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Task 1. e-Commerce Website Builders/Software Solutions
In the modern digital economy, eCommerce software solutions and Web site builders play a key role in improving business productivity, workflow and global market reach. By changing the conventional business paradigm to online networks, these digital platforms enhance the daily business operations such as marketing, customer engagement, and digital transactions [1]. This digital integration has the final effect of reducing the operational overhead and increasing its output so that organisations can work faster and with fewer resources. For Micro, Small, Medium Enterprises (MSMEs), e-commerce platforms serve as a crucial medium in which they can be competitive and reach out to a wider pool of consumers without the restrictions of the old geographical boundaries [2]. Two very popular examples of e-commerce software solutions today that support this business benefits are shopify and third-party centralised marketplaces such as Tokopedia and Shopee.
Shopify is a top player in Software as a Service (SaaS) e-commerce website builder that works predominantly in the Business to Consumer (B2C) framework [1]. It is very well-received for offering online retailers comprehensive and packaged solutions containing payment gateways, marketing tools, shipping coordination and overall online business simplification. From a workplace productivity standpoint, Shopify gives organisations the ability to build independent digital storefronts with amazing flexibility, giving business owners the ability to manage inventory, products, and social media integration from anywhere where there's an internet connexion. This degree of cloud management enables businesses to easily increase and reduce their operations, ensure the continuity of their businesses and efficiently address drastic customer needs without straining their budgets. Furthermore, Shopify lowers the barriers of entry for smaller enterprises, providing an important choice for businesses and consumers who wish not to have to depend on massive, centralised behemoths such as Amazon [2].
Alternatively, third-party centralised e-commerce platforms such as Tokopedia and Shopee provide another type of software solution for digital transformation; heavily used by modern-day MSMEs to reach consumers directly. These are especially popular because of their easy-to-use interface and huge existing base of customers which immediately increases the visibility and awareness of a brand for new sellers [1]. From the workflow perspective, there are platforms such as Tokopedia and Shopee, which have drastically simplified the administrative operations. They have very integrated logistics and payment services; this effectively eliminates the need for business owners to manually calculate the shipping costs or cheque individual bank transfers. This ultimately catalyses the attaching of precious time and resources, and hence MSMEs may concentrate on their fundamental business operations, service responsiveness, and good quality products. Although these platforms do impose commission fees and require strict adherence of internal policies which sometimes obtain limitations in controlling the business, they offer an immediate structured digital ecosystem which helps accelerate the penetration of the market [2].
Furthermore, the convergence of the two types of platforms in real-time analytics and data insights is a powerful addition to decision-making at work. Business owners can give consumers, monitor sales trends and adjust their pricing strategies to stay competitive in competitive markets on the fly [1]. By leveraging these built-in analytical and promotional tools, businesses can make informed and data-driven decisions that can ensure digital success and help mitigate the risks of vigorous online competition.
[bookmark: _Toc225153946]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc225153947]Description and Benefits of Mind Mapping in Business Operations
Mind mapping is a very powerful graphical tool for depicting ideas, tasks and concepts in a visual form. Unlike traditional linear notetaking, a mind map is organised in a non-linear fashion & its starting point is typically a central theme or central problem that is in the middle of a blank canvas, then a series of ideas, sub-tasks, or relevant ideas will go off in branches, or hierarchies. This structural layout is done with the purpose of replicating the natural, associative approach the human brain uses, using keywords, colour-coding, and imagery to engage the mind. In the context of modern business operations, mind mapping has evolved from a basic pen and paper brainstorming tool into a powerful and software-based methodology for significantly boosting productivity, strategic planning and collaboration in the workplace [4]. One of the main advantages of using mind-mapping software in business operations is the deep impact it will have on the rate of cognitive retention and information processing. According to academic studies, learning with mind mapping enhances the ability of long-term memory retention of information between 10 to 32% [3]. This improvement has been largely put down to the psychological method of "chunking" which is breaking huge walls of text or complex project parameters into digestible, visually distinct, portions of information [3]. In terms of businesspeople, this implies that bulky company reports, complex customer requirements or long meeting notes can be summarized into one visual display. This has a drastic impact on cognitive overload and helps managers to assimilate important information much faster than reading linear data. Besides, mind mapping can serve as an effective brainstorming engine of creative problem-solving and ideation in corporations through brainstorming [4]. In a dynamic business environment, conventional hierarchical lists can be inefficient at inhibiting creative association. Mind-Mapping software on the other hand fosters the lateral thinking. Giving team members an opportunity to perceive seemingly unrelated ideas on a common digital board can help businesses find out shortcuts to the operation impediments or come up with distinct marketing approaches. The visual capability of the map triggers the brain to observe relationships, dependencies, and patterns that may otherwise be invisible [3].
From the viewpoint of organisational and strategic management, mind mapping has incalculable practical benefits. Mind mapping is effective in decluttering thinking processes required for strict business planning [3]. When managers and executives encounter multifaceted workplace goals, a mind map offers a general "big picture" of the overall landscape of projects, while at the same time housing granular details of individual tasks. This dual visibility to the decision-makers is to ensure that the decision-makers do not lose sight of the overarching strategic objectives while delegating day-to-day operational duties. Also, modern mind-mapping software enables improved intergroup communication and coordination of workflow among cross-functional teams. By mapping out project scopes, standard operating procedures or organisational structures, businesses are creating a centralised source of truth easily understood by all stakeholders [4]. Ultimately, incorporating mind mapping tools into everyday business processes helps to turn chaos into order when it comes to useful, actionable inflections to inform decisions. Productivity at the individual level, and organisational success, is something that can be ensured by adopting mind-mapping tools.
b. [bookmark: _Toc225153948]Mind Map Evidence
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[bookmark: _Toc225153976]Figure 1 Mind Map
[bookmark: _Toc225153949]Task 3. Office Applications for creating, storing, presenting, and analysing information/data
[bookmark: _Toc225153950]a. Four Office Software Solutions to Business Operations.
Organisational data management and collaboration have been transformed by the shift to software solutions based in the cloud environment in the modern business environment. Microsoft Office 365 package is an all-inclusive cloud platform, which will provide companies with scalable services based on subscriptions to essential productivity modules without having to build up the local infrastructure. With this centralised environment, there is easy communication, data movement, and real-time cooperation between different devices. There are four applications in this suit which are the most important applications, Word, Excel, PowerPoint and Access, which perform different functions in everyday business operations.
[bookmark: _Toc225153951]1. Microsoft Word: Advanced Document Creation and Processing
Microsoft word is commonly known as the standard word-processing programme in the industry and is utilised by practically all sectors of the global economy. Its main use in business is to enable the development formation, style, editing and safe storage of written files. Such documents are as basic as internal correspondence and messages (memos, emails, and instructions to employees) to as complicated as legal contracts, annual reports, and strategies. It is more versatile, which is why it is a necessary tool in the process of professional documentation in internal and external business settings.
[bookmark: _Toc225153952]Major Features:

Microsoft word also offers all the functions and tools of sophisticated functionality with which a user can precisely manage document organisation and presentation. It is featured with advanced formatting tools, typography customization and managing layout options like table of contents, indexing, as well as headers and footers. The Mail Merge feature is one of the greatest powers of it and allows organisations to automate bulk communications by connecting the document templates to the external data sources such as Microsoft Excel or Microsoft Access. It enables the businesses to scale up the production of individualised letters, labels, or emails. Also, the merger between Word and Microsoft Office 365 provides sophisticated collaboration tools [1]. Track Changes and real-time co-authoring are the features to enable different users to alter a document in real-time across different locations: several users can co-edit a document [1]. Such tools also offer revision track, timestamps and commenting apps, making it transparent, accountable and simple peer review procedures within the teams.
[bookmark: _Toc225153953]Business Benefits:
The main benefit of the Microsoft Word is that it standardises and professionalise communication in an organisation. This is possible because of the pre-built templates which help the business to always have a consistent branding, formatting and legal compliance with all documents. Cloud-based collaboration also improves the production by doing away with the existence of numerous file versions and avoiding errors related to distributing documents by hand. This leads to a centralised and trustworthy single version of the truth, which enhances workflow efficiency and speeds up the decision-making and approval process [1].
[bookmark: _Toc225153954]Limitations:
The Microsoft word has its weaknesses even though it has strengths. It is mostly created to work with the texts only and it does not have any ability to analyse the data in more sophisticated ways or to work with the structured databases. When trying to work with large data sets or intricate visualisations the tool may be used with performance problems and formatting discrepancies. In addition, it does not compete with desktop publishing software in terms of creating high-volume graphics design or professionally designed printers like magazines or marketing brochures.
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[bookmark: _Toc225153977]Figure 2 Microsoft Word demonstrating the "Track Changes" interface during document collaboration, or the "Mail Merge" wizard in use
[bookmark: _Toc225153955]2. Microsoft Excel: Quantitative Data Analysis and Management
One of the most important and most used software applications in the contemporary business setting would be Microsoft Excel. It is an efficient spreadsheet software that is used to arrange, compute, analyse, and graph quantitative data. In the new economy characterised by a great deal of data, knowledge of Excel is no longer a luxury but a basic prerequisite that employers demand. Studies also indicate that graduates place a high value on Excel skills with specific focus on their role in making them more employable and efficient at work [6].
[bookmark: _Toc225153956]Major Features:
Excel is a grid system, where there are rows and columns in which structured data can be entered and manipulated. The main strength of its use is the vast library of formulas, statistical functions, and logical functions. As an example, IF function allows making conditioned analysis whereas VLOOKUP can be used to find the information that summarises the large datasets in a short time. Other advanced analysis tools are also available in Excel including Goal Seek, which can be used to assist in the analysis of what-if by entering the inputs needed to achieve the desired outputs. Pivot Table is one of its most potent highlighting tools where users get the ability to organise and analyse data of a vast amount without having to change the source data. Besides, Excel has inbuilt data analysis tools that facilitate statistical operations and it is therefore very effective in business analytics as well as academic research [7], [8].
[bookmark: _Toc225153957]Business Benefits:
Excel has wide application of application in many business areas such as financial forecasting, budgeting, inventory control, and resources allocation. It has the analytical powers that enable organisations to transform raw data to meaningful insight supporting informed decision-making. Research has shown that Excel has powerful statistical tools that could greatly benefit the research and analytical processes in business settings [8]. Further, the visualisation elements of the Excel software like charts, graphs, and conditional formatting can be used to create interactive dashboards. Such dashboards are useful because they make it easy to express important performance indicators (KPIs) and enable managers to react to the requirements of the business easily because the information they deal with is complex. This enhances communication and strategic planning of organisations.
[bookmark: _Toc225153958]Limitations:
Excel is limited in some aspects even though it has strength, especially when it comes to accuracy and scalability. The fact that it depends on manual entry and formulas development are susceptible to human error and this may compromise data reliability. Moreover, Excel is not a relational database, and it does not work with very large data volumes. It has a limit of 1,048,576 rows per worksheet and it can be affected by performance problems when dealing with bulky or difficult data. It is also less favourable on big data applications due to slowdowns, crashes, and even loss of data through excessive formula using and macros.
[image: ]
[bookmark: _Toc225153978]Figure 3 Microsoft Excel dashboard showcasing a Pivot Table summarizing financial data alongside an integrated visual chart
[bookmark: _Toc225153959]3. Microsoft Access: Relational Database Management
Microsoft Access is a relational database management system (RDBMS) that is designed to store, organise and manage complex, connected datasets. While Microsoft Excel works well for analysing flat data, it cannot be used for processing large-scale relational information. Microsoft Access addresses this deficit by allowing businesses to develop structured databases capable of effectively controlling relationships among a variety of entities of data. It acts as a transitional solution between simple spreadsheets and enterprise-level solutions like SQL-based databases, and provides them with a cost-effective and accessible platform for small and medium-sized organisations.
[bookmark: _Toc225153960]Major Features:
Unlike the flat structure in Excel, where all the data is sorted, MS access uses multiple related tables that focus on a particular subject, such as customers, orders, or inventory. These tables are related to each other using Primary Keys and Foreign Keys, which provide the relationship and give consistency across datasets. The three main tools of working with data are Queries, Forms, and Reports, which are allowed with the access. Queries involve Structured Query Language (SQL) which is used to query and interact with different tables to extract the desired and meaningful data from large data sets. Forms are sort of user-friendly interfaces where employees can record and interact with data without the risk of making a mistake by directly manipulating the underlying tables. Reports allow the presentation of the results of a query in a structured and professional format that can then be used for analysis and decision-making.
[bookmark: _Toc225153961]Business Benefits:
One of the most important benefits of Microsoft Access is the capability to enforce data integrity with referential integrity rules. Such rules make sure that the relationships between the tables are always constant and there are no problems within the relations like having orphan records or with the inadvertent loss of the data. For instance, a customer record cannot be deleted when we have related transactions. Additionally, Access reduces data redundancy as it stores a data in only one place and is connected across the system. This means that they are reflected in all areas of the database automatically to enhance accuracy and efficiency. For small and medium sized enterprises (SMEs) Access offers a way to create applications such as inventory systems, human resource databases and customer relationship management (CRM) applications without expending much money on expensive IT infrastructure [9].
[bookmark: _Toc225153962]Limitations:
Despite its benefits, however, Microsoft Access has some notable features and limitations. Its database designing process needs a good understanding of the relational data concepts, including normalization, which may be difficult for new users to comprehend. Poorly designed databases may cause data inconsistency, inefficient queries and operational problems [9]. Furthermore, Access has limitations of scalability. A single database is capped to 2GB and allows only a relatively small number of concurrent users. As organisations expand and volumes of data increase there can be a risk of what is essentially a performance drop causing a need to migrate to more robust and powerful database systems such as enterprise level SQL server.
[image: ]
[bookmark: _Toc225153979]Figure 4 Microsoft Access illustrating the Database Relationships window, showing how multiple tables are linked via primary and foreign keys
[bookmark: _Toc225153963]4. Microsoft PowerPoint: Visual Presentation and Communication
Microsoft PowerPoint is the premium presentation software that is used worldwide to create slide-based visual content for business communication purposes. While data analysis and preparing documents are critical, they are worthless if external insights aren't conveyed to decision-makers. PowerPoint is a very important part of this process because it has helped professionals to present intricate information in coherent and easily understandable format that is also appealing to the eyes. It is extensively used for internal meetings, training sessions, executive briefings and client presentations, making it a fundamental tool in the contemporary business environment. Research draws attention to the fact that PowerPoint has come into organisational communication practises with imprint as the way professionals organise and present information [10].
[bookmark: _Toc225153964]Major Features:
The interface in PowerPoint is a flexible, slide-based interface whereby a person can create presentations on a blank canvas or by using pre-built templates and themes. It has a extensive variety of customizable layouts, fonts as well as design elements that help in professional visual communication. Multimedia elements like videos, audio, images, and the SmartArt graphics can be added by the users, which increases the engagement and comprehension. Modern variants of PowerPoint also feature artificial intelligence capabilities, for example, the Designer tool which automatically recommends professional layouts, based on the content added to slides. Furthermore, it can be integrated with Microsoft Office 365, which provides the possibility of real-time collaboration, which means that several people may co-author and edit presentations in different locations at the same time.
[bookmark: _Toc225153965]Business Benefits:
PowerPoint is very useful in producing complex data into simplified storeys with images. It serves as a bridge between the analytical tools, such as Microsoft Excel and the strategic decision-making process. One of its main claims to fame is the ability to seamlessly integrate with other Microsoft Office programmes such as embedding Excel charts and tables directly into slides. This means that updated data is automatically conveyed in presentations, increasing the accuracy and efficiency of the data. Furthermore, PowerPoint promotes better communication by displaying the key performance indicators (KPIs), trends and insights in a visually accessible format. Studies suggest that it is being used widely as an effective communication aid in professional and educational fields to enhance the understanding and engagement of audiences [11].
[bookmark: _Toc225153966]Limitations:
Despite the advantages, the limitations of PowerPoint are mainly related to the user’s behaviour. Too much text, animations and cluttered slide design can make the information less clear and also cause audience disengagement which is often referred to as 'Death by PowerPoint' [10]. Secondly, PowerPoint has a linear sequence shown on a slide-by-slide basis, limiting the fluidity of discussions or brainstorming. Although it is very effective for structured presentations, it may not be as applicable for non-linear and interactive collaboration environments. Emerging research is also focused on gesture-based control systems to improve presentation interaction, which reflects the continual attempt to overcome usability constraints [12].
[image: How to Switch to Slide Sorter View in PowerPoint]
[bookmark: _Toc225153980]Figure 5 Microsoft PowerPoint slide deck in "Slide Sorter" view
[bookmark: _Toc225153967]b. Two Features from Microsoft Excel
[bookmark: _Toc225153968]Feature 1 Test: The IF Function
[image: ]
[bookmark: _Toc225153981]Figure 6 Feature 1- If Function
I used If Function to check if the Sales Amount is Greater than 5000 its shows as a Bonus and if less then it show No Bonus in a New column Bonus Statues.
[bookmark: _Toc225153969]Feature 2 Test: The Pivot Table
[image: ]
[bookmark: _Toc225153982]Figure 7 Feature 2 - The Pivot Table
I used Pivot Table simply I go select the column a to c with row 1 to 6 then go to Insert tab where Pivot table option is visible, I used it and went with new worksheet that created a new sheet with Pivot table.
[bookmark: _Toc225153970]Task 4: Communication and Collaboration Applications
[bookmark: _Toc225153971]a. Analysis of Contemporary Communication and Collaboration Tools
The explosive expansion of globalisation coupled with the shift towards remote and hybrid work environments has brought dramatic changes to traditional organisational structures. Businesses that were once dependent on physical offices and face-to-face communication are now highly dependent on the use of digital platforms to keep things moving and organised. As teams continue to get more geographically distributed, organisations are challenged to keep communicating and collaborating for seamless interaction, efficient task management and continuous execution of workflows. These tools are no longer an option, they are an imperative for staying competitive in a digitally connected business environment. To ensure that one understands this transformation, it is important to analyse two tools that are currently used widely: a communication platform such as Slack and a collaboration and project management tool such as Trello. All these applications are manifestations of the adoption of communication and task management as a single digital ecosystem in contemporary organizations.
[bookmark: _Toc225153972]1. Contemporary Communication Tool: Slack
Slack is a cloud-based instant messaging solution for the workplace. It was invented as an increment to disjointed email communication where it provides a centralized real-time communication space. In traditional organisations, email tends to cause delays, miscommunication and information overload. Employees may have to spend several hours each day to manage their emails instead of working on more productive tasks, when they should be working to speed up efficiency and workflow [13]. Slack solves these problems by structuring communication into so-called channels, during which communication is divided according to teams, projects, or topics. This structure helps with clearness and information should be easy to search and reach. By centralising communication, organisations eliminate reliance on long email threads and increase the response times among the departments. It has been proposed that the implementation of collaboration communication tools would greatly decrease the number of emails, and it will enhance efficiency at the working places [15]. Additionally, Slack improves real time problem-solving by making it possible to message, share files and integrate with other tools used at work in real time. This helps to reduce the delay in reaching decision-making processes while supporting faster collaboration among the team members. Security is another aspect that is important because some of the platforms such as Slack have encryption, authentication mechanisms, and secure cloud infrastructure to help in securing sensitive business data and reducing the cybersecurity risks.
[bookmark: _Toc225153973]2. Contemporary Collaboration Tool: Trello
Slack is more concerned with communication as Trello is a visual project management and task coordination application. It is based on the Kanban methodology, which works on the concept of organising work into boards, lists and cards to represent different stages of a project. Such an organization enables teams to see a clear picture of the workflow progress and control tasks effectively. One of the biggest challenges of remote work environments is lack of visibility into the status of projects. Managers often find it difficult to maintain a track of the progress, responsibilities, evaluation, etc. by their team. Trello tackles this problem since it offers a transparent and structured workflow system for all team members to see the progress of tasks in real time [14]. Workflow Every Trello board is a project, and lists are workflow elements like To Do, In Progress and Done. Individual tasks are designed as cards, which can be assigned to team members, have deadlines attached and can be updated as work is completed. This visual system ensures less constant supervision while better accountability in teams. Moreover, Trello facilitates decision making in a group, as it provides a common working space in which all the stakeholders can track progress and they can help in accomplishing the tasks. This helps to improve collaboration, minimise communication gaps, and ensure that all members of the team are on the same page when it comes to project goals. Studies show that the adoption of collaboration platforms such as Trello can make your team up to 20 - 25% more productive [15].
[bookmark: _Toc225153974]b. Practical Evidence: Testing Communication and Collaboration Features
To show the practical understanding a simulation was carried out using Slack and Trello to test the core features in a real business context.
[image: ]
[bookmark: _Toc225153983]Figure 8 The newly created #q3-marketing-campaign in Slack
The first simulation was to build a separate project channel in Slack to perform a simulation of communication in the workplace. Messages and updates were shared within the channel to demonstrate how the teams exchange information in real time. This way, there is less dependence on email, and all communication is kept in the centre and accessible. It also enhances response time, reduces loss of information, and aids in faster decision-making in a team environment.
[image: ]
[bookmark: _Toc225153984]Figure 9 Trello board. The three lists (To Do, In Progress, Review)
The second simulation was the creation of a Trello board to manage the tasks using the Kanban system of workflow. Tasks were sorted into "To Do", "In Progress" and "Done" columns. Cards were assigned and moved through different stages to represent progression of workflow. This visual system offers a clear transparency into project status, promotes accountability and removes the need for frequent progress meetings.
Overall, both tools illustrate how modern digital tools enhance the efficiency of communication and coordination of a project. Slack improves real-time communication and Trello boosts structured task management and makes an integrated approach to modern teamwork.
[bookmark: _Toc225153975]
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