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[bookmark: _Toc160375380]Introduction
Digital transformation has had a great impact in transforming business with contemporary software applications and tools that enable users to navigate with ease and facilitate the ways in which one can communicate, share and store digital information across different platforms.

[bookmark: _Toc160375381]Main Body 


[bookmark: _Toc160375382]Task 1        
(10 marks)

[bookmark: _Toc160375383]e-Commerce Website builders/software solutions 
(Approx. 500 words) 

Digital innovation has radically transformed the way of  business nowadays ,and the most noticeable component  of this transformation is e-commerce model which refer to buying and selling products and services across the internet and has generated a significant  success ,gained  popularity and growth  , and this  unprecedented innovation is mainly related to the introduction and integrated of multitude ecommerce websites builder platforms such as [1].
· Shopify
· Wix
· WooCommerce 
· Big commerce 

· Shopify and Wix Software majors Solutions and benefits 


· Integrated with external  multiple cross-channel application for  selling and marketing
  Shopify and Wix are largely recognised integrated e-commerce  websites builder  due to its capability to be seamlessly synchronise with various social media for marketing and  apps platform   benefiting  merchants to easily connect their  online store with external application such as  Facebook or TikTok for marketing or look for other  business opportunities.
· Scalability
This particular solution enables users to grow the size of their businesses   meeting  the customer demands.
· Drop-shipping 
This solution enable the third party to create online store and sell without holding a physical inventory ,stocking or shipping their merchandises 
·  Build-inventory management tools
This feature allow sellers  to track ,  manage a large number of products  and seamlessly  working with other application to generate reports and create purchase orders.
· Build-in Shopify payment  gateway system
 This secure and efficient solution allow transaction  buyers   and businesses using digital wallets payment gateway or  credit/debit card with perfect and multi-currency support
· Responsive
This solution allow the website to automatically adapt and display their layouts and functionalities to fit any size of the screen device in used [2]
· shipping  and fulfilment management system
This solution enabling businesses to ship products to the buyers using multiple channel integrating thirst- party logistic system from their dashboard accessing Shopify admin
· user-friendly
Shopify offer a  , friendly user interface for its customer with no need for IT skills, initially this organised platform with many design tools such as section- based layout, templates and themes offer a better experience for  store design and presentation [3]

According to many e-commerce analysis , Shopify and Wix have  the most  advanced features in all aspect   of integration, user-friendly features ,and other solutions, however research have indicated that there are some differences and limitations in their performance.
· Wix and Shopify limitations

· Wix scalability is  limited :
 Wix was  primarily designed  for websites builder only ,then e-commerce design  software solutions were followed  proving its limitation in designing  complex stores and scale them while Shopify is fully integrated for ecommerce software solutions.
· App access limited or need subscription 
· You can’t transfer your Wix website to another hosting server or to even another ecommerce platform when you feel the need to do so
· No tracking and analytics feature available in the free plan
 










[bookmark: _Toc160375384]Task 2 
(15 marks)
[bookmark: _Toc160375385]Mind-map of Contemporary Software Applications 
(Approx. 500 words)

 A mind map is a  teaching  method  used to organise knowledge ,ideas and business concepts through the combination of text, images  and diagrams  with a central topic easy to understand. This learning tool mind mapping helps student including businesses to organise information by creating a visual representation of ideas ,  concepts and establishing their relationship in a way that,  is simple to understand and to memorise .Many researchers have concluded that communicating using basic drawing ,diagrams with texts and images is the most unquestionable way to prove our knowledge [1].
 Working towards innovation and success is vital  and essential  for  any line of   business, and will require to take certain decisions and initiations, so you will need to generate  and organise  many ideas and concepts to develop new strategies and working method ,Therefore , the mind map is indispensable , reliable tool and appropriate  way to enhance this innovation process  to  increase  productivity leading to maximise your profit [2]
The application of mind maps before or after a change has been introduced in a workplace can reduce conflict or bad  behaviour ,for instance ,dealing with an unfavourable response from other colleagues  expressing the disapproval of the decision taken by project manager based of lack of  understanding, so here ,the use of mind map become a proactive solution to address and resolve the barriers and  conflicts arose  from failure of communication , multiple  researchers in  employability skills  have demonstrated that incomprehension is usually the main challenge in individual’s ability to follow instruction. Using an information effectively , memorably and understandably can create a sense of good  action and beneficial by increasing collaboration and problems solving and  can also reducing budget [3]
Marketing is essential part of business functionality ,and any business will required to apply its  strategy to manage the company gaols ,target and customer orientation, for instance ,a strategy planning consist at helping the business identify priorities , gaols while providing  direction and aspiration to the company leadership. So using the mind map should give a better analysis of business plan by identify long-term visions and set goals and resources to archives it. A recent studies have shown that using the mind map to analysing your marketing objectives as gaols ,performance and budget , you will increase sell and good revenue by 20percent [4]
Being a Chief Executive Officer (CEO) of  a company means you will be dealing with complex and serious information ,for example you will be prepared to communicating with various audiences  particularly when presenting your products to the clients ,convincing   stakeholders or investors to put more capitals into your company account ,you  will need to be organised your presentation  ,accurately so the audience will easily  capture and your credibility by demonstrating your knowledge and understanding will be stablish , so using the mind map is essential .
The mind map can also be used  to establish a presentation  of the corporate governing body or boards of directors to  better understand the relationship within the corporate [5]

b. Mind map link: 
 https://www.mindomo.com/mindmap/54d7020310e046c29eee8b1d913031c9
[image: ]
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(50 marks)

[bookmark: _Toc160375387]Office Applications for Creating, Storing, Presenting, and Analysing Data 
(Approx. 2000 words)

[bookmark: _Toc160375388]a. 
30 marks
Microsoft have developed multiple applications software for business SOLUTION such as Word ,PowerPoint, Excel and Access, all this software have different functionalities and attribution: 
· Microsoft Word 
MS Word is an integrated software with a  full capacity for business productivity to supports professional communication ,documentation ,automation and collaboration 
· Business documentation 
This primarily features help businesses to create ,formatting documents such as business letters and correspondence ,reports ,proposals including contracts and company policy note 
· Automation tool :Mail Merge, Label and Envelope
Thise features help businesses to produce one form of document and automatically personalise it  for multiple clients or customers using their data  from different source ,this tool help to save time and reduce the  effort it take to produce  an official document for multiple recipients  , additionally this solution help increase productivity and reduce error .
· Multiple documents interface
This functionality help users to open and work on many documents simultaneously with efficiency 
· Integrated with other applications
  To enhance  productivity and  saving time ,we can seamlessly use other applications such as excel or outlook by clicking Add-in icon.
· Collaboration with comments (Track Changes)
This tool help to collaborate with other in workplace  ,to view business record ,and other files for edition   or approvement  by all members of the board.
MS word is a word processing document with many features giving businesses the ability to  create  and manipulate text-based documents; documents with graphics, borders, special effects, hyperlinks ,dictation and  correcting  spelling ,giving a  presentation of  the electronic equivalents of the function of paper, pen and eraser, typewriter, dictionary [9].
· Microsoft  PowerPoint
Ms PowerPoint  is a software solution  with capacity  to design   and to make presentations.
· PowerPoint designer solutions for business innovation
Ms PowerPoint  allows  company  to design their business plan ,strategy, growth and model using  plenty of built-in or add-in features to automatically generate design ideas and improve their professionality  , using pre-designed templates slide layouts , you will be  able to  create and customise  a complex business presentation.
· Business Presentation ,Marketing and  collaboration
By using PowerPoint for business presentation, you will project your idea, a company annual reports  with professionalism, coordination specially when using themes and styles in to visual for this presentation .PowerPoint can also be used for marketing solutions by using Shape and SmartArt and chart we can create a marketing presentation for business and collaboration can setup seamlessly connect with Microsoft Team to share data .

· Staff training and development
PowerPoint can be used to  train staff by providing a wide range of views clarifying the ideas with a create professionalism including step-by -step  process explanations 
· To plan business plan
 Using PowerPoint graphs and pie chart  ,and  establishing liaison with Ms Excel we can make an annalistic of data and make a business plan for a company [10]  
 
· Microsoft  Excel  
Ms Excel is a software  solution using in business to summarizing ,analysing small dataset by grouping and aggregating.
· Data base management including record keeping (Pivot Table )
A main tool like Pivot Table provides must of solutions for businesses ,if for instance a business wants to analyse salles performance or  inventory management ,Pivot Table will be the main tool to summarize , aggregate and analysing a set of data , this tool allow businesses to create a table by grouping   different value of data in a row or column  for comparing and analysing ,then determinate if any action need to be taken for the purpose of the business, this method is used in any type of business as it is the  main solution to make business inventory  , customer analysis as human resource Management .
· Time saved when using Pivot Table for Business analysis
This tool is time saving as does not need any mathematic formula , the method is automated for complex calculations with no error 
· Data visualisation 
For Data visualization using Pivot table ,business can access a feature like Pivot chart useful to create a visual analysis of data on pivot table ,the analysis of this  data can be presented  graphically t in a row , column or form of a pie chart  this tool is necessary for business using big data for marketing purpose .
· Power query 
This integrated solution provides a valuable solution for businesses , by allowing data to be pulled of from different sources specially when integrating with other Databases like access or SQL ,and create a relational database management system .
· Excel Limitations

Small capacity for small dataset
Non scalability 
Excel is a software with a limited capacity  that can manage a small set of data with only one million rows accessible  , no relational database management system could be established when using Excel  because it was designed for calculation using spreadsheet and analysis and reporting that’s why  there is not relationship between table and can   only be  use limited  scale of data, however we can establish relation between a  primary keys to foreign keys manually when using VLOOKUP or Power Query comment  [11]

· Ms Access 
 
Ms access is define as relational database management system(RDBMS) ,a software that  help storing  ,managing  and analysing a huge amount of data   and establishing relationships between tables. 
· Data  Management
The fundament  feature   of Microsoft Access is Table , this core object  where  business  store a huge amount of data like (customers names, phone numbers   or orders) enable them to manage data better than using  Ms Excell , this data structured called field accurately help company to track and manage   customers information, make inventory, projects , finances management and be used in Haman resource management (HRM) employees rota and attendance 
· Integration limited but recommended with other Microsoft tool 
Ms Access  enable businesses to manage and share  data efficiency by  seamlessly connect to other Microsoft Application software like Ms Word ,Ms Access including  Microsoft SQL Server or MySQL , this practice   can help  increase productivity and integration capabilities.

· Scalability Limitation 
Ms Access is initially designed for small/medium size business this is one of the disadvantage ,it contain  a maximum file size limit of 2 Gigabytes (GB) for a single file. This size does not support  large dataset to scale the business. [12]



[bookmark: _Toc160375389]b.  
20 marks
1. Practice Mail Merge
2. 
· Mail merge to send a letter to my recipient from using data from MS Access 
[image: ]
1) Open my MS Access and select a file .
[image: ]
2) Choose the file  and select option External data then Word mage 
[image: ]
3) After word Merge was selected, this option is to choose a document you want to link , on this case I will use existing file 
[image: ]
4)Now select the file to merge 

[image: ]
5)	Now my file has been open and linking to my MS Access database giving option to select using and existing list or Type new one

[image: ]

6)By selecting Address Block I can view how the recipient address will be listed when merged.
[image: ]
7)By selecting Next to complete the merge we  can see the address( Database) from D (Ms Access ) been merged  with my Microsoft Word file 

[bookmark: _Toc160375390]Task 4 
(25 marks)
[bookmark: _Toc160375391]Communication and Collaboration applications 
(Approx. 1000 words)

a. 13 marks
Contemporary communication methods and collaboration applications/tools have been widely used in modern business.
Different technologies have allowed for students’ interactions and various ways in which they can interact with ease that better accommodate their needs and their teachers’ ways of explaining the material. One example of these methods of contemporary communication is MS Teams, which has been facilitating communication outside the classroom. Conference calls, chat rooms are some of the features which can differentiate MS Teams from Email, and these can be similar to the experience users have when using social media platforms, being more interactive [13]
Using the One Cloud Collaboration system allows users to have access to their own data from any device and to reach the stored data even without internet connection by downloading the application. One cloud can also encrypt files to guarantee privacy and security.
[image: ]
Fig 1. This image shows that the One Drive document library stores the user’s database and that the data can be shared to have access on multiple devices
In addition, One Drive for business can let users who want to make or update files, to be able to have access to share point server. The users’ files saved in the document library and the content is stored in OneDrive database providing personal storage to the user [14]

b. 12 marks
c. [image: A screenshot of a computer

AI-generated content may be incorrect.]
When saving work on Word , the user can select the Auto Save option which allows the information to be stored on the One Drive Cloud system.
[image: A screenshot of a computer

AI-generated content may be incorrect.]
One of the options users have is to save data on One Drive as an addition to add in the computer software.
[bookmark: _Toc160375394]Conclusion
In conclusion there are many digital software applications that have been beneficial for business and keep developing and updating to better suit the needs of users with many advantages and some limitations. Overall we can analyse that these have changed the ways in which businesses choose to operate and use the tools to grow.
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