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[bookmark: _Toc216361012]Introduction
“E-Revolution” the way we sell and buy our products online not only changed the way we shop, it has become our essential way of making a living to spending the living! 
From emailing multiple people at one time, to setting up our teams meeting, the digital era of today has transformed our lives, from education to employment and shopping at a click of a button.
The B2B e-commerce have said “applications data tools, need to be implemented to maintain products and services and to support the scalability and costs of a business improving quality” [1] page6.


[bookmark: _Toc216361013]Task 1. e-Commerce Website builders or software solutions
[bookmark: _Toc216361014][image: A black background with a black square

AI-generated content may be incorrect.]1.1 Shopify 
Shopify is an e-commerce for platform for businesses and individuals to create an online business and selling products. It is an easy safe way for online businesses and individuals to maintain orders that are placed online and the scalability, shopify also make sure the quality of the products being sold online are within the government regulations.  The platform control the payment process, it tracks stock and manages products, they find the best discounted rates for shipping with major carriers. [1] Shopfiy, has also help businesses sustain their growth in tough economic times allowing minimum staffing and no office space for administrative workers costs, their storage cost are kept to a minimum due to e-commerce platforms like Shopify. [1] page3.
This e-commerce platform tool offers easy setups with secure payments and customizable themes.  It’s scalable features has powerful apps and reliable hosting tools, it can generate marketing tools giving analytics, and support systems in place.[10] With AI being the ready to go one stop shop store it is helping businesses to make better strategic decisions without having employ a marketing guru. It can help small businesses create an online presence and be more consistent with their business online.[9,10]
Shopify has come so far in such a short space of time, with this platform now managing other critical systems for clients, such as online security, shipping, financing, and cross-border activities, which builds consumers and buyers trust when running an online business Shopify has helped keep inflation cost down, when inflation has risen over the years, and is now at its highest  in three decades. [10].




[bookmark: _Toc216361015]1.2 Wix.Com     
[image: ]Is a platform where anyone from any type of business or individual can create their own poster, slide shows presentations, websites and portfolio for events, workplace and meetings.  The platform has its own built-in templates of designs for you to choose from using it’s AI features to help with ideas and creative templates to use. It’s an amazing platform where anyone can bring their creative, business or niche ideas to life.[1,9]
Wix’s has a combination of flexibility, ease of use, and powerful built-in features, which makes it an ideal choice for small businesses, entrepreneurs, creatives, and anyone seeking a high-quality website without needing technical expertise.  Wix has recently joined partnership with PAYPAL allowing AI system to enabling Wix sellers to appear in AI shopping experiences and complete sales inside those conversations, they have rolled out AI features that automate building and operating stores, adding a path into agentic market places. [9]
A ready to go in store, this partnership also complements Wix's broader AI strategy across site creation, email, and customer engagement tools. [1],[9].
Wix Capital has invested over $5.6 million in several companies, including communication and workflow tool Spike, digital financial technology company Oriente, drop-shipping platform Modalyst LLC and 3D capturing technology company RestAR Ltd. [1,9].  For small businesses this can be a new revolution giving them more understanding structure of how their businesses are run.  [1] page6.
Overall “Wix.com” offers user-friendly design tools, which has AI-powered automation and secure payment integration, enabling efficient, scalable online business growth constantly.

[bookmark: _Toc216361016]Task 2. Mind-map of contemporary software

Mind Map (MM) is a digital tool that was discovered in the 1960’s and developed by learning researchers in the 1960s, and then popularized by Tony Buzan in 1974 (Buzan & Buzan, 
Mind Map (MM) is a platform which breaks down academic learning and understanding of a business methologies.  There have been various studies that show “mind mapping” can strengthen memory and comprehension, which can support intellectual growth in a workplace and in academic education, it breaks down the learning and  structure of how to understand subjects in an easier way when in a classroom  and workplace.[2,3] there have been various case studies which have proven, when applying mind mapping concepts into a business or academic education it has enhanced decision and brings conclusions to problem-solving in a business, when working in a team as well as on your own. [1,3]
At present mind-mapping is becoming increasingly popular in the medical field, especially in the pharmaceutical, nursing and doctors side as it can give a breakdown of where medication filters through and to whom in what department, mind mapping clarifies all these things with a simple map which can be detailed as well as basic, this platform also enhances critical thinking and cognitive memory. [1,3]
Benefits of mind mapping in a business clarifies how big or small businesses are run, it helps employees to engage in team meetings and brainstorm new ideas, it can save time and helps to solve problems. [1,3]

[bookmark: _Toc216361017]Create a mind map of contemporary software applications
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[bookmark: _Toc216361018]Task 3. Office Applications
0. [bookmark: _Toc216361019]Four office software solutions for business operations
[bookmark: _Toc216361020]Microsoft Word
[image: ]Microsoft Word; Is a word processor which is mainly used for writing letters, generating template reports, it has a wide range of different templates for reports and letters, it’s great for using different font sizes and styles, you can change the page layout from landscape to portrait settings.  It can also translate from different languages and can be saved as a pdf document and other formats.[4] The benefits of using MS Word, easy to send one document to multiple people, it has spelling and grammar check, it can integrate with most software packages and tools. The limitations I’ve discovered with MS Word, cost & licensing can be expensive, with complications working with other processors, for beginners it can be overwhelming due to having lots of features, it’s not ideal for large data and complex formulars.[4],[5]  In my findings I discovered that employees who work from home or remotely, actually put in more hours a week, while companies save on building rental cost and bills due to MS Word technology forever evolving.  The word processor also has “Ad-Ins” features which allows you include productivity tools, such as calculators and calendars useful for arranging work and team meetings.
Theres also a headers and footers tools for adding text that will appear at the top or bottom of each page in your document. This can be particularly helpful if you need to include information such as page numbers and content information for instance date, time where the document is saved, which allows employees to know where a document is saved when sharing files on networks or OneDrive.  You can also add images to your MS Word document to give it more authenticity.
Symbols, if you need to use symbols or special characters in your document, such as mathematical symbols, foreign language accents, etc., MS Word makes it easy to insert them into your document with just a few clicks.  Real-time Collaboration with Microsoft Word, multiple users can work on the same document simultaneously, boosting productivity and enabling instant feedback, word also supports co-authoring, where multiple users can work on the same document at the same time, when a user makes changes, their edits are displayed in different colors so you can tell who did what.


[bookmark: _Toc216361021][image: File:Microsoft PowerPoint 2013-2019 ...]MS PowerPoint it is estimated that over 1 million PowerPoint presentations take place each hour ”Mahin 2004; Parker 2001”.  PowerPoint was introduced in 1987 and since then it has changed business meetings forever, mainly used for Education and business purposes.  It’s a great tool for pitches, reports and template designs, it helps simplify complex information through diagrams and animations with slide shows and templates to choose from. [6] You can also insert shapes, tables and images into PowerPoint and make your context move from left to right, up and down, with PowerPoint you can upload videos and audio files to. Since 2019 you can insert 3D images, making a presentation more exciting.  You can also preview your presentation before you show it with the preview button.  PowerPoint has now brought out a new version which also includes a digital pen, this means you can use a digital pen to draw or write on your slides, when they are being displayed. [6]
 
Limitations of PowerPoint, there have been case studies that show having PowerPoint in a classroom can derail our way of critical thinking and how we debate topics in the classroom “sociology” and  with it being a threat to our classroom culture “(Benson et al. 2002; Reinhardt 1999; Stoner 2007) "While its effect on student performance remains largely unclear, several studies have found that PowerPoint has a measurable influence on student perception. These works, which explore software and course experiences, find that students greatly enjoy PowerPoint slide show technology.[7]


[bookmark: _Toc216361022]MS Excel  
[image: ]Features of Excel can generate a spreadsheet for analysing and visualising data for a business, the spreadsheet can help you keep track of your business profits, losses and taxes throughout the year.  You can add up different columns by putting in formations on certain columns and rows in the spreadsheet. Therefore, the data flows into Excel in a structured manner, which means the data is imported into individual cells and split properly into rows and columns, creating an easy-to-use spreadsheet with formulas. You can send one Excel spreadsheet to many employees or students and have a password encrypted so that only certain employees or students can access certain parts of a spreadsheet. Lenning, Jeff, CPA, CITP.  California CPA; Redwood City (2012): 10-12. [7a]
Benefits of using Excel businesses and students rely on it. Having Excel knowledge enables you to progress in a workplace, this is because excel skills, are not so common in most employees, especially in the “Gen Z “era where Excel wasn’t studied as much in academic education compared to Microsoft Word was. [7a] Making job roles with Excel skills a “skilled” position whereas Microsoft Word you can get on with your work starting at the beginner’s level and learning over a short period of time.  The finance sector finds Excel good to use for solving problems by using pivot tables, data tables and chart features, which can then summarize business data into financial reports. [7a].

[bookmark: _Toc216361023][image: A logo of a software

AI-generated content may be incorrect.]Microsoft Access is a database management system, It provides data storage for all businesses and educational sectors.  Its design features are to store data. 
A recent study was carried out which showed that a rise in journal costs of 50% due to new acquisitions of journals, databases and documents.  Microsoft Access was used to collect, organise, subscriptions information from vendor to library sources into a database structure, which has worked well since. [10a/b]
The benefits of having MS Access, lets you store, organise and manage small or large data files, it can provide the tools to build forms for data entry, Microsoft Access also integrates well with other Microsoft apps, such as Excel, Word and Outlook, the data base centre is also good for its storage capabilities, as it’s under a few gigabytes, keeping costs to a manageable level. [10a/b]
With having Microsoft Access knowledge and other Microsoft skills you are more likely to obtain lifetime knowledge with technical skills and academic skills for analytical thinking and problem solving leading to good career prospects[10a/b]
Features of Microsoft Access, you can import or export data from one table or spreadsheet to another, you can also use hyperlinks when storing your data, it integrates well with other Microsoft apps, keeps storage data cost fees down and having knowledge of this database system could forward your career path when looking for employment.
Limitations of Microsoft Access the structure of the database design is still complex to understand fully. [10a/b].



0. [bookmark: _Toc216361024]Practical demonstration of Two Office Features
Mail Merge
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[bookmark: _Toc216361027]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc216361028]One contemporary Communication and one Online Collaboration
[bookmark: _Toc216361029]Microsoft Outlook
[image: ]Microsoft Outlook has many key features it’s most frequently used features in a business of today would be” Outlook Email”, you can email the same email to multiple recipients at the same time, and invite them to meetings, you can send an attachment document in most formats.  With its High Priority message system, Outlook email will make sure the email stands out so the recipients see it straight away.

[image: ]
Outlook can set reminders for when you are due to attend meetings, keeping meeting schedules in a timely manner.  Outlook will Archive any emails that have not been reviewed for over a period, Outlook has a contact address book for you to store all your clients and suppliers contacts if needed, when you need to send an email to someone in your address book, outlook will automatically the email address for that business in your contact address book. [8a]
You can also change the font size, bold letters, numbers, and symbols, you will have notice some tabs and panel changes to the Ribbon interface across the application.  Ribbon is a feature that organises into groups on multiple tabs, which is situated at the top of your Outlook page.  The new interface also has an Add-In's which allows you to add any RefWorks to your email and sending out meeting invitations. [11.1]
[image: ]


[bookmark: _Toc216361030][image: A logo of a company

AI-generated content may be incorrect.]Microsoft Teams
 Is a corporate communications tool in supporting employees in employment, with it advantages of communication and collaboration Microsoft Teams integrates well with third party applications due to its flexibility and scalability which comes with a high security and compliance standards.
Benefits of Microsoft Teams has shown that employees productivity increased by 20% with its features being able to support online learning and training and has been successful in collaborating with other businesses and their department. [11.2]
[image: A screenshot of a computer
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A study was carried out and was proven that students using Microsoft Teams achieved significantly higher grades compared to those in traditional learning environments, due to its unique style of learning online in real time. [12] With it features of video recording learning session.  Microsoft Teams has been used to create virtual classrooms that mimic traditional face-to-face interactions, where teachers can conduct live lectures, host discussions, assign homework and for students who miss virtual classes they can go back and watch the recorded class sessions they might have missed.
Furthermore, Microsoft Teams facilitates collaborative learning, where students can work together on group projects, participate in discussions, and share their findings, all within a single platform. This collaborative aspect is particularly useful for language courses, where interaction and communication are essential for developing language skills. [12,13]
One of Microsoft key features is the integration of tools like OneNote Class Notebook allows teacher and students to provide personalised feedback, supporting a more interactive and student digital learning (Oliemat et al. Citation2024). [13]
There are 12 new features coming to Microsoft teams tools, here are some of its new features…

· External Guest Enhancements: Simplified Collaboration
Collaborating with external users has become more straightforward. Clear indicators now identify external participants, making sure transparency when sharing content. These updates make it easier to work with clients, vendors, or partners while maintaining control over data visibility and security. This improvement fosters trust and efficiency in cross-organizational collaboration. [13]

· Saved Messages: Enhanced Accessibility
The revamped saved messages feature ensures that important information is always within reach. You can now save and un-save messages across chats and channels with ease. A dedicated section organizes all saved messages, allowing you to quickly retrieve critical details without navigating through extensive chat histories. This improvement is particularly beneficial for users managing multiple conversations simultaneously. [13]

· Threaded Conversations: Improved Organization
Teams now supports threaded conversations within channels, offering a more structured way to follow discussions. This feature allows you to focus on specific topics without losing context in busy environments. You can toggle between a threaded view and the default channel view, making sure that relevant conversations remain accessible and well-organized. [13]

b. [bookmark: _Toc216361031]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application
[bookmark: _Toc216361032]MS Outlook
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[image: A screenshot of a computer]





[bookmark: _Toc216361034]Conclusion
Throughout this module I have gain more confidence with my critical thinking and writing skills, I've learnt how to search information with factual evidence, I’ve learnt to work with people of all ages and backgrounds when working in a team with my peers.  I have learnt how to make a table of content and how to use formulas in excel.  I’ve learnt how to set up team’s meetings with my peers and student learning support.  With my knowledge on platforms, I have learnt what the difference is between a data centre (Microsoft Access) and a processer tools.
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