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[bookmark: _Toc131131556]Task 1. e-Commerce Website builders & e-Portfolio Creation (Approx. 200-250 words).
[bookmark: _Toc131131557]Several Contemporary E-Commerce Website 
The workplace may benefit greatly from the use of e-commerce website builders and e-portfolio building tools. The goal of these resources is to reduce the amount of time and effort required to set up an online shop or portfolio, hence facilitating the promotion and sale of goods and services. Shopify, WooCommerce, and BigCommerce are just a few examples of e-Commerce website builders that provide an intuitive interface for setting up an online shop complete with features like product listings, shopping carts, and payment processing. To expand their customer base and boost revenue, companies may take use of these tools to create and maintain their online presence with ease. But, websites like Wix, Weebly, and Squarespace make it simple to set up an online portfolio to showcase one's work and abilities (Srivastava et al., 2022). Users may present their work in an attractive and polished fashion with the help of these programmes' modifiable templates, drag-and-drop interfaces, and multimedia capability. Tools like e-commerce website builders and e-portfolio generators may boost workplace efficiency by making it easier to establish an online presence. They may also improve productivity by making it easier to market goods or exhibit works, respectively. Giving companies and people a single place to talk to clients and recruiters may also help with communication. In conclusion, technologies like those used to make e-commerce websites and e-portfolios are helpful for both enterprises and people. They make it easier to establish an online presence, which in turn improves efficiency, effectiveness, and communication in the workplace.
b. Online e-Portfolio
https://editor.wix.com/html/editor/web/renderer/edit/99bf39c4-10d0-4f9c-8271-4e6de12f11ca?metaSiteId=ff124b90-b26a-4062-8a1e-09eb8efc374f&editorSessionId=70f2abea-a5c4-423d-bc2e-7908db96e5db
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[bookmark: _Toc131131558]Task 2. Mind-Map of Contemporary Software Applications
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Task 3
[bookmark: _Toc131131559]Office Applications for Creating Storing, Analysing & Presenting Information/Data

· Microsoft Office suite includes a word processor called Microsoft Word. Spell check, grammar check, and the ability to incorporate pictures, tables, and graphs are just a few of the capabilities it provides. Microsoft OneDrive enables real-time document collaboration and cloud storage. 
· Google Sheets is a spreadsheet programme that can be accessed via the Google Workspace. Features like live-in-progress teamwork, editable formulas, and chart making are all at your fingertips. Google Drive allows users to save their spreadsheets online. Google Sheets is widely used because of its accessibility and user-friendliness.
· For flexible and dynamic data management, try Airtable, a cross between a database and a spreadsheet. Attaran (2019) found that among its many capabilities are formula modification, real-time collaboration, and a drag-and-drop interface. Marketers, project managers, and writers all benefit from using Airtable.
· Prezi is a programme for making presentations that is known for its user-friendliness and ease of use. It has a number of useful functions, such as editable templates, animation effects, and live teamwork. Prezi has several applications outside of the business world.
[bookmark: _Toc131131560]Google Sheets
· Google Sheets facilitates real-time spreadsheet collaboration between users. In this screenshot, two people are concurrently making changes to the same spreadsheet.
[image: How to Quickly Collaborate on Edits in Google Sheets (Online)]
· Changing Formulas: Functions and custom formulas are only two of the many formula editing tools available in Google Sheets. This screenshot demonstrates the use of a formula to add up a set of cells.
[image: ]
· Bar charts, line charts, and pie charts are just few of the chart kinds that may be made with Google Sheets. A bar chart is used to display information in this snapshot.

[image: ]
· Cells in Google Sheets may be formatted conditionally depending on user-defined conditions. This example shows how conditional format may be given to cells to emphasise certain values.
[image: ]

[bookmark: _Toc131131561]Task 4. Poster of Digital Dashboard and Data Analytics Software
In recognition of their effectiveness in facilitating real-time data monitoring and analysis, digital dashboard/data analytics software solutions are gaining popularity in the corporate sector. Some distinguishing characteristics of these remedies are:
· According to De Brock(2020), Digital dashboards facilitate data visualisation by presenting information in the form of visuals like charts, graphs, and maps. This facilitates consumers' ability to understand the data and spot patterns.
· Digital dashboards provide constant monitoring of data, providing organisations with the most recent information from which they may make educated choices in real time.
· Personalisation: Digital dashboards may be tailored to the unique requirements of each company. Users have control over which data is shown, how often it is updated, and in what format it is shown.
· The data on an organisation's digital dashboard may be combined with data from other software solutions, such as customer relationship management and enterprise resource planning, for a more complete picture.
· Since digital dashboards are portable, users may check their information when they're out and about.
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[image: ]



[bookmark: _Toc131131563]Task 5. Communication, Collaboration & Project Management Applications
[bookmark: _Toc131131564] Features of A Freely Available Communication/Collaboration/Project

[image: ]
Slack is a tool for real-time communication and collaboration amongst members of a team. Among its many capabilities are real-time communication, file transfer, audio and video conferencing, and app-to-app connections. Slack also has channels, which help teams arrange their talks by subject, and alerts, which can be set up to alert users to specific events. 


[image: ]
Trello is a project management tool that allows teams to organise tasks and projects using visual boards. Users can create boards for different projects and tasks and organise them into lists and cards. They can also assign tasks to team members, add due dates, and add comments and attachments. Trello also offers features such as labels and checklists to help users stay organised.
[image: ]
Instant messaging, audio and video conferences, and file sharing are just some of the tools available on Microsoft Teams, a platform designed for team collaboration and communication. Integrations with other Microsoft products like Outlook and OneDrive, as well as features like channels for topic-based chat organisation, are also available(Hsayatu et al., 2020). Teams also has tools like conferences and webinars to let people connect and work together.

[image: ]
Google Meet is a video conferencing service that facilitates distant teamwork. Screencasting, recording, and live captioning are just few of the functions it provides. Breakout rooms are just one of the ways in which Google Meet helps teams work together and communicate more effectively. It works hand in glove with other Google products like Calendar and Documents. (From Google Hangouts).
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