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1.1 Introduction
E-commerce is becoming an important part of company operations in today's digital economy. E-commerce website builders are used by many businesses to establish and run online stores without the need for basic technological knowledge. These systems include features for product management, payment processing, website design, and sales performance analysis. Modern e-commerce systems are made to be accessible, scalable, and user-friendly, allowing companies of all sizes to run effectively online. Shopify and Wix eCommerce are two popular e-commerce website builders that provide solid support for online company operations.
[bookmark: _Toc225278106]1.2 Description of Two Contemporary Solutions
One of the most widely used e-commerce systems for creating and running online businesses is Shopify. Businesses may use standard templates and customisation tools to create professional websites with this cloud-based service. Among the many services offered by Shopify are order administration, secure payment processing, inventory tracking, and product management.

[bookmark: _Toc225278107]Shopify
Shopify's ease of use is one of its main benefits; customers can easily set up an online store without knowing how to program [1]. Additionally, it allows users to safely complete purchases by supporting a variety of payment channels. Furthermore, Shopify provides tools for analytics that assist companies in tracking website traffic, customer behaviour, and sales success. Scalability, which enables it to handle both small businesses and huge organisations, is another key feature.
But Shopify has several drawbacks. Because of its subscription-based business strategy, small enterprises may find it costly. As well, even if it has a lot of design possibilities, serious customisation can call for extra costly apps or technical expertise. Without these drawbacks, Shopify is still a strong and dependable e-commerce platform.
[bookmark: _Toc225278108]Wix
Another modern website builder that offers an interface that allows users to to build online stores is Wix eCommerce [2]. Because of its variety and simplicity of use, it is especially appropriate for learners and small organisations. With Wix's many templates, customers can create websites that are appealing without the need for technical knowledge.

Important features like product listings, safe payment methods, and inventory management are all provided by Wix eCommerce. Additionally, it contains marketing tools that help companies draw in and keep clients, such social media integration, email marketing, and search engine optimisation (SEO). Moreover, Wix's user-friendly editor makes it simple for consumers to modify their websites.
Wix eCommerce has several disadvantages despite its benefits. Compared to Shopify, it is often less flexible, which makes it less appropriate for big or quickly expanding companies. Furthermore, it might be challenging to change templates once a website is created, which could eventually reduce design flexibility. For small businesses looking for an inexpensive and user-friendly e-commerce solution, Wix is still a solid choice.

[bookmark: _Toc225278109]1.3 Conclusion 
To sum up, Shopify and Wix eCommerce are both efficient modern website builders that facilitate online company operations. Wix eCommerce is perfect for newcomers and small businesses because of its price and ease of use, whereas Shopify is better suited for companies that need sophisticated features, scalability, and reliable performance. The requirements, financial constraints, and expansion goals of the company all play a role in selecting the best platform.
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2.1 Introduction to Mind Mapping
A visual method for arranging thoughts and data around a main topic is mind mapping. It involves creating a diagram in which related concepts branch out in an organised but unpredictable fashion from the primary issue, which is positioned in the centre. This method makes difficult subjects simpler to comprehend and retain by reflecting how the human brain naturally processes information. To facilitate planning, analysis, and creative thinking, mind mapping is frequently utilised in both educational and professional settings.
Mind mapping is a must for reducing a lot of information in commercial processes. It enables businesses to divide complicated procedures into parts that are simpler to manage. A mind map allows consumers to organise thoughts graphically, which enhances knowledge recall and analysis, according to the course materials.
[bookmark: _Toc225278111]2.2 Mind Map Creation
In a business setting, mind mapping has several advantages. Its ability to help with idea production and thinking creatively is one of its key benefits. Mind maps allow teams to look at various concepts, which facilitates the creation of original solutions to issues. This is especially helpful for planning and project management.
A better structure is another advantage. Mind maps aid in the clear and logical presentation of the huge quantity of data that businesses frequently handle. Employee comprehension of tasks, procedures, and goals is facilitated by this. Additionally, thought mapping improves team cooperation and communication. Team members may offer ideas and maintain a connection with project objectives by utilising a common visual framework. By supporting companies in recognising connections between various concepts, mind mapping also assists in problem-solving. It enables users to put the first key tasks and examine information more efficiently. Additionally, compared to typical text-based notes, mind maps' visual structure makes material simpler to remember, which enhances productivity and memory.
2.3 Mind Map of Contemporary Software Applications
To show modern software programs applied in daily company tasks, a mind map was made. "Contemporary Software Applications for Business Operations" is the mind map's focus. From this focal point, a few branches stand in for various types of software utilised by businesses.
Office programs like Microsoft Word, Excel, PowerPoint, and Access, which are used for information creation, analysis, and presentation, are included in the first branch. Another division focuses on communication tools, such as Microsoft Outlook, which let companies handle communication and send emails.
[image: ]
Figure 1: Mind Map of Contemporary Software Applications
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2.3 Conclusion 
Collaboration tools like Microsoft Teams, which improve cooperation through messaging, meetings, and file sharing, are also included in the mind map. Additionally, as they enable companies to sell goods online, e-commerce platforms like Shopify and Wix are included. Database systems for managing data and cloud storage tools, like OneDrive for sharing and storing files, are examples of further branches. This mind map offers a clear visual summary of the connections between various software programs and how they are being used to facilitate company operations.
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3.1 Introduction
Office software programs are essential to modern company operations because they make it possible for businesses to efficiently produce, manage, store, and analyse information. Daily tasks, including document preparation, data analysis, database administration, and presentations, are supported by these technologies. Because of its functionality, accessibility, and compatibility with cloud-based systems, Microsoft Office products are commonly used in a variety of sectors. The four primary office software programs—Microsoft Word, Microsoft PowerPoint, Microsoft Excel, and Microsoft Access—will be discussed in this part, along with their essential characteristics, advantages, and drawbacks. Additionally, it will involve a practical demonstration of certain features to show how they may be used in real-world situations.
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3.2 Description of Four Office Software Solutions
3.2.1 Microsoft Word
A common word processing program for writing and modifying documents is Microsoft Word [3]. Reports, letters, and other professional documents are frequently produced using it in corporate settings. Text formatting, font styles, page layout, tables, pictures, and templates are just a few of the capabilities that Word provides.

Microsoft Word's flexible nature and ease of use are two of its main advantages. Users may create organised and professional material by preparing documents with headers, bullet points, and styles. Additionally, Word has capabilities that enhance the quality of written work, such as grammar check, spell check, and referencing functions. Additionally, users may work from many devices because it supports both desktop and internet versions.
But there are limitations with Microsoft Word. Big information sets and complicated data processing are not proper uses for it. Additionally, when papers are exchanged between versions, difficult formatting may occasionally result in incompatibilities.
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3.2.2 Microsoft PowerPoint
Visual slideshows for professional meetings, training sessions, and academic presentations may be made with Microsoft PowerPoint [4]. It enables users to efficiently deliver information by combining text, graphics, charts, and multimedia components.
Slide layouts, themes, animations, transitions, and SmartArt are just a few of the capabilities that PowerPoint offers to improve visual presentation. Additionally, users may include graphics, hyperlinks, and tables to make presentations more interesting. One of its main advantages is that it makes difficult concepts easier for viewers to follow by using visual aids to simplify tough material.
PowerPoint has drawbacks despite its benefits. Data analysis and comprehensive data storage are not appropriate uses for it. If animations and effects are employed too much, they might potentially distract from the main point.
[bookmark: _Toc225278116]
3.2.3 Microsoft Excel
Microsoft Excel is a spreadsheet program for organising, calculating, and analysing data. It is frequently used in commercial settings for data administration, budgeting, reporting, and financial analysis [5].
Worksheets, cells, formulae, charts, and tables are among the features included in Excel. In addition to more advanced options like Pivot Tables and data sorting/filtering, it enables users to make calculations using functions like SUM and AVERAGE. Excel formulae help automate computations, saving time and reducing mistakes, according to the course materials [5].
Excel's primary advantage is its capacity to successfully examine huge amounts of data. Seeing trends and patterns assists companies in making wise judgments. However, working with massive databases may make Excel complicated, and if calculations are not carefully reviewed, they might provide inaccurate results.


[bookmark: _Toc225278117]3.2.4 Microsoft Access
Structured data may be stored, managed, and retrieved using Microsoft Access, a database management system [6]. It is very helpful for managing big datasets and for creating connections between various kinds of data.
Tables, queries, forms, and reports may all be created with Access. Forms make data entry easier, tables store data, queries obtain certain information, and reports display data in an organised manner. Because of this, Access may be used to manage company data, including inventory, sales data, and customer details.
Access's ability to efficiently arrange data and avoid duplication through relational database layout is one of its main advantages. Yet it has drawbacks, including poor cloud connection and performance problems when managing huge amounts of information or several users at once.
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3.3 Practical Activities
3.3.1 Feature Testing 1(Example: IF Function in Excel)
The Microsoft Excel IF function was the first feature to be looked at. This activity's goal was to classify data according to standards. Depending on whether a condition is true or false, the IF function allows users to run a logical test and return distinct answers.

An Excel dataset containing numerical values was created to complete this task. To sort out the data (e.g., determine if a value is "Pass" or "Fail"), the IF rule was input into a cell. The fill handle was then used to apply the formula over several rows. The formula used was: =IF(I4>2000,"Bonus","No Bonus").
At every step, screenshots of the original information set, the formula entered in the method line, and the result were captured. The findings showed the IF function was successful in automatically classifying the data.
This function helps automate decision-making processes, such as determining high or low performance, cutting down on human labour, and increasing efficiency, which is helpful in corporate operations.
[image: ]
Figure 2: Original Dataset in Microsoft Excel
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Figure 3: IF Function Applied in Microsoft Excel
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Figure 4: Final Results of IF Function
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3.3.2 Feature Testing 2(Example: Pivot Table in Excel)
The Microsoft Excel Pivot Table was the second feature that was studied. This exercise was designed to properly summarise and examine data.
To finish this work, a dataset was chosen, and the Insert tab was used to make a Pivot Table. To offer a summary of the data, fields were organised into rows and values. The Pivot Table arranged the data in an organised manner and computed totals automatically.
The dataset, the process of creating a pivot table, and the finished product were all shown in screenshots. The findings showed how data might be instantly summarised without the need for human processing.
Because it lets users to look at big information, find common trends, and provide reports for decision-making, this function is very helpful for enterprises.
[image: ]
Figure 5: Dataset for Pivot Table
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Figure 6: Pivot Table Setup
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Figure 7: Pivot Table Output
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3.4 Conclusion 
In conclusion, Microsoft Word, PowerPoint, Excel, and Access are vital office programs that assist with a number of business functions. Each tool offers special characteristics that help businesses efficiently manage databases, produce papers, present information, and analyse data. Despite certain restrictions, these apps are commonly utilised in modern workplaces since their advantages exceed their disadvantages. The useful exercises displayed how Excel features may be used to increase productivity and automate processes, underlining the significance of these tools in actual workplaces.
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4.1 Introduction
Applications for collaboration and communication have importance in today's workplaces in order to ensure productive communication and teamwork within companies. Employee collaboration, real-time communication, and information sharing are all made possible by these tools. Organisations depend more on digital communication and collaboration technologies to sustain productivity and efficiency as remote working and international company operations grow. While collaboration tools enhance teamwork and collaborative tasks, communication tools concentrate on information exchange. One communication and one collaboration program that are often used in business will be evaluated in this part, and then a few functions will be tested in real-world settings.
[bookmark: _Toc225278122]
4.2 Analysis of Two Applications
4.2.1 Communication Application: Microsoft Outlook
Emails, contacts, calendars, and tasks may all be managed with Microsoft Outlook, a well-known communication application [7]. It is offered as a desktop program and a cloud-based service as part of the Microsoft 365 package. Outlook's ability to send, receive, and manage emails effectively makes it a vital tool for corporate communication.
Outlook's email management system is one of its most important features. Users may arrange messages into folders, attach files, and create formal emails. Additionally, it has functions like CC (carbon copy) and BCC (blind carbon copy), which let users add more recipients to a message while managing visibility. When communicating with several stakeholders in a business context, this is very helpful.
Additionally, Outlook has a calendar tool that lets users organise appointments, plan meetings, and create reminders. This enhances time management and helps efficient team coordination. Additionally, users may save and arrange contact details using the contacts tool, which improves communication.
Work management is another important feature of Microsoft Outlook, as it allows users to create task lists, set deadlines, and organise their workload effectively. Additionally, Outlook allows for automated responses, which are helpful in situations where people are absent, such as on holidays or business trips. Additionally, Outlook has built-in security measures that support safe communication, such as spam filtering and defence against phishing emails.
Outlook has several drawbacks despite its benefits. Because of its many features, it could be difficult for beginners to use. For complete operation, it also needs an internet connection, especially if you're making use of the cloud version. All things considered, Outlook is still a strong and dependable communication tool that is often utilised in work settings.
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4.2.2 Collaboration Application: Microsoft Teams
Microsoft Teams is a platform for collaboration that enables real-time communication, file sharing, and teamwork. It is a complete solution for project management and cooperation because it connects with Microsoft 365 apps. Teams is a popular tool used by companies, organisations, and educational institutions to facilitate remote and hybrid work [8].
Microsoft Teams' chat tool, which enables users to exchange files, send instant messages, and immediately interact with colleagues, is one of its key features. It is simple to monitor conversations according to projects or departments because they are arranged into teams and channels.
Additionally, Microsoft Teams provides audio and video meetings, allowing users to have online conferences and meetings. Meeting communication is improved with features like screen sharing, live chat, and meeting recording. For remote teams and companies with people spread out across several regions, this is very helpful.
Collaboration and file sharing are other important features. Within Teams, users may edit files at the same time and upload and share documents. In addition to increasing productivity, this direct interaction eliminates the need for numerous copies of the same document. Additionally, Teams allows users to view and collaborate on files on the same platform by integrating with other programs like Word, Excel, and SharePoint.
Additionally, Microsoft Teams has tools that help users keep organised and informed, such as calendar integration, @mentions, and alerts. Also, the platform allows the usage of collaborative technologies such as Microsoft Whiteboard, which enables users to clearly develop ideas during meetings.
But Microsoft Teams has its drawbacks as well. Because of its many features and elaborate layout, newbies may find it challenging. There are other restrictions on the free version, such as limited meeting time and storage space. Teams continues to be one of the best instruments for collaboration in today's commercial settings, despite these difficulties.
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4.3 Practical Activities
4.3.1 Feature Testing– Communication Application (Microsoft Outlook)
In the first practical exercise, a Microsoft Outlook function was tested. The purpose was to show how CC and BCC options may be used while sending emails.
An email was written and sent to the principal recipient to finish this assignment. The CC and BCC positions were used to add more recipients. The email was successfully sent once a topic and a message were typed. Every step of the process—writing the email, adding recipients, and delivering the message—was caught on screen.
The findings showed that Outlook's BCC function promotes reliable communication with several recipients while protecting privacy. This is especially helpful in professional settings when sharing information with various people, as identifying all recipients is not necessary.
[bookmark: _Toc225278125]4.3.2 Feature Testing – Collaboration Application (Microsoft Teams)
Testing a Microsoft Teams feature was the second practical exercise. The goal was to use meetings or communications to show interaction and collaboration.
 Microsoft Teams was launched, and a message was sent within a group channel to finish this assignment. As an alternative, visitors were invited to a meeting that was set up using the calendar tool. The procedure, including running Teams, choosing a channel, sending a message or setting up a meeting, and the outcome, is shown in screenshots.
The findings showed that Teams improves quick information sharing among team members through real-time communication and collaboration. Businesses greatly benefit from this feature as it improves cooperation, enhances communication, and boosts output.
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4.4 Conclusion
In summary, apps for cooperation and communication are an essential part of today's company processes. Through email, task management, and scheduling, Microsoft Outlook offers an efficient platform for business communication. Microsoft Teams, on the other hand, provides a feature-rich collaboration environment that helps group work through file sharing, meetings, and messaging. Both tools have certain drawbacks, but their advantages greatly increase organisational production and efficiency. The practical activities showed how these programs can be applied in actual situations, emphasising how needed they are for building teamwork and communication at work.
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