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[bookmark: _Toc216460704]Introduction

In a modern digital workplace, software may serve as a significant element in the guarantee of the effectiveness, interaction, and decision-making of organisations. The following report indicates the different modern tools that are used to conduct business, with a focus on e-commerce products, productivity tools also and collaboration tools. It begins by discussing Shopify and Wix, which are two popular web builders in which businesses may establish and run online stores with minimal difficulty. The role of mind-mapping is then identified as an aesthetic method of planning and organising information in the report. The following sections unravel the key uses of the Microsoft Office package: Word, PowerPoint, Excel and Access, and elaborate on how each can be used in the creation, presentation, storage and analysis of business information. Finally, tools such as Microsoft Teams and Trello, which will help people to collaborate and work in a modern hybrid environment, are also discussed by the report. On the whole, the given report will provide a thorough description of the most important programs that enhance organisation and contribute to successful business operations.


[bookmark: _Toc216460705]Main Body

[bookmark: _Toc216460706]Task 1        
[bookmark: _Toc216460707]e-Commerce Website builders/software Solutions 
In the current digital economy, e-commerce sites have become vital instruments that have helped companies tap info further markets, automate their sales, and provide efficient customer experiences. E-commerce web developers enable them and organisations to create, host, and maintain internet stores without having sophisticated knowledge in programming. In this section, two current website builders, Shopify and Wix, describe their capabilities, advantages, as well weaknesses.
1. Shopify
Shopify is considered one of the most popular e-commerce sites globally, where small and large companies prefer to develop full-fledge online stores [1]. It offers a subscription-based and cloud-based platform that reduces store establishment and management. Shopify has hundreds of customizable templates, secure payments gateways, inventory control and third-party integration, third-party spots like PayPal, Google Analytics and social media stores. The dashboard is user-friendly in that it enables the business owners to follow the sales, deal with the orders, and track the analytics in real time.
[image: ]
Image 1: Shopify Login Interface

Shopify is highly scalable, and it is one of the key benefits [2]. When the business expands, they are not compelled to spend much money to upgrade the services to higher levels with more enhanced features in the form of abandoned cart recovery, customer segmentation, and multichannel selling on Facebook, Instagram, and Amazon. There is also high security assurance of Shopify, such as the use of an SSL certificate, and compliance with PCI.

[image: ]
 Image 2: E-commerce Business Listing 
Standards to protect customer data when transacting online. The platform has its shortcomings. Its monthly subscription plans and transaction fees are usually rather costly (with small enterprises being the most likely consumers). Despite the possibility of being customised, complex design manipulations probably involve familiarity with Liquid, the native coding language of Shopify and restrict non-technical users.
2. Wix
The other top site website builder is Wix, which has a drag-and-drop interface that is easy to follow, thus becoming the most efficient tool to use by entrepreneurs and small business owners who want to open an online store as soon as possible. Wix offers more than 500 professionally created templates, built-in search devices, and a scalable content management system, which connects to either a product or service-oriented business. It has built an integration with key payment gateways like Stripe, PayPal, and Square and has a secure checkout procedure. Wix also facilitates online marketing using email messages, social media, and analytics dashboard [3].

[image: ]
 			Image 3: Wix Home Page 

The significant strength of Wix is that is easy to use and can be customised. The users can design a typical and appealing store without the need to code. It can easily install such tools as live chat, loyalty programs, and CRM extensions when using Wix App Market. Wix is not as scalable and is missing more sophisticated e-commerce features than Shopify [4].
[image: ]
Image 4: Wix Product Site

An example that it is not useful to manage large product catalogues effectively, and provides less manageability over the backend operations, like bulk inventory or sophisticated analytics. The possibility of exporting the data from the sites to Wix can be complicated, which complicates moving to other platforms.
[bookmark: _Toc216460708]Conclusion

Shopify and Wix are good solutions for an online business. Shopify is more adapted to the medium and large-scale businesses that require a strong and extensible e-commerce functionality, whereas Wix is focused on small businesses and start-ups that place a greater emphasis on appearance and ease [5]. The decision between the two lies in business size, budget, as well as technical proficiency. Finally, both tools are examples of how modern e-commerce software applications can be used to optimise the performance of business organisations, simplify their performance, and gain greater access to global markets in a competitive online market.
[bookmark: _Toc216460709]Task 2  
[bookmark: _Toc216460710]Mind-map of Contemporary Software Applications
[bookmark: _Toc216460711]Description and Benefits of Mind Mapping 
a. [bookmark: _Toc216460712]Benefits of Mind Mapping

Mind mapping is a graphical process that is targeted at accumulating knowledge and mental ability, such as learning, discovering, and memorising information through a graphical display and rehearsal. 
Mind mapping is a visual tool that helps to structure and present ideas, information or concepts around a specific theme [6]. It entails having the central subject in the middle of a page and connecting the secondary subjects with the main by branches, keywords, and symbols. The technique facilitates creativity, problem solving and formal thinking as it demonstrates the connections among various constituents in a subject. The idea of mind mapping was commercialised by Tony Buzan, who highlighted that it is useful in the context of learning, brainstorming and communication.
Mind mapping has several benefits in business activity. First, it assists employees and managers in imagining the complex information in a form that is easy to comprehend, thus making it easier in decision-making and planning. As an example, in creating a business process, a mind map helps teams to observe how tasks and departments relate and keep duplication and inefficiency to a minimum. Second, it will boost the level of cooperation and innovation because members of the team will be able to jointly brainstorm during team-building gatherings or project strategy development. Online mind mapping software like Mind Meister or Miro enables contributions in real-time by several users, which can be used in the context of remote work and hybrid work setting. Third, the mind maps enhance better memory and comprehension as the mind maps involve the use of keywords, colours and pictures, which stimulate analytical and creative parts of the brain. Finally, they permit effective project management as they assist managers to establish large projects into small, actionable blocks which they can allocate and track in an organised manner.
All in all, mind mapping is important in improving efficiency and communication within the workplace. Businesses in various fields, like technology to education, and marketing, are conducting mind mapping as a way of strategizing their business, structuring their presentations, and analysing their data connections [7].

b. [bookmark: _Toc216460713]Mind Map of Contemporary Software Applications 
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 Image 5: Mind Map (It has been created on drawio)
Central Node: Business Software Applications Today
According to this mind map, different software can facilitate the various functions of the business using different tools.
Office productivity tools, as an example, allow one to create documents and analyse data, whereas communication and collaboration tools can be used to improve connectivity in remote and in-office conditions. Online sales and marketing are managed with the help of e-commerce software, and customer engagement and relationship management are maintained with the help of CRM platforms [8]. A number of these applications are frequently combined in businesses to provide an easy automation of working processes, centralised communications and better decision making. Such a systematic visual representation assists managers in sourcing out the crucial tools in meeting definite organisational objectives with the help of a visual approach.

[bookmark: _Toc216460714]Task 3 
[bookmark: _Toc216460715]Office Applications for Creating, Storing, Presenting, and Analysing Data 

Office software applications are very necessary tools in the operations of modern business operations, as they grant employees the ability to develop, store, present, as well as analyse information promptly. Most administrative and managerial work is based on these tools, which are quite popular in the finance, education, healthcare, and technological sectors. Four of the most widely spread office computer programs include Microsoft Word, Microsoft PowerPoint, Microsoft Excel and Microsoft Access. All applications possess unique features, advantages, and disadvantages, but they are complementary towards the enhancement of productivity, communication, and data management in business settings. 
1. Microsoft Word
Microsoft Word is a word processor that is used to create, to revise and format written documents like letters, reports, and memos, as well as business proposal and forms [9]. It is among the most utilised tools of the Microsoft Office, and it is highly important in educational and business contexts. The program offers a variety of capabilities, allowing users to create documents on a professional level effectively.
[image: ]
Image 6: Microsoft Word
a. Major Features
Microsoft Word has several features that simplify the process of creating and managing documents. The main features are the formatting, templates, tables, mail merge, styles, and grammar check. These formatting tools enable users to manipulate fonts, font magnification, margins, spacing and alignments between paragraphs to create appealing documents. Templates assist in the rapid development of standardised papers, like resumes or business reports, without having to create them differently. The table feature enables users to arrange the information, and the mail merge facilitates the task of sending personalised letters and emails to many recipients. Written communication is better supported by the installed spelling and grammar checker. The Track Changes and the Comments options allow cooperative revision and editing of people to use Word in an individual or team project.
b. Benefits
Microsoft Word saves time and increases productivity when the program requires less time to compose and modify the reports. It has an easy-to-use interface, thus ensuring that beginners can create high-quality documents after little training. It is also compatible with other Microsoft applications like Outlook and OneDrive, and a person can share documents easily by email or using the cloud. Word can be used to share and present data because of the compatibility of the program with a wide range of file types, such as PDF, RTF, and TXT. It also user-friendly as there are accessibility features like the read-aloud tool and voice typing, which make the phone user-friendly to the disabled.
c. Limitations
Microsoft Word is not without its limitations, though it possesses several strengths. It is also quite resource consuming as it needs much storage and processing capacity, particularly when working with large files containing images and tables. Elaborate formatting can lead to compatibility problems with the opening of the document in other versions of Word or other programs. In addition, it has strong features, which are not fully used when many users simply use the basic functionality, without exploring sophisticated features. 
2. Microsoft PowerPoint
Microsoft PowerPoint is a presentation program that gives its users the opportunity to design moving slide-based presentations [10]. It is a typical speech at business meetings, college lectures, marketing presentations, and training courses. A mix of text, graphics, sound and animation assists in conveying ideas using PowerPoint. 

[image: ]
 			Image 7: Microsoft PowerPoint
a. Major Features
PowerPoint has a wide range of features that could help in making presentations interesting and informative. It has professional-customizable slide layouts, preset design themes, transitions, animations, charts and embedded multimedia. The slide Master feature can be used to ensure the similarity of design in all slides, keeping the brand essential in corporate presentations. The templates are also included in the software, which aids in making professional slides within a short time. SmartArt graphics, tables, and charts are now easily integrated, which facilitates all the data visualisation. Another useful feature is the presenter view of PowerPoint, which allows the presenter to look at presenter notes and next slides as the audience looks at the current slide, thus allowing the presenter to deliver and feel confident in such situations.
b. Benefits
The PowerPoint promotes better communication by converting complicated concepts into graphics, making them easier to learn and memorise. Images, charts and videos are being used to sustain the interest of viewers. The usage is collaborative because several users can access the same presentation through OneDrive or SharePoint. PowerPoint presentations can also be exported in other formats like PDF or video, which offers flexibility in sharing. It is easily integrated with Microsoft Teams and Outlook and, thus, is applicable to both live and remote presentations. PowerPoint is also effective tool for storytelling, which can help businesses present their products, perform demonstrations of the performance report, and conduct training sessions.
c. Limitations
The weakness of PowerPoint is that the presentations may be excessive in text or too distracting to the eyes unless presented appropriately. An excessive amount of transitional or animation effects can decrease professionalism. In others, the use of slides may overload a presenter with high dependency on graphics, such that he or she fails to connect well with the audience. The second problem is that presentations that contain multimedia files can make the performer slow or incompatible with other devices.
3. Microsoft Excel 
In the sphere of business activity, Microsoft Excel is one of the most general, as well as scalable, tools. It is spreadsheet software which is utilised in structuring, examining and visualising digital data. The use of Excel has numerous functions and formulas which enable the user to do calculations, database administration and production of reports easily [11]. Budgeting, forecasting, and decision-making are all common uses in accounting, finance, human resources, and logistics.
[image: ]
 			Image 8: Microsoft Excel
a. Major Features
Formulas, charts, conditional formatting, data validation, spreadsheets, and pivot tables are the main features of Microsoft Excel. It can be used to input data into rows and columns and then use formulas (SUM, AVERAGE, IF, VLOOKUP, and so on) to calculate the data automatically. The pivot table option enables customers to summarise the big data and trend data. Data patterns are better visualised using charts and graphs. Conditional formatting can be used to point out certain values by users using rules. Identifying errors or outliers becomes easy. Goal Seek and Solver are also available in Excel to perform what-if analysis to forecast results.
b. Benefits
Excel offers companies a cost-effective means of managing and analysing data. It facilitates the making of objective decisions by the ability of users to create reports, do sales analysis, and monitor budgets. Robotisation saves time and minimises human error when it comes to performing repetitive calculations. Excel is dynamic and can be customised to enable users to create spreadsheets according to different functions of a business. It can work with huge volumes of data can be integrated with other Microsoft programs, such as Word and Access.
c. Limitations
Despite the strength of Excel, it is not without limitations. It might not be suitable for dealing with very big databases than dedicated database systems of databases. Entry of the formula is extremely vital to the precision of the results. Any minor error is likely to present wrong conclusions. It might have complicated formulas that are not easily understood by new users. Also, when a huge amount of data or intricate macros or charts are present in the Excel files, it can make a file become sluggish or unstable.
4. Microsoft Access
Microsoft Access is a database management system (DBMS) that is employed to store, organise and retrieve structured data [12]. It is targeted at small to medium-sized companies that need a better structured method of data management than spreadsheets. Microsoft Access also allows users to create relational databases, join two or more tables, as well as create custom forms and reports without a high level of programming experience.
[image: ]
 			Image 9: Microsoft Access 
a. Major Features
Tables, queries, forms and reports are the key characteristics of Microsoft Access. Data are store in a structured form in tables, and to enable users to search and filter data efficiently, queries are used. Forms are easy to use because of the user-friendly interfaces to enter data, and reports make data easy to summarise and present professionally. Access also allows relationships among tables, table data integrity and lessening redundancies. The software also has wizards that walk the user through how to perform common activities in the databases, like making a table and creating a report. It is also versatile in database management when it can access external databases such as Excel, SQL Server or SharePoint, among others.

b. Benefits 
Microsoft Access can be used in businesses to maintain the data is correct and organised. It favours a multi-user set-up wherein several employees may utilise the same database at the same time. The relational structure of the database serves to avoid any duplication of data and also ensure consistency. Access is also extensively detailed in the section on automation via macros and VBA (Visual Basic for Applications), which gives businesses the opportunity to customise workflow and develop custom solutions. It is less expensive compared to enterprise databases such as Oracle or MySQL. Most organisations that are small organisations can use it.
c. Limitations
The major weakness of Access is scalability. It would not be applicable in high-traffic systems or very large databases. With large volumes of data, there is a possibility of poor performance. Windows operating systems are also widely accessible, thus restricting accessibility to users on other platforms. It can be customised with VBA, and high-level automation can involve programming. The Access databases do not offer the best approach to collaboration in the cloud as compared to newer web platforms.
[bookmark: _Toc215929487][bookmark: _Toc216460716]Practical demonstration of Two Office Features
VLOOKUP Function
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 			Image 10: Microsoft Excel VLOOKUP Function Texting
VLOOKUP is a search incidence that can be used to find a value in the first column of a table and locate the same value in the other column. It is useful in information, including prices, names, IDs, et., of large data sets in a short time. This is because this functionality enhances accuracy because it automates the process of looking up things, as opposed to manually.
IF Function
[image: A screenshot of a computer
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Image 11: Microsoft Excel IF Function Testing
The IF function can do logical test and give an output of a certain value in case of true and an output of an alternative value in case of false. It can be applied to sort information, verify circumstances, as well as algorithmically making decisions in spreadsheets programs. This assists the users to analyse the results better in simple rule-based result.
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Image 12: VLOOKUP & IF Function Test Result

5. Summary and Evaluation
Applications like Microsoft Word, PowerPoint, Excel and Access have enabled business organisations to handle their day-to-day activities. Word can be used in the process of professional communication, document creation, whereas PowerPoint can be used to improve visual presentation and storytelling. Excel enables businesses to have analytical tools to predict and to make decisions, and Access offers to handle data orderly, which enables better organisation. Combined, these tools ease the working processes, increase business collaboration, and accuracy in working with information.
There are some challenges facing these applications as well. Word and PowerPoint are dependent on the user’s design and composition, whereas Excel and Access demand that the user possesses knowledge of formulas and data collection to prevent mistakes. Regardless of such limitations, the sum of them in the recognition of contemporary businesses cannot be denied. They have undergone cloud integration in the sense that users can work together anywhere, and this is particularly relevant in modern-day merge and distant working conditions.
Finally, the business productivity is based on office applications. They facilitate the effective communication process, ease the data management process, and enhance the decision-making process. With the current advancement in technology, the tools are becoming smarter and more interconnected, and this gives organisations all the flexibility and efficiency to remain competitive in the digital age. 
[bookmark: _Toc216460717]Task 4 
[bookmark: _Toc216460718]Communication and Collaboration Applications 

Communication and collaboration applications have become an essential tool in modern business. They enable sharing of information, documents and collaborative work in real time by teams, albeit physical location. These tools are used in the digital era when most companies worldwide work and distance work is becoming a frequent practice, which allows keeping the process smooth and relationships between employees. This part of the paper will discuss one of the applications of communication and one of the online collaborations, outlining their main features, advantages, and shortcomings. It also displays a short practical demonstration of one feature in each application to demonstrate how it is used in operations in the workplace.
1. Microsoft Teams (Communication Application)
It is a communication platform created by Microsoft and is based on the cloud, offering chat, video conferencing, and file sharing. It is an element of the Microsoft 365 suite and is extensively applied at the corporate, educational, and government levels [13]. The site is designed in a way that promotes a smooth flow of communication and collaboration based on real-time interaction. 

[image: ]
Image 13: Microsoft Teams

a. Main Characteristics

· Instant Messaging: Teams enables group and one-on-one chat, where workers can discuss themselves instantly without the use of emails. Chats may contain textual, emotional, links, and file messages.
· Video and Audio Meeting: In this case, users can conduct a video meeting with hundreds of participants using it. Screen sharing, background blurs, and recording of the meeting are just a few features that make it appropriate in small discussions as well as big company meetings.
· PowerPoint, One Drive, Excel, and Word Integration: Teams will be integrated with Word, Excel, PowerPoint, and OneDrive. Users can co-write and share documents right in chats.
· Channels and Teams: Workspaces may be of team, department or project. In individual teams, each has a channel through which discussions can be done on specific topics, which helps in maintaining structure in conversation.
· Security and Compliance: Teams has features that are targeted at ensuring data safety in a team, like authentication (two-factor) and data encryption. Teams are secure [14] .

b. Benefits
There are various benefits that Microsoft Teams provide to workplaces in the present day. It also enhances effectiveness in communication by minimising the usage of various tools. The employees can communicate, hold meetings and work on files in one platform. This will save time and confusion from moving around between various applications. Teams also optimises the level of efficiency in remote work as it provides an online meeting environment, which quite approximates the physical office work. Resources can be accessed at any time, from any place, with file sharing and cloud integration. The fact that the meetings are captured on the platform also means that valuable conversations and other decisions could be revisited in the future. Teams facilitates transparency as every member of the team can see updates, discussions, and shared resources all in location.
c. Limitations
Microsoft Teams has shortcoming, even though it has certain advantages. The interface may be confusing to first-time users with the number of features the interface provides. Alerts may grow orphaned, especially in big organisations that have various channels of operation. Video conferencing also needs a good internet connection where the software works well, and it is also capable of consuming a lot of bandwidth.
      Live Demonstration: Checking the Chat and File Sharing option in Microsoft Teams
[image: ]
Image 14: Chat Screen 
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Image 15: File Share Screen

Explanation
This capability enables the employees to interact with one another, share documents and work together in real time without necessarily changing to a different application. It is perfect for remote or organisations that are flexible in their models of working. One can also include screenshots with the chat window, file upload, and collaborative editing interface to offer the visual evidence of real testing.
2. Trello (Collaboration Application)
Trello is a collaboration project management tool that utilises the use of cards and boards utilising a web-based platform, which assists teams in laying out tasks graphically [15]. It is very popular in terms of tracking projects, responsibility and progress. The graphical format of Trello makes it easy for both technical and non-technical users to manage workflows in an effective manner.
[image: ]
Image 16: Trello Home Screen
a. Main Characteristics
· Boards, Lists, and Cards: Trello structures work into boards (producing projects) and lists (producing stages), and cards (producing tasks). As an example, the marketing project board can be a list of To Do, In Progress and Completed.
· Drag and Drop Interface: The cards can be easily moved with the help of a user in and out of lists as tasks are accomplished. This tracking system provides an overview of the project status of the teams.
· Labels and Checklists: Cards can have checklists; due dates, file attachments and colour-coded labels to classify and prioritise work.
· Teamwork with Other Tools: Members of the team have the options to comment on cards in the board, promote tasks, and get real-time updates or reminders of deadlines.
· Interaction with Other Tools: Trello can be connected to other tools, such as Google Drive, Slack, Dropbox, and Microsoft Teams, using Power-Ups, and this increases the flexibility of the workflow [16].

b. Benefits
Trello can ease the task of project management and transform complicated workflows into visual boards that are easy to follow. Both its user-friendly interface makes it fast to learn, even among those with low technical abilities. Delegation of duties, down scheduling, and monitoring performance are functions that make teams well-structured and responsible. Trello is a cloud-based system, which implies that it can be used by remote and hybrid teams as the members can work anywhere. It is also very configurable the businesses can develop templates of routine processes like on boarding, content planning, or product development. Additionally, transparency in teamwork is also maintained using Trello because everyone can view the person responsible for a given task and the progress that has been made regarding a given project.
c. Limitations
Despite the simplicity of Trello, the application has its weaknesses. It can be inefficient in the management of large or complicated projects that have high reporting requirements or resource allocation. There are not many features with free version, and more advanced options, such as time tracking, automation, or Power-Ups, are available in a paid plan. Trello also operates well on a connection to the internet, and offline facilities are minimal.







Demonstration: How to try the Task Management Tool in Trello

[image: ]
 Image 17: Trello Planner Screen
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 			Image 18: Task Alignment 


Explanation
This exercise illustrates that Trello can be used to handle visual tasks and collaborate with fellow team members. Priorities and progress of the project can be easily viewed by each member, eliminating confusing and delays. It is possible to use screenshots of the board structure, cards, and progress to provide a visual representation of the outcomes of the test.

Comparison Business Impact

Trello
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Image 19: Trello Planner Screen








Microsoft Teams

[image: ]
Image 20: File Share Screen

Microsoft Teams and Trello are important in enhancing productivity and communication in a work setting, but they slightly different purposes. Microsoft Teams is oriented to real-time communication, which includes various communication tools, including chat, meetings, and video conferencing, and connects employees. Instead, Trello is a platform of collaboration and task organisation that can assist teams in planning and giving priority as well and monitoring their work doing it visually.
These two applications may be applied simultaneously in a normal business environment. As an example, a group can utilise Trello to follow the movement of tasks and project, and Microsoft Teams to talk about project progress or have a virtual meeting. The combination of the two systems brings about a holistic workplace that is inclusive of communication and tasks, as well as documentation. The miscommunication is minimised, and teams stay in alignment with targeted goals through such integration.
The general effect of application of these tools on business makes it more efficient, less clogged emails and better division-to-division communication. The employees have access to the information in real time and in a safe way. They can share files, and they also make quicker decisions. 
[bookmark: _Toc216460719]Conclusion

In conclusion, the computer applications utilised in the company exemplified in this report provide a representation of application of computer applications in the current business performance. This can help organisations expand their influence in the online space with the help of e-commerce platforms like Shopify and Wix, and mind-map techniques can be invoked to facilitate strategic thinking and the development of possible ideas. Use of the Microsoft Office product is a critical element of any documentation, analysis and data management in any industry. These tools of communication and collaboration effectively, regardless of geography; using structured platforms, they get to conduct meetings, messaging and to coordinate work through organised platforms. Each tool has its drawbacks the combination of these aspects would go an extra mile in further enriching the productivity, precision, and organisational communication. The implementation of online system in ventures necessitates a person to master these applications and acquire useful computing skills within the workplace as a way of remaining competitive in the business environment.
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