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[bookmark: _Toc212037696]Introduction
Technology affected our society in many ways, the technology affected planned efficiency or productivity gains that justify the investment in new technology which refers to expected improvements that results from adopting new technology [1]. Furthermore, new and improved technology help people to see new things in different ways and causes a change to the environment and how to communicate with other people/social interaction [2]. Moreover, Technology is continuously evolving at an increased rate of innovation and adoption [3]. Furthermore, Technology is very important to many people mainly because it’s extremely easy to keep in touch with out family members and friends from anywhere around the globe, this includes texting, voice calls, video calls and playing games to our devices but they are many more [4]. However, Technology also has its negative sides whereas people use their devices while driving which is incredibly dangerous [5]. Students spend too much time, and they get distracted from important things they need to work on [6]. This essay will explore the how technology is evolving, different e- commerce websites, MS offices application and communication and collaborations applications. 

[bookmark: _Toc212037697]Task 1. e-Commerce Website builders or software solutions
[bookmark: _Toc212037698]1.1 WooCommerce
WooCommerce is an open source for WordPress users who wants to enhance their website [7]. WordPress is a popular management system that provides the ability to create various blogs and application [8]. It enables users to create, manage and customize their platform with ease and stress free. WooCommerce is very easy to use for businessowners because they don’t need to hire a professional and with WooCommerce its very straightforward [9]. Additionally, WooCommerce have key features such as product listing and checkouts, other important tools include payment, shipping management software and has the option to track the individual’s order, customer service systems [10]. Furthermore, WooCommerce have the ability to give businesses a wide range of extensions and themes that allows individual to design their own platform [11]. WooCommerce is popular among small to medium business owners because its WooCommerce is highly adaptable, and it enables businesses to create a unique look for their website and businesses can have full control of their own website [12]. Moreover, WooCommerce does come with disadvantages such as needing advanced technological skills this is because WooCommerce uses codes to enable special features, in addition, businesses must regularly update for it to be safe and to eliminate the risk of losing the work [13]. another disadvantage when using WooCommerce is that it’s not 100% free, too get the full potential of WooCommerce you need to have a subscription [14]. Lastly, WooCommerce is a popular platform and it an easy target for cyberattacks and it important for the business owner to protects themselves from the cyberattacks [15].
[bookmark: _Toc212037699]1.2 Wix
Wix a cloud-based website that creates and manages websites for business owners, wix offers individuals and business owners a wide range of templates and hosting. This website has also built-in tools business tools for e- commerce that includes making online booking and appointments [16]. Wix has key features that enables business users to get the full experience of wix. The key features include: drag and drop features which allows users to edit their websites and enable easy customization for their business’s website [17]. Furthermore, wix has a wide range of customizable templates and provides a starting point for new users, wix has developed a new feature which uses artificial intelligence to help prepare a quick template for their website [18]. The target audience for wix is individuals who are looking for to create their own websites. It is very easy for beginners to use because wix they don’t need an advanced level of technology skills [19]. Wix can be used for creating blog or for personal use, big organizations use wix for promoting their business. 
he advantages of using wix is that it is it is very easy creating a website considering that it comes with artificial intelligence. Furthermore, wix has a SEO support where seeking help is very straightforward. However, there are some disadvantages when using wix, wix has slower load times which can be frustrating when the individual is rushing to present. Wix require subscription plans to use high and advanced features including eCommerce tools, interested in extra storage or removing wix adverts.
[bookmark: _Toc212037700]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc212037701]Mind mapping and explain the benefits of using mind mapping in business operations
“The dictionary definition for mind mapping – a type of diagram with lines and circles for organising information so that it’s easier to use or remember.”
As the digital world is expanding, mind mapping online is easier and more adaptable for many different  big companies, and it also provides a creative way to manage the mind maps [20]. Mind map is a way of explaining thoughts or words that are linked to a central concept by using linear graphical layout [21]. Mind mapping is a perfect way for brainstorming and visuality concepts, simplify tasks and project management [22]. The mind map skills is used is used to challenge, stimulate and delight the individual when working [23]. Mind mapping its and excellent and a highly effective way to get information in and out of the individual brain [21]. There are 5 essential characteristics of mind mapping; 1. The main idea or focus in the centre, 2. The main themes radiate from the central image as branches, 3. The branches compromise a key word dawn or printed on it associated line. 4. Topics of less important are represented as twigs, 5. [24]The branches from a connected modal structure. Additionally, for business individual mind mapping has benefits such as increased
productivity, for business individuals, it makes it easier for the team to share ideas, align on goals and communicate without ambiguity [25]. It also helps to simplify the topics that are complex, it also helps the team to explain to other individuals about the topics quickly and efficiently to get on the same page so that the team can start working towards the desired results [25]. 
Business has complex aspects which include planning projects, developing knowledge search bases and strategizing. Mind mapping simplifies this and enables executives to consume understanding and retain complex issues. Furthermore, mind mapping is excellent for boosting creativity, which is essential for businesses, this also helps individuals to commit to their ideas faster [26]. Moreover, mind mapping for businesses encourages collaboration and communication across teams, this is because it demonstrates visually how different business department work together toward an overachieving goal [27]. This also helps to identify the process gaps, develop, mental connection, and facilitate brainstorming. Lastly, mind mapping enhances communication and presentation skills, this is because individual can easily organize a complex business idea into a cohesive concept which can improve significantly the ability to communicate ideas [28]. 
Additionally, to be able to mind map can also increase the productivity of working as a teamwork because it’s a great way of organising all individual’s thoughts and opinions about their business [25]. Furthermore, mind mapping helps to work more effectively and efficiently [29]. For business, it is helpful to mind map because they can work in slogan, their colours, aesthetics or marking and advertisement for their campaign. Business do this to attract customers and target their audience [30]. Additionally, many businesses use Miro and mind meister so that they can collaborate and share ideas with other people in the team, this is important because abroad team members can stay informed with new information [31]. 

b. [bookmark: _Toc212037702]




Figure 1 shows a mind map of contemporary software applications
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Task 3. Office Applications
0. [bookmark: _Toc212037704]Four office software solutions for business operations
[bookmark: _Toc212037705]MS Word
Microsoft word comes in microsoft365 package and is the most globally used word processing applications [32]. Ms word is used by students, professionals and organizations [33]. 
The Microsoft word famous feature is the ribbon tool bar where it has the organize tools and commands into clear tabs such as file, home, insert, draw, design, layout, references, mailings, review, view, help and acrobat [34]. Ms word includes this to make it easier for the individuals so that they can access functions more effectively. Ms word also provides formatting which is their powerful features which allows individual to change fonts, sizes and colours to make the document stand out [34]. Ms words are also known for having templates that saves every individual time and make a quick poster or an important document and help to make the document more professional looking [35]. When individuals are using MS word they can easily and effortlessly insert images, shapes, charts and other media elements. This feature is beneficial for adding visual appeal and enhancing the overall presentations [35]. Ms word is also a collaborating and sharing with other people, this makes it ideal for team members to edit and add their own ideas and information [36]. 
The benefits of using MS word are of its versatility, as it can create many types of written communication such as essays, reports, brochures, newsletters and invoices [33]. Ms word can detect all the types of mistakes it includes automatic spell – check and grammar tools that can help correct mistakes quickly [34]. MS word straightforward to use and supports individuals with many common writing tasks [33]. The software is widely accessible on phones, laptops, and office computers, which is useful when some is travelling [36]. It also offers helpful features like templates, formatting tools and the hyperlink function, which allows users to insert links into their document [35]. These features make MS word efficient user friendly, and suitable for both personal and professional work. MS word is available everywhere either on mobile phones or an office computer and it’s very beneficial when the individual is abroad and must do their work [36]. MS word has the hyperlink function where the individual can include links [35].
Despite its features, Using MS word has its own limitations Aswell such as cost, It requires a paid license or to be able to have the Microsoft 365 subscription to be able to access all the features in word or all the other Microsoft applications unlike free alternatives such as Google docs or LibreOffice writer [36]. MS word can be very complex for beginners which it can overwhelm beginners because it has many features and some advanced functions can take time to learn [34]. Furthermore, the performance can become more slower when working on a computers that’s old or less powerful computers [35].
In conclusion, Microsoft word remains the most used word processing program and that offers numerous features that supports writing, editing and collaboration [32], [33], [34]. MS word has benefits In versatility, productivity and accessibility outweigh its limitations in cost and complexity. [35] [36]

Figure 2 
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MS PowerPoint
Microsoft PowerPoint is a presentation software developed by Microsoft. MS PowerPoint first was released and over time PowerPoint gradually evolved with many features to present modern presentations [37]. Microsoft PowerPoint is mostly used in school, universities, businesses, and professional environment. MS PowerPoint also helps newly users to create visual presentations using slides. These sections will discuss the major features, benefits and the limitations of PowerPoint.
The major features of MS PowerPoint are its slides and layouts systems, where individuals can create multiple slides with different layouts such as contents slides, title slides and comparisons slides, whereas each slide can be customized to the topic or purpose of the presentations [38]. Another key features are the themes and templates. PowerPoint has built in themes with coordinated colours, font and backgrounds as well as professional templates for business, education, and creative projects. Multimedia integration is also a major strength. Users insert images, video, audio clips, tables, charts and smart art graphics to make presentations more interactive and engaging. Animation and transitions enhance visual appeal, allowing texts or objects move, appear, or fade on also offers presenter tools such as presenter view, notes pane, laser pointer, and slide timing options, which help speakers deliver their presentations confidently [39]. Additionally, collaborations features allow multiple individuals to edit slides in real – time through one drive, add comments, and track changes. PowerPoint supports various export and sharing options, including saving slides as PDFs, images or video files.
PowerPoint offers several benefits that make it valuable in education and professional settings. It creates more engaging presentations by combining text, visuals, and multimedia [38]. The interface is easy for beginners to learn, while advanced support more complex designs. PowerPoint improves communications in classrooms business meetings, and training sessions presenters organize information clearly. Integration with excel and word makes it simple to add charts and tables. Cloud collaboration allows multiple individuals to work on the same presentations at the same time [37]. Presenter tools, such as rehearsal timing and notes, support confident delivery. PowerPoint helps present ideas in a clear, visual and memorable way. 
 Microsoft PowerPoint has several limitations that can affect the quality of a presentation. One of the main issues is that too many transitions, animations or visual effects can easily distract the audience instead of supporting the message [39]. Large image or video files also make presentations slow to load or cause it to freeze, especially with older devices. PowerPoint requires some level of design skill, and beginners may struggle to create slides that look clean and professional. Another limitation is that the software requires a paid subscription, which may not be affordable for everyone. PowerPoint is also not ideal for text heavy content because long paragraphs can make slides look crowded. Compatibility issues may occurs when opening  presentations on different versions or devices.
 Conclusion - MS PowerPoint remains and essential tools for creating organized and engaging presentations. Although it has certain limitations, it wide range of features, users-friendly design, and flexibility make It valuable for students, educators, and professionals across  fields. 
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Figure 3


[bookmark: _Toc212037707]MS Excel
Microsoft excel is one of the most widely used spreadsheet programs in the world, known for its ability to organize, calculate and analyse data efficiently [40]. It plays a major role in education, business and accounting. Excel provides users with a structure grid of rows and columns, allowing information to be arranged clearly and logically because of its flexibility and wide range of tools excel has become an essential software program for students, professionals and anyone who needs to manage or understand data [38]. 
The major features of excel are powerful which include its spreadsheet structure, which allows individuals to store and arrange information in cells. These cells can be formatted, coloured, or adjusted to fit different types of data [40]. Excel includes hundreds of formulas and functions such as SUM, AVERAGE, IF, VLOOKUP, which help automate calculations and solve complex problems quickly. Another important feature is the ability to create charts and graphs, including bar charts, line graphs, pie charts and scatter plots. These visual help users interpret patterns and trends more easily [38]. PivotTables are another advanced feature that allows individual to summarize large datasets with just a few clicks. Conditional formatting highlights data based on rules, making it easier to spot changes or errors. Excel also supports data validation, filtering, tables, templates and even automation through VBA macros, giving users tools for both simple and highly advanced tasks [40].
Excell offers several benefits that make it valuable in everyday work. One of the biggest advantages is that it makes organizing information much easier, especially when dealing with large amounts of data. Calculations that might take a long time by hand can be completed almost instantly. This can help reduce mistakes and save time [38]. Another benefit is that excel flexible enough to be used in many different fields including finance, science, and education. The ability to create chart and colour coded lists helps people to see results more clearly, which is helpful when trying to explain information’s to others. Excel supports collaboration, so more than one person can work on a file at the same time. Because it is widely used around the world, learning excel can also help improve job opportunities [39].
Limitations - Some features can be difficult for beginners to understand especially when working with complicated formulas or trying to create a pivot table for the first time. Large files with many calculations or graphics may slow done the program and cause errors. Excel also isn’t the best choice for extremely large datasets that require more advanced database tools. Another drawback is that It require a subscription which not everyone can afford. Mistakes in formulas can spread through an entire sheet and they are not always easy to find. Collaboration can also become confusing if the information isn’t organized clearly or if multiple people edit the same file without communicating [38].
In conclusion, Microsoft remain a valuable took for organizing, calculating and analysing data. The wide range of features make It useful for many tasks in education or in the work environment [40]. 

Figure 4 
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[bookmark: _Toc212037708]MS Access
Microsoft Accessed is a database management program that is included in the Microsoft office suite and allows users to store, organize, and retrieve information in a structured environment. its interface resembles other Microsoft applications it offers a familiar interface that resembles other Microsoft application which helps beginners learn it quickly. Many users find it easy to learn and apply especially in schools, small businesses and community organizations that need simple data – management solutions [37]. This familiarity contributes to its long – standing popularity an entry level database tool.
One features of MS access is its table system, which stores data in a structured format similar, which stores data in a structured format like a spreadsheet but with more capabilities for control and accuracy. These tables can be linked though relations that help maintain consistency across multiple type of data [38]. MS access also includes forms, which provides cleaner and more controlled methods of entering or editing information. Queries serve as another essential tool, allowing users to search for analyse specific data based on certain conditions. The program’s report – generation feature helps users summarize and present information in organized formats that are easy to read and share. Additionally, MS access integrates smoothly with other Microsoft office application, making it simple to move data between programs such as excel and word [37]. 
MS access offers several advantages that makes it appealing for smaller database it does not require advanced programming skills, which allows beginners to create fully functional databases without significant training. Its also cost – effective compared to large – scale database systems that require specialized servers or administrators. Since access includes built in tools for constructing forms, reports, and queries, can build functional databases applications quickly and efficiently. Its relational design helps reduce errors by preventing unnecessary duplication of data and maintaining logical structure across related tables [38]. These tables benefit make Access ideal for small office, classrooms, and organizations that need dependable data – management tools without complex setup.
However, MS access has important limitations. It is not designed to store extremely large amounts of data, and performance may decline once a database become too large or complex. It also has limited multiuser capability, which make it less suitable for organizations that require many users accessing the same systems simultaneously [39]. Because access is primarily window-based tool, it does not offer the flexibility of cloud based database system that can be accessed from multiple devices. Security is another limitation, as access does not provide advanced protections found in enterprise – level database systems making it unsuitable for highly confidential information [39]. 
In conclusion, Microsoft access is a practical and user – friendly database program suited for small and medium – scale environments. Its features, such as tables, queries, forms and reports make database creation simple and efficient for users without technical backgrounds. Although it is not ideal for very large databases or high security projects, it remains and effective option for classrooms, small organization information [37]. Its practicality and accessibility continue to support its widespread use. 
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0. [bookmark: _Toc212037709]

Practical demonstration of Two Office Features




SUM Function
[image: ]Figure 6 [image: ]Figure 7
In figure 6 and 7, For the SUM function I did =sum(D2:D10) and it did the sum for me.   
[bookmark: _Toc212037711]If Statement
[image: ]Figure 8
In figure 8, I wrote the name, type 1 and the total and then for the grass type I typed =IF(B2= ‘grass’ , “Yes” , “No”) and it automatically turned into yes, I did this for all of them 
[bookmark: _Toc212037712]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc212037713]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc212037714]MS Outlook
[bookmark: _Toc212037715]MS outlook is one of the most used in communication tools in today’s workplaces, mainly because it brings email, scheduling, contact and task organisation [44]. Outlook acts as the central hub for everyday communication, helping employees manage information more efficiently and stay organised throughout the day. Its design focuses communications structured.	
The email system in outlook remains its most recognised feature. It allows users to send and receive messages, organise them into folder, and apply rules that automatically sort incoming mail [38]. These tools make it easier and faster to keep track of important information, especially when managing busy inboxes. Outlook also includes a powerful search function, which let individuals find older emails quickly by filtering through dates, names, or keywords, in business environment where decision often rely on revisiting past communication, this feature helps save time and reduces frustration when essential locating messages [44].
Outlook calendar plays a major role in workplace communication as well. Employees can schedule meetings, set remainder, and share their calendars with colleagues. Shared calendars help teams coordinate more smoothly by showing when others are available, reducing the back – and – fourth usually required to organise meetings [38]. The calendar also links directly with Microsoft teams, allowing users to generate online meeting invitations instantly. This integration is especially useful for companies that rely on virtual or hybrid meetings and need quick transitions between messaging, scheduling, and online collaboration [44].
[bookmark: _Toc212037716]Another helpful feature is the ‘people’ section, which stores contact information in an organised and searchable format. This becomes particularly valuable In large organisations where employees communicate across departments or locations. Instead of searching through different platforms to find someone’s details, outlook keeps everything centralised and easy to access, which improves communication [38].
Outlook also includes a task – management feature that supports productivity. Users can create tasks, set deadlines, and prioritise their workload. Tasks can even be linked to emails or calendar appointment, helping employees stay on top of ongoing responsibilities. For workplace where deadlines and follow up are essential. This feature helps ensure that important activities are not overlooked [40].
Security is another strong advantage of outlook. It includes spam filtering, phishing detection, and email encryption options to protect sensitive information. With cyber threats becoming more common, businesses rely on secure communication systems, and outlooks built in protection - along with Microsoft defender – helps reduce risks and maintain confidentiality [38]. 
Outlook is also accessible on different devices, including computers, phone, and browsers, making it easier for employees to respond to messages or check schedules even when they are not in the office. This flexibility supports remote and mobile working arrangement, which have become increasingly important in modern workplaces [44].
Although offers many features, some users may find the interface overwhelming at first, and managing storage limits can be a challenge. However, these issues are generally minor compared to the convenience and organisations outlook provides. Overall outlook remains and essential communication tools in business settings due to its reliability, integration, and wide range of features and widely trusted communication tool used by businesses around the world [38].

MS Teams 
Microsoft teams is a widely used communication application that supports messaging, meetings, and teamwork in modern places [40]. It combines chat, video calls, file sharing and channel – based collaboration in one platform, making it easier for teams to stay connected and organised throughout the workday. Many organisations rely on teams because it reduces the need to switch between separate tools and keep communications structured [38].
 Onne of teams’ most important features is its cat system, users can send direct messages, create group chats, share files, and react to posts, which helps streamline quick conversations [40]. The chat history remains saved, allowing employees to revisit discussion without losing context. This is especially useful in fast – paced environment where information needs to be referenced quickly and reliably. Mentions, formatting options, and threaded replies give conversation structured and clarity [45].
Teams is also known for its video meeting capabilities. Users can schedule or join meetings directly form the calendar, which syncs with outlooks. During meetings, participants can share screen, use live captions, send messages in the meeting chat and collaborate using shared files [38]. These features support remote and hybrid work by making virtual communication feel more interactive and accessible. Breakout rooms and recording options add further flexibility for training sessions and presentations [45].
Channels are another core elements of teams. Channels allow teams to organise communication by topic, project or departments. Each channel includes posts, shared files, and integrated apps that helps keep information centralised. This structure reduced clutter in email inboxes and ensures that important updates remain visible to everyone involved. Channels also improve transparency because all team members can see discussion happening real time [41].
File sharing is built deeply teams. Users can upload documents, collaborate in real – time using Microsoft 365 apps, and leave comments directly within files. Because everything is stored in share point, versions history is preserved automatically. This allows teams to track changes, avoid duplication, and work together without confusions. Real time co-authoring also encourages teamwork by letting multiple people contribute simultaneously [38].
Another strength of teams is its wide range of integration. Users can add apps such as planner, OneNote, Trello and third-party tools directly into channels. These integrations allow teams to manage tasks, notes and workflows without leaving the platform. By keeping multiple tools in one place. Teams helps reduce time wasted switching between applications and improves productivity [46].
Teams also includes strong security features. It supports encryption, compliance tools, and multi – factor authentication, which help protect sensitive business communication. With cyber threats increasing globally, organisation depend on secure platform to protect confidential information, and teams provide reliable protection across devices and networks [47].
Microsoft teams has grown into a main communication hub for many organisation because it brings together messaging, video meetings, collaborative tools and security features in one place. It’s adaptable design works well for small groups as well as large companies and it built in integrations make daily task and processes easier to manage. Although it can feel overwhelming at first. Most users quickly adjust, and the benefits it offers generally outweigh any initial learning curve for employees [40].  
One feature of a freely available Communication (1) and one feature of a Collaboration (1) application
One of the most useful collaborations features available through google drive is the real time editing function in google docs [48] [49] [50]. This feature lets multiple people edit the same document at once, making collaboration much easier. Rather than sending updated versions back and forth or waiting for someone to finish their section, everyone can just open the file and contribute the right way. The edits appear instantly, and each user’s changes are marked with a coloured cursor or label so it’s clear who group can see ideas develop as they happen which often makes projects move fasters and feel more organised [49].
Another helpful part of this feature is the built in commenting system on the side of the document. Others can reply directly and the whole conversation stays connected to the exact part of the document that it is about [50]. This reduces confusions and means people don’t have to search through emails or messages to remember what someone said earlier. The comments can also be resolved once the issue is fixed, which keeps the documents tidy and help track progress. The suggestions mode adds another layer of control, because users can propose edits without changing the original text. The owner or editor can then choose to accept or reject each suggestion individually. This is especially useful when a group want feedback bus ill needs to maintain some structure or quality control [48].
Real time collaboration is also reliable because google docs automatically saves changes as they happen. Even if someone’s internet connection drop for a moment, the system will save their edits once they reconnect [49]. This feature greatly reduces the worry of losing changes, which is a common problem in older word-processing tools. It also includes a version history option, letting users check earlier drafts whenever they need if someone gets deleted or changed by mistake, the group can restore a previous version almost instantly. 
 Another advantage is that google docs works across many devices. A user can start a document on a computer at school and continue a phone or tablet later. Since all the files are stored in google drive, everyone in the group is always working with most recent version [48]. This makes the collaboration process feel natural, especially for students who switch between devices during the day. Overall, the real time collaboration feature in google docs supports teamwork by making communication faster, clearer and easier to manage [47]. It removes many of the barriers that traditionally slower group work and offers a straightforward way for people to contribute equally. 

[bookmark: _Toc212037717]MS Outlook
Figure 9
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In outlook, the individual can see their emails, and they can share emails with other people, they can their own email to other people. 
[bookmark: _Toc212037718]












Ms Teams
Figure 10 
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In Ms teams, the individual can send messages, call them and video call them. Ms teams needs to be connected to work, or school email. 
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Conclusion
Overall, this assignment helped me learned many things about the different use of Microsoft application and how to use the tool for everyday work and school life. The thing I found challenging is 
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