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[bookmark: _Toc212037696]Introduction
This assignment shows how picking the right software and using it well can make modern workplaces more productive, communicativ, and able to make decisions. It also shows how important it is to learn digital skills that are useful in  real life work settings.
[bookmark: _Toc212037697]Task 1. e-Commerce Website builders or software solutions
1.1 Shopify
E-commerce website builders are useful for startups in the new online sector since they make things work better. These products make processes easier by automating daily tasks, collecting information, and making the sales process easier. [10] It could help you turn out more effective and make better choices. Shopify and Wix are both well known platforms that offer a variety of useful options for starting an online business. [9]
[bookmark: _Toc212037699]Shopify is a popular e-commerce platform because it has been developed for those who want to focus on selling [11]. The backend system is quite flexible, which makes it great for getting things done quickly. It's incredibly important to be able to keep track of all of your stock, make sure that payments are safe, and have a vast App store where you can add new features. This eas to use technology makes it easier for employees to accomplish their duties because they can handle sales, shipping, and marketing from the same dashboard. This centralisation makes things a lot easier and saves time that would have been spent keeping track of many systems. Shopify has outstanding analytics tools that operate nicely with Google Analytics and other systems. This gives them a lot of detailed information about how people use their sites and how well they convert [11]. One of the greatest disadvantages is that it has a template system that only works with its own software, which makes it less adaptable than some other options.

1.2 Wix
Wix is a website builder that gives you a lot of alternatives. It's also simple to change the design. This has turned into an excellent site to buy products online [9]. The layout editor is the most valuable part. It's easy to use, so even if you're not very skilled in computers, you can easily design your own unique and personalised online stores. This is a great product for businesses that care a lot about their looks. Every Wix template adjusts on its own, so it looks and works the same on computers and phones. So it means it is responsive. This makes it easier to talk to people because the brand is always on all media. The e-commerce capabilities are fine for small and medium-sized businesses, but one drawback is that the backend systems aren't as strong or flexible as Shopify's, especially when it comes to handling larger, more intricate inventories [9] .
A helpful simulation explains how these things are not the same. Shopify could be quite useful for a new business that wants to grow quickly and do a number of different things more efficiently. The powerful backend can help them keep track of their job, and the advanced analytics may help them make good decisions. Wix is an excellent option for people who wants to sell product or a restaurant that wants to show off their work and sell products at the same time. They could design a website that is both artistic and responsive, and adding a store would be simple. This would boost their business while still keeping their brand identity.


[bookmark: _Toc212037700]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc212037701]Mind mapping and explain the benefits of using mind mapping in business operations
Mind mapping is a great way to see knowledge that can help you deal with hard-to-understand information, talk to people better, and come up with new ways to solve problems in many different kinds of businesses.  [6]

Mind mapping is a way to show how different ideas or bits of information are connected to each other.  People think of it as the outside sign of "radiant thinking," which is the process by which thoughts come from or link to a central point.

The framework begins with a central image that makes the main idea clear. Big ideas spread out like branches from this centre. Each branch usually has a key image or word printed on an associated line, and smaller ideas are attached as sub-branches.  Mind maps are general, non-linear diagrams that show how different thoughts are connected and related. You can connect any idea to any other idea with them. This is not the same as concept maps, which are usually set up in a hierarchy. A mind map's goal is to get people to connect different thoughts.
Mind mapping is effective as it integrates the brain's cognitive and physical abilities. [6]

Mind maps are very helpful at work, especially when people from different fields work together.
• Building Shared Understanding: Mind maps that were made together are an important tool for people from different fields to work together.

Mind mapping help everyone get on the same page with one main idea, which is crucial for teamwork.

Mind mapping is a great tool for making changes because it lets people talk to each other in both linear and non-linear ways. [7]

Mind maps give you a basic framework for dealing with business problems that are unclear or complicated:
• Organising Thoughts and Insights: The tool helps people organise their thoughts and deal with the overall difficulty of tasks.  People use it to learn about current events, understand how people are connected, and come up with new ideas.
• Problem/Solution Co-evolution: You can use mind maps as a "problem/solution space" where the definition of a problem and the solutions that are wanted in the future change at the same time. This method helps teams find the best way to solve problems that come up with designs.
• Planning for the future: People in business use mind mapping to plan and build projects and systems. [8]

Because it is visual, mind mapping helps with memory and creativity.
Encouraging creativity method makes you look at everything at once, which helps you be more creative.
Memory and Organisation: A lot of people use mind mapping to help them stay organised, plan activities, set goals, and write papers. A mind map is a finished product that puts all of your previous work into one visual memory aid. [8]

Mind mapping is like an organisational sonar system that helps business leaders and teams find and chart difficult problems (the submerged obstacles), find ways to work together (the channels), and keep everyone on the same page about the goal. [6]




b. [bookmark: _Toc212037702]Create a mind map of contemporary software applications
https://www.canva.com/design/DAG5RLSs-ME/zNGgKrKUJRDErLAZH008zA/edit?utm_content=DAG5RLSs-ME&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton
[image: A diagram of dropshipping

AI-generated content may be incorrect.]
[bookmark: _Toc212037703]Task 3. Office Applications
0. [bookmark: _Toc212037704]Four office software solutions for business operations
The digital era of the workplace has changed the way companies process. The Microsoft Office suite has been the most popular software for getting work done in businesses .As companies work to become more efficient, both employees and managers need to know how to use these tools well. What began as a collection of separate desktop programs has turned into a business ecosystem. Mahajan says that moving to Microsoft 365 has brought together these old programs with powerful cloud services like SharePoint and the Power Platform. This lets people work together in real time and do things automatically [5].

[bookmark: _Toc212037705]MS Word
Everyone knows that the best word processing program in the world is Microsoft Word. A lot of people think of it as just a digital typewriter, but it does a lot more than that for businesses. It is the main way to send business plans, reports and letters to people outside of the company.
The main things about Word
MS Word has changed a lot since it first came out. The software is so powerful because it has a very advanced formatting and layout engine. It helps companies make documents that look like they were made by experts. The "Styles" pane is one of the most important parts of the program. It works, not just for looks. It makes Tables of Contents on its own and makes it easy to find documents. This hierarchical structure is useful for reading long business reports or technical manuals.
Word also has more advanced tools for reviewing and working together. The "Track Changes" and "Comments" features are very important for legal reviews and corporate editing cycles because they show who made changes and when. This makes the process of writing down things more responsible. Businesses can also automate communication by linking Word documents to data sources from Excel or Outlook through mail merge. This lets them send thousands of personalised emails in just a few minutes.
Mahajan says that since the Microsoft 365 ecosystem came out, Word has added AI features through tools like Copilot. These tools help professionals write, summarise, and change the tone of documents, which saves them time when they have to write complicated ones [5].

Word has template feature. Templates for letterheads, invoice, and proposals can help business keep brands consistent. This makes sure that every document that leaves the company follows the visual identity rules.
Mahajan also talks about how the modern Word environment can help people work together. In the past, people worked together on documents by emailing files back and forth, which made it hard to keep track of different versions (for example, "Final_Report_v3_EDITed.docx"). Today, co authoring in the cloud lets several people work on the same document at the same time and see each other cursors and changes in real time [5]. This feature speeds up project timelines by a huge amount, especially for teams that working online.

Word does have some limits, especially when it comes to designing layouts and publishing on a large scale. The flow style in Word makes text move around in a way that changes. This means that it can't be used for magazines or brochures. Word has trouble with putting images in the right places, which can lead to formatting mistakes when images "jump" to strange places when text is added. Adobe InDesign and other do not do this. [1]
It also doesn't work well with large files, which is another big problem. Word is great for short to medium length documents, but it can crash and slow down when you work with files that are more than a few hundred pages long, especially if they have a lot of high-resolution images. If backups aren't kept up to date, they can get corrupted.[1]

[bookmark: _Toc212037706]MS PowerPoint
PowerPoint breaks up linear stories into separate, easy to understand visual units by using slides to present information. Its features are meant to help with interactive stories. The slide master is an important part of corporate control because it lets companies make sure that all of their presentations around the world use the same logos, fonts, and colour schemes. Changes made to the Master update every slide in the deck.
The software also has advanced tools for transitions and animations. These features are often misused for visual interest, but they actually work to control the flow of information by showing points in order to keep the audience's attention. Recent changes include designer ideas powered by AI and the ability to add live data feeds or interactive elements to slides, turning them from static slides into dynamic dashboards.
One of the most important skills for office management is being able to break down complicated information into clear, visual parts. Koko and Douglas make it clear that modern graduates need to be very good at using computer application packages, especially for communication and presentations [3]. PowerPoint is the link between technical information and executive decision-making in the business world. Engineers and analysts use it to turn raw data into trends and insights that people who aren't technical can understand.
One operational benefit is that training materials will be the same for everyone. PowerPoint is used by HR departments to make onboarding modules, safety briefings, and policy updates that can be used again and again. The "Presenter View" feature lets speakers see only the slides while they talk, along with their private notes and a timer. This keeps presentations on track and professional. Also, the format's portability makes it easy to share meeting summaries. In fast-paced corporate cultures, a well-made "slidedoc"—a dense presentation meant to be read rather than shown—often takes the place of long written reports.


Technical Limits of PowerPoint
PowerPoint Online has less features than the desktop and doesn't have advanced animations, transitions, and effects. Because of this, users have less choice for changing the look and some advanced design features are not available or are limited by comparison to the full program. [1]
In terms of technology, presentation files can get big, if they have uncompressed video or high-resolution images. This makes it hard to share them by email without the cloud integration solutions that Mahajan talked about. [5]


[bookmark: _Toc212037707]MS Excel
Excel is a spreadsheet program that allows you do math, make graphs, use tables. It is probably the most powerful and widely used tool for planning operations and analysing finances.
The Most Important Parts of Excel
Excel's grid interface lets you work with numbers using a huge library of formulas and functions. Excel can do a wide range of analytical tasks, from simple maths to complicated statistical regression. "PivotTables" are one of the most important features. They allow users quickly find trends by dragging a lot of rows of data into a short report.
Through "Conditional Formatting," you can visually manage your data by highlighting differences, duplicates, or important thresholds (for example, colouring a cell red if your stock drops below 50 units). The "VLOOKUP" function are important for professionals who want to combine datasets. Dakhil, Ali, and Reda also stress that Excel can do "What-If" analysis (using tools like Goal Seek and Scenario Manager), which lets businesses make predictions about what will happen in the future based on different input assumptions [4].

Advantages of Excel
Excel is the most flexible program out there. Businesses can create their own financial models, keep track of their inventory, and manage project timelines without having to buy expensive, specialised software. People often call it the "Swiss Army Knife" of business data. Dakhil et al. say that Excel is a common tool for managing data and is often the first step in an organization's journey to becoming more data mature [4].
The operational advantage is speed and independence. It might take weeks to get a custom report from the IT department, but a financial analyst can make a budget model in Excel in just a few hours. This adaptability allows businesses respond to changes in the market right away.  This saves thousands of hours of work each year. Because it works with almost every other business system, it is the universal "import/export" format for moving data between software platforms that don't work with each other.
Excel's Limits
Excel's major strength is its flexibility, but this is also its weakness. There is a significant likelihood of making a mistake because cells can be changed at any time. A single broken formula or a number that is hard coded into a calculation chain can cause a chain reaction in a financial model that leads to wrong business decisions and big losses.
Dakhil et al. point out an important difference: Excel is great for calculations, but people often use it as a database [4]. There is no referencing honesty, so a user could enter "New York" in one row and "NY' in another, making the data hard to analyse. Furthermore, Excel files are not linked to each other, which makes it hard for multiple people to edit them at the same moment and not have version conflicts.  It often crashes doing complex calculations.
When working with datasets, Excel has some technical problems that could get in difficulties.  Excel sheet can only have 1,048,576 rows and 16.384 columns,which limits how much data you can keep in one document. Excel files can also become slow or not open at all if they get too big, especially if they have complicated formulas, pictures in them. Because of these limits, Excel isn't the best tool for managing big and huge projects. [1]

[bookmark: _Toc212037708]




MS Access
Microsoft Access is a database management system that combines the relational Microsoft Database Engine with an user interface and tools for making software.

Features of Access
Access is a relational database, while Excel has a  file structure. In other words, data is kept in  specialised tables, such as a "Customers" table and a "Orders" table. These tables are linked by primary keys.

It also reduces away at duplicate data. Such as the address of a client is only stored once and is connected to all of their orders instead of being repeated for each one.
The "Query Designer" is one of the most important features. It gives you a visual way to write SQL (Structured Query Language) commands to get complex information. Access also has "Forms," which give users a windowed interface that makes it easy to enter data without letting them interact directly with the raw tables. "Reports" lets you make summaries of the data that are perfect for printing.

Benefits of Access
For small to medium-sized businesses (SMEs), Access is a cheap way to make custom apps for tracking assets, managing inventory, or managing customer relationships (CRM). Chung says that Access is an important part of an organization's database strategy because it can often be used as a departmental solution when IT resources are limited [2]. It lets people who aren't programmers ("citizen developers") make database apps that work and are much more secure and stable than a shared spreadsheet.
The main operational benefit is that the data stays safe. Access makes sure that users can't accidentally put text into a currency field. This check during the point of entry makes certain the data stays clean. The software can also handle multiple users viewing and editing data at the same time, thus rendering it an excellent instrument for teams of individuals working on a single database.
Limitations on Access
Access is very powerful, but it's harder to learn than the other Office apps. Dakhil et al. say that to prioritise software features, you need to know that Access is for management and Excel is for analysis [4]. To use Access well, you need to know about database theory, normalisation, and relationship structures. Many office workers don't know these things.
Access wasn't made to be used on the web or in businesses that need to handle a lot of data. It usually only works well on a local area network (LAN), and it doesn't work well if too many people (usually more than 15–20) try to write data at the same time. [1] [4] It also has a strict limit on the size of files (2GB per database file). When businesses grow, they need to move from Access to Microsoft SQL Server or Azure SQL. This migration can be hard because the forms and reports that were made in Access don't automatically move to web-based systems. So, even though Access is a strong bridge, it is often only a short-term fix for a growing company.
To sum everything up, MS Word, PowerPoint, Excel, and Access create an ecosystem that covers the four main areas of business operations.
The research examined indicates an evolutionary trajectory for these tools. Mahajan says that the future is in the cloud, where Microsoft 365's collaborative features bring these different apps together [1]. Koko and Douglas remind us that being good at these programs is a basic requirement for getting a job in today's economy [3]. The most important thing to remember, though, is that operational efficiency depends on choosing the right tool for the job, as shown by the work of Dakhil et al. and Chung [4], [2].
Using Excel to manage databases can lead to data corruption and risk; using PowerPoint to write detailed documents can make things less clear; and using Word to design layouts can make people angry. Companies that pay to teach their workers not only how to use these software packages but also why they work and what their specific features, benefits, and limitations are will have better data integrity, clearer communication, and better decision making skills.









0. [bookmark: _Toc212037709]Practical demonstration of Two Office Features

If Function
[image: A screenshot of a computer

AI-generated content may be incorrect.]
I am using the IF function in this table to see if each student passes or fails.

A student only passes if all three of these things are true:

Score of 50 or higher

Attendance must be at least 70%.

"Yes" for Assignment submitted

I used the following formula in E2 and copied it down:

[image: A screenshot of a calculator
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=IF(AND(B2>=50, C2>=70%, D2="Yes"), "Pass", "Fail")




Pivot Table
We can summarise, group, and analyse data in Excel without writing any formulas with a pivot table.
Making sense of a long list by looking at things like Total Sales per Product.

[image: A screenshot of a computer
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[image: A screenshot of a spreadsheet
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To do this, followed this way:  Insert → PivotTable → From Table/Range


[image: A screenshot of a computer
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Excel asked where to put it.
I have picked ‘’New Worksheet (recommended)’’
[image: A screenshot of a computer
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[image: A screenshot of a calculator
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now have a pivot table that shows total sales per product category.





[bookmark: _Toc212037712]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc212037713]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc212037714]MS Outlook

The best thing about Microsoft Outlook is mail organising tool.  Users can sort their emails into folders, categories, and rules. This keeps their inbox from getting full.  You can set priorities for important messages, and less important mails will be filter automatically.   Outlook also has built in security features like spam filters and protection against virus make it safer for businesses to talk to each other.  In professional settings where sensitive information is shared every day, this is particularly crucial. [15]
Microsoft Outlook is a very popular email client, and it might even be the most popular one in business situations. It doesn't matter if you're using it to communicate to friends at home or to accomplish business things at work. the Outlook desktop version is the best choice because it makes it easier to manage your emails.
One important feature is that you can see all of your messages. Outlook offers folders to keep your messages organised. You can see all of your emails and the files that come with them  in one spot. Even sending new messages or adding files to them is done in a nice process.
You can also get operations done via keyboard shortcuts, which they call orders. These shortcuts allow for send, reply to, and forward emails, and they also help you get around your inbox and folders . You don't have to click on a lot of links to  find something when you can just hit a key. You can also manage your contacts using the desktop client by using  navigation and the same shortcuts. You can instantly find someone in your contact book if you need to email them or ask them to meet. [15]
You can also get to  calendar features, which is useful. It's easy to make appointments with the Outlook calendar. You can verify your upcoming plans by looking at your schedule in business, like by month, week. You may also send out meeting requests instantly. And guess what? The keyboard shortcuts you use to read and write emails also work when you are doing things in the calendar.
The last point is that everyone at work uses Outlook. Businesses choose Outlook because it provide great features. It's essential to know how to use this software because it can help you find a job and be more productive when you are working.
One further thing about Outlook is how  it works with other Microsoft programs. It's great to have an email can read Word, Excel, and PowerPoint files. [15] You can often see a spreadsheet that a coworker sends you  in the email window without waiting for another software to open. We can't forget about safety. Being productive at work is just as necessary as keepingdata protected. Outlook features great built in filters that help you find spam in inbox. It works like a gatekeeper, letting you know if a link appears fishy files. This lets you focus on your real work.



[bookmark: _Toc212037715]MS Teams
Microsoft Teams is now one of the most popular tools for communication. When you look this app, it might seem like just a messaging or video meeting app, but it's actually  much more complete platform for working together. Teams makes a digital workspace that is organised and works well with today's learning and working environments by bringing together communication, file sharing, and project management in one place.
Studies show that Teams is very good at helping people "build knowledge together" [12]. one of the main reasons for this is that users don't have to switch betwen different apps all times in order to talk, store files, or change files. Teams on the different alternative, keeps each of thesee functions in one place, which makes working together quicker.
Students often like Teams better than other options like Google Docs because it lets them talk to each other whenever they edit shared files. This is helpful when "collaborative authoring" is going on, which is when several people work on a document together and talk about the changes. In one study, students said that Teams was better than other platforms for messaging, sharing file, and working on documents together [12].


Teams is changing the way virtual teams talk to each other in the workplace. Many businesses are moving towards remote or hybrid working models. Teams supports what is called a "flipped workplace" where productivity is no longer linked to a office or working hours that are the same for everyone [13]. The messagin system in Teams lets people respand faster and cuts down on unnecessary message chaiens, which can be slow and cluttered. Reactions and other features help you acknowledge messages without writing more.
Another important thing is to lower the "social distance," which is a common problem in virtual teams. Teams helps people feel connected again by letting them have high-quality video meetings and use expressive communication tools like emojis and threaded discussions. This makes interactions feel more personal and helps team members trust each other more. Paz's research shows that without th's kinds of collaboration tools, it would take a lot longer and be a lot harder to manage global teams [13].
Teams also help people who works in various time zone stay on the same team. Workers used to have to be online at the same time to speak each other but now they can do it more flexibly, which keeps things up and makes work flow better.
Microsoft Teams has been associated with enhanced productivity and project efficiency in the corporate sector. Melati's research shows that Teams can make employees 20% more productive and projects 30% more efficient [14]. This  mostly because Teams works   nicely with Microsoft Office tools and a number of other apps from other companies. Employees can open, edit, and share documents in this platform. This makes their work easier and save them time.
Teams is also safer. Using features for example data protection, multi-factor authentication and access control [14], businesses can keep important confiential information safe  while still  employees working from home. Teams also has built-in analytics tools that let managers in company see how often people talk each other, who go to meetings, and how effective they work. This ideas help us figure out how to improve ways to work.

b. [bookmark: _Toc212037716]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc212037717]MS Outlook
[image: ]
We can see all of your messages here.
[image: ]

I have created folder, and checked the categories. This keeps organised inbox.


[bookmark: _Toc212037718]Ms Teams
Microsoft Teams has great ways to communicate in real time, like chat, voice calls, and video conferencing.
[image: A screenshot of a chat
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Chat and Reactions:
We can use instant messaging during video calls or in a separate team channel. Teams and other platforms like it want to cut down on email use and speed up collaboration. You don't have to write "Thank you" or other polite replies when you can react to messages with emojis or other reactions.
[image: A screenshot of a phone
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Screen Sharing:
When we talk to someone, use screen sharing to help them understand a difficult subject. This is an important feature for getting help from afar and getting feedback in real time. It is a very useful tool for showing what we are doing on our screen, learning, and showing things in the workflow.
[image: A screenshot of a computer
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File Sharing and Organisation:
Making a new Office document, like a Word file, or upload one to a Teams channel. Teams puts all the information in one place, which makes managing projects. The cloud feature makes it easier to share files.

[image: A screenshot of a computer
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After finishing this task, I decided that Microsoft Teams is a great communication and collaboration tool for modern workplaces and schools.
After testing its two main features in real life, I found the following:
Communication: Microsoft Teams has great communication tools that let people talk to each other right away.  Teams meets this need by makin it easier to solve problems from a distance and get feedback in real time through virtual meetings and screen sharing. Also, its instant messaging and reaction features cut down on emails traffic and "noise," which speeds up comunication.

Working together: Teams works very well with other Microsoft products like SharePoint, OneDrive, and Office 365. Tests shows that the collaborative document editing feature lets teams work on "living documents". The capacity to work together on a project can make it efficient. It speeds things up and cuts the process. These fatures for working together help you stay organised and lower the chance of making mistakes or losing data.

[bookmark: _Toc212037719]Conclusion
This assignment looked at a number of digital tools that are often used in workplaces.
It demonstrated how digital technologies enhance, organisation, through analysis of e-commerce platforms, productivity software, mind map, and communication tools.
The comparison of Shopify and Wix showed that different tools are made for different kinds of businesses. It was shown that mind maping is a good to figure out problems. The analysis of Ms Word, Powerpoint, Excel, and Access showed that each program has a specific purpose. The Excel tasks  helped us understand how data can be separatad into sections and summarised to help us make decisions.
The assignment highlights that knowing how to use digital tools correctly is an important skills for success  in today's job market.
[bookmark: _Toc212037720]References
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