements).
Conditional formatting: Rules or values can be used to automatically highlight certain cells.
Data Visualization: Instead, then staring at statistics, you can use Excel to turn your data into visuals like bar charts, line graphs and pie charts.
Automation: This lets you develop custom scripts to automate repetitive processes like preparing a weekly report or cleaning dirty data, saving hours.
Here are some advantages of Microsoft Excel:
Microsoft Excel is making the computations automatically or even manually being substantially more accurate. Microsoft Excel is an effective tool for doing a wide variety of number-based information management tasks, such as producing budget spreadsheets or analysing sales figures over time. Basic instructions and functionalities are usually intuitive enough without formal teaching. Microsoft Excel includes a lot of tools that make it easy to collaborate with others on a spreadsheet.
Microsoft Excel disadvantages:
Limited Data Handling: Excel struggles to handle huge datasets, causing performance concerns and data loss or corruption. Complex spreadsheets are prone to human errors like calculations and data input, which can lead to wrong results.
Version Control and Collaboration: Managing versions and collaborating on an Excel file can cause confusion and data disputes. Lack of Security in Excel files may be subject to unauthorised access, data breaches, and inadvertent changes.
In conclusion, Microsoft Excel is a vital data management and analysis application with many capabilities for various user demands. Excel has many strengths, but it has limitations, especially when managing large information and difficult jobs [13].
[bookmark: _Toc237210604]Ms PowerPoint
[image: ]
Figure 7. This image of Microsoft PowerPoint has been taken from the website InforamtionQ.com to show the different useful features and tools available [14].

Microsoft PowerPoint is a very popular software tool which allows users to create presentations that include text, pictures, music and animations. PowerPoint has become very popular with people who might ordinarily be worried about public speaking, or who struggle to organise their thoughts effectively. PowerPoint, when used appropriately, has generally been found to be a highly useful tool to support and enhance a speaker’s points during a presentation [15].
PowerPoint can do numerous things on your computer like create presentations from scratch or templates, add text, photos, artwork and video, pick a designer look with PowerPoint designer, add cinematic motion, transitions and animations, save to OneDrive and access your presentations from your computer, tablet or phone, and collaborate with people and share your work wherever they are.
Features of MS PowerPoint:
Home: PowerPoint has slides. Users must add stuff to present. Users can add slides, arrange them, create them, and alter fonts and sizes from the Home menu.
Insert: The Insert menu lets users add pictures, symbols, audio, video, header, footer, shapes, and more to slides to improve their presentations.
Slideshow: Users can start the slideshow from the first slide or the edited slide. They can set slide display time from the ‘Slideshow’ option.
Animations: The Animation effect option applies animation to the selected content. Next is Custom Animation, which offers Entrance, Emphasis, Exit, and Motion route options.
Review tab: This tab has many tools to use. These are Spelling, Research, Thesaurus, Translate, Language.
Translate Language is used to change words from English language to another language.
View tab: Users can view presentations in Normal View on the View tab. The Notes Page tool displays slide notes.
Next, the Notes Master tool lets you write any common text on all note’s pages at once.
Computers can help students learn in an engaging, effective, and efficient way. PowerPoint is a computer-generated instructional aid. PowerPoint software creates appealing, easy-to-use, and economical multimedia presentations. PowerPoint just needs data-storage tools. Lecturers utilise PowerPoint in class presentations. PowerPoint can create appealing, dynamic presentations. There are several reasons why using interactive PowerPoint materials in the classroom increases students' interest in learning, including the fact that lecturers' use of eye-catching PowerPoint designs and colours can boost students' motivation to follow the learning process [16].
Advantages of using Microsoft PowerPoint:
Templates and Themes: PowerPoint's many templates and themes let users build professional-looking slides without design skills.
User-Friendly Interface: PowerPoint's easy interface lets anyone without design abilities make professional presentations quickly.
PowerPoint can be used for presentations, flyers, posters, social media content, and more.
Disadvantages of using Microsoft PowerPoint:
As a result of technical challenges, presentations may experience compatibility issues, software crashes, or hardware issues such as problems with the projector or cables, all of which have the potential to disrupt delivery. Microsoft PowerPoint can be somewhat pricey if it is purchased altogether, especially when compared to other free alternatives.
In conclusion Microsoft PowerPoint is a popular tool for creating professional, well-structured presentations. Versatility, multimedia support, and collaboration are its assets. Users should consider technical concerns, slide overuse, and thoughtful design to sustain audience attention [16].

[bookmark: _Toc237210605]Ms Access
[image: ]
Figure 8. This image of Microsoft Access, which display its features, has been taken from the Microsoft Access website [17].
Microsoft Access is a database program from Microsoft. It provides a graphical interface and database tools so that the user can construct and maintain databases without extensive technical knowledge. Access is a tool for small businesses, students and professionals that lets you easily create and maintain databases efficiently.
The Microsoft 365 package includes Microsoft Access for data creation, organization, and analysis. Relational database management systems like Microsoft Access store data in connected tables rather than one big list. 
Microsoft Access is ideal for small projects, desktop apps, and team collaborations where enterprise-grade database software is too powerful. It's simple, adaptable, and compatible with many Microsoft programs. Business uses of Microsoft Access outnumber household use. Store data, generate decision-making reports and summaries, and develop apps with it.
Access provides greater structure than Excel without a sophisticated database architecture. We employ it for the following purposes: the efficient organization of records, the creation of small database applications, the management of business data, the tracking of inventory, and the management of customer information. 
Key Features of Microsoft Access:
Making a Database: It's easy to make and manage databases to store and organise your info.
Template Library: For budgeting, project management, inventory, and more, you can use database templates that have already been made. 
Data Validation: Make rules to stop people from entering bad or inconsistent data. This will keep your data clean and accurate. 
Table Design Tools: Change the fields and relationships between data in your tables and how they are organised. 
Query Builder: Use a visual interface to filter, sort, and search your data. It makes complex queries easy to understand. 
Macro Automation: With just a few clicks, you can automate tasks that you do over and over, like making reports or changing records. 
Relationship Management: Figure out how tables connect to each other so that there aren't any duplicates and everything stays the same. 
Report Generation: Turn big information into reports that are easy to read and look professional. 
Web App Creation: You can make simple web apps that let other people use browsers to see and interact with your data. 
Security and User Permissions: To help protect private data, you can decide who can see and change your databases. 
Import/Export: You can easily share and back up data by moving it in and out of Access using formats like Excel or CSV.

Advantages of using Microsoft Access:
Not as hard to use as complicated databases, built-in with Microsoft Office tools, is good for managing organised data, helps with papers and forms, good for small groups, and Microsoft Access has several main parts, which are tables, queries, relationships, macros, forms, reports, and modules. 
Microsoft Access is a strong relational database software. SQL is the language to talk to databases. It is a powerful language for data entry, data modification and data extraction from a database.
Limitations of Microsoft Access is that not good for databases with a lot of data, not very scalable for business use, performance for multiple users can be limited, not as strong as more advanced database systems like SQL Server, and when you need to work with big amounts of structured data, Access is better than Excel [18].

[bookmark: _Toc237210606]3.2 Test any two features
[bookmark: _Toc237210607]Mail Merge
To start merging your data information from Microsoft Excel to Microsoft Word you have to make sure you have all the necessary information already made in your spreadsheet before start making the changes and customized it before sending thought email, letter or simply printing and send it to our recipients without making many emails or letters for every single one. This feature option saves our time and makes us work more efficiently. Here below I will show several screenshots how Mail Merge really work.
[image: ]  
Figure 1. Here I prepared my spreadsheet with all the recipients data information that I intend to use Ms word to send an email through the feature option Mail Merge to all of them.

[image: ]
Figure 2 Here I prepared my formal email in Ms word ready to customized using the feature Mail Merge to make the changes from my spreadsheet above and transfer all the data from there to customize every single email with the correct information.
[image: ]
Figure 3. Here at this stage as you see all the steps to follow are highlighted, so you need to go to mailings, select recipients, and then the second option use an existing list.
 
[image: ]
Figure 4. Here you can edit all your information of your recipients before applying changes to your email in Ms word.
[image: ]
Figure 5. As you see in this image above highlighted in colour yellow, you just need to select the words Dear Recipient Name, then select greeting line, after that you will see a new window coming out showing the greeting and format you want to apply to your recipients. If you notice something wrong you always have the option to modified, selecting the option match field at the bottom of the new window for greeting and format, and then you will see another window coming out with all the information matching and not matching based on your spreadsheet data created in Ms Excel. Make the necessary changes if you need to and press ok.


[image: ]
Figure 6. Here you select the first name and last name of the text in Ms word and then go to insert merge field to apply the changes in the columns selecting first name and last name, then press insert and close it.

[image: ]
Figure 7. Finally, our email has been merged with all the data from our spreadsheet and all the names and address been added correctly in our word document. You can select the option preview results to see how it will look like before sending via email to our recipients using the option finish and merge at the top right of the screen. In this case I selected the option email with the format HTML and send records to all my recipients.


[bookmark: _Toc237210608]IF Statement
IF function checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.
[image: ]
Figure 1. Here I am applying a formula using the logical test which is important in IF function to compare and see if it is true or false. I put the symbol equal, then I select B2 column, then symbol greater than, and equal again follow by selecting the column C2.
[image: ]
Figure 2. here in this image, you can see that I applied the formula for logical test TRUE or FALSE values, and then after you are doing in one you can drag down with the mouse and all the formula will apply automatically to all.

[image: ]
Figure 3. Here in this image logical test must evaluate to a Yes or Not value. As you see in this image above highlighted in red the formula applied correctly in order to know exactly the value we want to know for the Hit Goal column, which is (=IF(B2>C2,” Yes”, “No”) practically here I want to show you if the value of B2 is greater than the value of C2, and we want to know the value Yes or Not for each group.
[image: ]
Figure 4. In this image I can demonstrate how to calculate the amount in the column D7 to know if it larger or equal to D3 applying the logical test, but I want to know if it is small or large selecting E3 and E2 to compare and get the result I expected as you see above in the image.  
[image: ]
Figure 5. Here, in this image has been applied the formula to know if the amount is larger or smaller following the activity in Excel from the figure 4. After I put the correct logical test, I selected the D3 to compare with E3, and then the E2 to calculate if it is large or small, then drag your mouse all the way down the column to see the formula applying to the rest of the columns.
[image: ]
Figure 6. here I used the IF function to find out if the students pass or fail their assessment using 50 as minimum to pass. Applying the formula as shown above you can see that students who get less than 50 has been failed. This is a simple activity like putting B2 as reference and 50 as a minimum to pass, then we apply the value pass or fail to get the result.
[image: ]
Figure 7. here I highlighted in blue at the right of the screen the reference I used to calculate the grade of the students using the formula checks the score from higher to lowest. When the condition is met, it will get the corresponding grade, if none of the conditions are met it will get the grade E.

[bookmark: _Toc237210609]Task 4. Communication and Collaboration applications
[bookmark: _Toc237210610]4.1 One contemporary Communication and one Online Collaboration
[bookmark: _Toc237210611]Gmail
[image: ]
Figure 9. This image is sources from the website Word Wall and demonstrates the features of Gmail in a practical manner [19].

Gmail is a free email service from Google with large storage capacity, and spam filtering. Having a Google account, having access to the internet, and having either a web browser or the Gmail mobile app are all requirements for using Gmail.
As a user of Google's free email service, we are provided with 15 gigabytes of free storage space that can be shared across all their Google services, including Gmail, Google Drive, and Google Photos. We can obtain more storage if we choose to purchase additional space.
We can collaborate and manage work straight from their inboxes because to the continuous integration of Gmail with Google's productivity ecosystem, which includes Google Drive, Calendar, Docs, and Google Workspace.
Some of the many benefits of Gmail are free storage for email and attachments, Google Drive, docs, Calendar integration can boost productivity, and ability to search emails from inbox with Google’s search engine.
The disadvantages of Gmail are, If you haven’t configured Gmail’s filters and labels correctly, you can miss emails, ads in the inbox, particularly in the Promotions tab, the tension between convenience and the lack of control consumers have over their personal data and how it is used, and finally new users may find it hard to keep track of all the email features, settings, and Add-Ons.
Your greeting, just like your subject line, has the potential to establish the mood of your email. It is necessary to greet someone with respect. If you are familiar with the individual you are emailing, you are permitted to use their first name. The examples of greetings that are provided below are acceptable [20].
[image: ]
Figure 10. This image above is a good example of how to write your greeting with respect at the beginning of your email. 
Key features and functions of Gmail include the following:
Smart Composed and Smart Reply: As you type, Smart Compose will propose a completion for the phrase. When you receive an email and open it, Smart Reply gives you three short possible replies you can send.
Email Signature: One of the biggest advantages and benefits of opening a Gmail account is the opportunity to set an email signature. This unique feature allows users to include at the end of each email they send a personalised message, their contact details, company logo or a personal motto, giving each piece of correspondence a unique and personal touch.
Gmail Snooze: With the Snooze feature, you can hide an email from your inbox for a short time and have it show up again later or time. This helps you focus on the emails that need your instant attention and makes sure that you don't forget about the important ones.
Making use of Google Drive: Gmail is directly linked to Google Drive, you can get the most out of email documents when you send and receive them, configure Gmail account recovery, Gmail account recovery options verify your identity and restore account access if you forget your password or encounter account issues, receiving verification codes via recovery email or phone number, and finally answering security questions and providing account information.
You should conclude your email with a professional close once you have finished writing the body of the message. The samples that are provided below are appropriate.
[image: ][image: ]
Figure 11. Whenever you sign your email, make sure to include both your first and last name as the images above.
My conclusion based in the information above is that efficient email management, productivity tools powered by artificial intelligence, features that facilitate collaboration, and robust security measures are all included in Gmail. Users can maintain organization, interact effectively, and safeguard sensitive information with the assistance of this application, which is suited for both personal and professional usage due to its integration with Google Workspace and its constant updates. In the future, Gmail could get even better. It may help organize emails automatically and show you important information about how you use your email. Searching for emails could be easier and warn you about possible problems [20].




[bookmark: _Toc237210612]Zoom
[image: ]
Figure 12. Here in this image above you can see the main benefits of using Zoom like having a conference using the video and audio features to see and speak each other [21]. 
Zoom is a tool for videoconferencing and working together that lets people hold online meetings, calls, webinars, and live events. It can be used for business or pleasure because it can be accessed through a web browser, a desktop app, or a mobile app.
Screen sharing, virtual backgrounds, breakout rooms, chat, and video are just a few of the features that the platform offers that make interactive communication better.
It is possible for anyone to begin using Zoom without having to pay for a subscription. You can choose from several different Zoom Meeting plans, each of which comes with a unique set of advantages and disadvantages.
If you are invited to a Zoom Meeting but do not have an account, joining the meeting is as easy as clicking on the link provided inside the invitation; there is not needed to create an account or sign in. 
There is a negative aspect of using Zoom due of the lack of eyes contact. Eye contact is a crucial part of communication because it helps people bond and work together.
Another possible cause of Zoom tiredness is not being able to read body language to figure out how someone is feeling.
Videoconferencing tools let people see input from their own camera, which is usually shown on the screen as a window. This means that when people in a videoconference took at their screens, they are looking into a mirror, which makes them more aware of themselves.
The use of windows to display participants on the screen is common among videoconferencing tools. According to the findings, this could cause people to think that someone is watching at them from all sides. This could therefore raise tensions and arousal [22].
During the COVID-19 pandemic, video conferencing platforms like Zoom became increasingly popular as a teaching platform since they replicate the experience of attending meetings in person.
[image: Zoom Rooms Controller APK for Android - Download]
Figure 13. This image is from the Softonic website, presented here to highlight the various features available for individuals and organizations [23].
Zoom has useful features like screen sharing, chat, mute, and breakout rooms, the screen sharing feature helps companies and teachers teach or give presentations, it can also be used as an LCD projector or whiteboard to show learning materials. The chat feature allows users to enter URLs, photos, links, and documents, and also the audio feature is very important to this platform because it lets users talk to each other from anywhere and share their thoughts and ideas, mute features allow hosts to silence specific users or the entire audience, and finally the breakout rooms allow users to split a large conference into smaller groups or by letting participants choose their own room [24].

[bookmark: _Toc237210613]4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc237210614]Gmail
Here are six easy steps you need to take to create a new Gmail account and start using it: 
Step 1: Visit Gmail website.
Step 2: Complete the registration form.
Step 3: Confirm your phone number.
Step 4: Add recovery info.
Step 5: Agree to the Terms and Conditions.
Step 6: Create your profile.
[image: ]
Figure 1. After you create your profile, you need to sign up into your new account created in Gmail putting your email address and password.
[image: ]
Figure 2. Here you are in the main page of Gmail, clearly showing the main icons of your email in the red square. In the red circle is you imbox, which displays all your incoming messages.

[image: ]
Figure 3. Here I can show how can you write and email with the right structure and send the email. Firstly, you must go to compose on the top left of the screen and then you will see a new open window where you can write the subject, recipient and the main message. When you are sure and don’t want to make changes or eliminate this message you can press send in the blue icon at the bottom left of the new window of your screen. 
[image: ]   
Figure 4. Here you can use a new label to organise and categorise important emails so it can be easily found later. Simple create a new label at the bottom of your new email next to the bin icon and you will see the 3 dots, then clip and select the option create new label.

[image: ]
Figure 5. You can go to the bottom right of the screen and select the option attach files, and then you select the file, picture or pdf you want to send and select open to see the option selected in your new email.
[image: ] 
Figure 6. We have the option to select in the arrow on the side of the icon send in blue to schedule the date and time that is more convenient to our recipient.

[image: ] 
Figure 7. Here we have the option to insert link to connect our recipient directly to external resources, which allow us to instantly access to large files, websites or cloud documents. You need to go to the bottom of your new email and select the option insert link.
[image: ]
Figure 8. Go to the top right of the screen and see all the apps that are linked to your Gmail account. Click on the choice that is highlighted in yellow and has nine dots next to the picture icon.

[image: ]
Figure 9. You can find the contacts option on the right side of the screen, indicated by a blue icon of a person. Click it, and all your contacts will appear, allowing you to manage, organise, and access the email addresses and personal information of the individual whose contacts you have saved.
[image: ]
Figure 10. You can find the calendar icon at the bottom right side of the screen below the icon of your account picture. We use calendar to connect our emails into organized schedules. We can use it to do automatic reservations, event creation and direct meeting links.

[image: ]
Figure 11. Here as you see you have the option to meet people of your contacts with the option of the icon Meet at the left of your screen. Select it and create a new meeting, then a link will be created to send an invitation. Allowing us to instantly start or join videos calls from our imbox without opening a new app. 
[image: ]
Figure 12. Top left below the mail icon you can see the icon chat. Google integrates the chat icon in Gmail to provide direct access to google chat.

   
[bookmark: _Toc237210615]Zoom
[image: ]
Figure 1. When you open the desktop app, the first thing you see is the Zoom main home screen, which is the main menu, it is clean, split-screen layout makes it easy to get to meeting and schedule tracking. All this parts, like the calendar, can be seen there and in the menu bar at the top of the screen.
[image: ]
Figure 2. Zoom’s chat feature lets meeting participants send instant messages to each other and keeps the team talking by letting users send public or private messages to specific people.

[image: ]
Figure 3. The Meetings tab, highlighted by the red arrow and circle, serves as your dedicated schedule manager. The Meetings feature allows for tracking meeting schedules, setting up and previewing meetings, and provide access for recording.
[image: ]
Figure 4. The Whiteboard feature serves as a shared digital surface for presenting information, generating ideas, and planning. Its primary features include tools for creating visual content, such as drawing and annotation tools, along with capabilities for real-time sharing and exporting.
[image: ]
Figure 5. The image highlights the Zoom Scheduler feature, which is an automatic appointment scheduling system. It works by enabling external users to select a time straight from the calendar. You can set up calendar invites via emails and calendar invites to both you and the attendee with the meeting link, create a custom web link, regulate duration, and avoid double booking.

[bookmark: _Toc237210616]Conclusion
Firstly, in this assessment I learned how Wix and Shopify can be used to build and manage websites for many companies needs. A mind map helped me collect ideas and compare software solutions.
Secondly my Microsoft Word, Excel, PowerPoint, and Access skills improved. Word improved my document formatting, Excel organised and analysed data, PowerPoint improved my presenting skills, and Access taught me database creation and management.
Finally, Excel’s practical activities taught me how to use the IF function to make data driven judgement, improving spreadsheet accuracy and efficiency. I also learned how to connect data sources from Ms excel to Ms word and sharing via email to many people at the same time using Mail Merge. I learned how to use Zoom for online collaboration and Gmail for email, file sharing, and business communication. I gained technical abilities and confidence in using a variety of digital tools in practical circumstances via this assessment.
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[bookmark: _Toc237210618]Appendix 1: Microsoft Excel, PowerPoint, and Access activities
Microsoft Excel
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Microsoft PowerPoint
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Microsoft Access
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A Bit About Me

mankwufaMngmypomaomo‘dmnw University of
Wales, eager to present my work and share the projects that
demonstrate my passion and development in my field. Within this
collection, you'll discover examples of my skills creativity, andl
commitment 1 hope you find exploring my projects as enjoyable as |
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@ Roberto Vidal Top Shop @ General
@ Create store

roberto-vidal-top-shop.myshopify....
Business details

Business entity used for financial products, markets, apps, and taxes in this shop Habetto Grlas Vidal Cebreea.
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Roberto Vidal Top Shi
Checkout @ Roberto Vidal Top Shop >
reve_3387@hotmail.co.uk - No phone number
Customer accounts
Store address N

Shipping and delivery @
18 manor court Leigham avenue, London, SW16 2DS, United Kingdom
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