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[bookmark: _Toc225258340]INTRODUCTION

Business organisations aim at increasing productivity and sustainability, to such goals for the success for the business, e-commerce web builders, Microsoft 365, and communications and collaborations tools have been widely employed across the field.

In this report I analysed the process of using tools relating to MS excel functions, Power point, Access, Zoom in a real business environment, creating a mind map to visualise the process.

TASK 1
[bookmark: _Toc225258341]E-COMMERCE
your store and then ship orders directly from the supplier once you make a sale. When you are ready to Shopify eCommerce Description
[bookmark: _Toc225258342]SHOPIFY
SHOPIFY is a well-known e – commerce platform which provides tools to set up, build, grow and manage online businesses and stores. It works by acting as a central command Centre for selling physical and digital products across multiple channels. The platform helps you sell online or in person. Entrepreneurs, retailers, and global brands use the Shopify platform to make sales, run stores and help the growth of their businesses. Shopify can help you create your first ecommerce website or even manage your world leading retail business. How Shopify works is by providing tools and products that work together as a unified system to help you sell everywhere [2]. The platform also allows you to sell products by connecting with verified suppliers. To build an online store you can use the help of AI to design and create pages for your products. Shopify also allows you to browse collective products your customers are interested in from other Shopify brands and import items into start selling, Shopify Checkout system gives your customers a safe and ultra-fast checkout experience and accepts all major payments methods. Shopify also provides a simple, fast and cost-effective shipping service for its customers. Shopify also helps you manage your business finances by monitoring your sales tax and expenses [1].
[bookmark: _Toc225258343]Wix

Wix e-commerce is the online store feature built into the website builder Wix. It lets create a website and sell products or services online without needing to code. What Wix e-commerce lets you do is creating an online store with adding product pages, upload product photos, set prices, variants (size, colour) and stock levels. It accepts payments through options like credit/debit cards, PayPal, and other payment gateways [3]. It can manage orders and inventory and send order confirmation emails. They are set shipping rates or free shipping and It automatically calculates taxes in many regions. Its marketing tools has discount codes, email marketing and SEO tools to help you store appear on search engines. You can sell different things like physical products, digital downloads, services or bookings and subscriptions. People would use Wix e-commerce because it is beginner friendly, all in one hosting + store + design and no coding required.


Task 2 
[bookmark: _Toc225258344]MIND MAP of a contemporary software applications
[bookmark: _Toc225258345]Description of a mind map 
Mind mapping is a visual thinking technique used to organize information, ideas, or concepts around a central topic. It typically starts with a main idea in the centre, with related ideas branching out in a structured, non-linear way. These branches can include keywords, images, symbols, or connections that represent relationships between concepts. Mind mapping is widely used in business for brainstorming, planning, problem solving, and decision making because it mirrors how the brain naturally processes information through association and connections rather than rigid lists.
[bookmark: _Toc225258346]Creation of mind map

Figure 1A mind map is used in day-to-day business for sharing and enhancing team collaboration
Software that are used for internal communication and teamwork for example Microsoft teams, slack, zoom, google wakespace. The purpose is it improves communication between employees, departments and remote teams.


e-commerce and sales platforms are used to sell products or services online. For example shopify. Wix, and woo commerce.
Project management which is used to organise tasks and track project progress. For example Trello, asana, Monday.com. 
Customer relationship management softwares are used to manage customer data and interactions. The softwares used are salesforce, hubspot, and zoho. 
Accounting and finance such as quickbooks, xero, and sage counting. The purpose is it tracks income, expenses, taxes, and financial performance.
Mindmap of contemporary software applications

TASK 3
[bookmark: _Toc225258347]OFFICE APPLICATIONS FOR CREATING, STORING, PRESENTING, AND ANALYSING 

[bookmark: _Toc225258348]Ms word

Microsoft Word is a versatile word processing tool used for creating, editing, formatting, and collaborating on documents across personal, educational, and professional settings. People use Microsoft word for many everyday and professional tasks, such writing documents, creating resumes, business work study assignments, designing simple materials, collaborating with others.

[bookmark: _Toc225258349]Power Point

Feature PowerPoint is that you can insert videos and audio files into your slides. This can be a great way to add more excitement and interest to your presentation. You can also use it to supplement your message by adding interviews, sound bites, or music. To embed audio or video files into your PowerPoint presentation. People power points in school, work, and every day situations such as presentations, teaching lessons, business meetings, project work, and slide shows.

[bookmark: _Toc225258350]Excel 

[bookmark: _Toc224644602][bookmark: _Toc225258351]Microsoft Excel is a spreadsheet program developed by Microsoft that serves as one of the primary applications for handling numerical work and data organization. Excel is part of the Microsoft office (Microsoft 365). Instead of writing text or slides, you work with rows and columns that form a grid of cells. It’s used for budgets, calculations, data organisation, charts and graphs, business tasks and school work.



[bookmark: _Toc225258352]Access 
[bookmark: _Toc224644604][bookmark: _Toc225258353]Microsoft Access is a database management system (DBMS) from Microsoft that combines the relational Access Database Engine (ACE) with a graphical user interface and software-development tools. It is part of the Microsoft 365 suite of applications, included in the Professional and higher editions. Microsoft access is part of Microsoft office (Microsoft 365). Its more advanced than excel because its designed specifically to handle large amounts of related data. Its used for customer records, inventory systems. Employee databases, school systems and booking systems.
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Figure 2. Testing IF function
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Figure 3 Creation of Pivot Table based on sales person and revenue.







TASK 4
[bookmark: _Toc225258356]COMMUNICATION AND COLLABORATION APPLICATIONS 

Microsoft teams – a widely used business communication platform that combines messaging, video conferencing, and the file sharing into a single workspace. It is especially popular in organization that use Microsoft 365. 
Key features: Instant messaging and chat, video conferencing, integration with Microsoft 365, channels and team structure and file sharing and collaboration.

Online collaboration tool: Trello
Trello is a visual project management and collaboration tool that uses boards, lists, and cards to help teams organise tasks and workflows.
Key features: Kanban board system, Task cards. Collaboration and comments, integration capabilities, and automation.
                         














[bookmark: _Toc225258357]conclusion

In conclusion, E-commerce websites have transformed the way people buy and sell goods, offering convenience, accessibility, and a global marketplace at the click of a button They allow businesses to reach wider audiences while giving customers the ability to reach wider audiences while giving customers the ability to compare products, prices, and reviews. Despite challenges such as security concerns and intense competition, continuous advancements in technology, payment systems, and user experience continue to drive their growth. Overall, e-commerce websites play a crucial role in modern commerce and are expected to remain dominant force in the future of retail.
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