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[bookmark: _Toc227248963]Introduction
E-commerce is an online platform where a consumer and a seller exchange transaction for goods and services without a physical interaction. E-commerce began in the 1960’s -1980’s before the modern web came into existence. The earliest foundations were based on Electronic Data Interchange (EDI) and Electronic Funds Transfer (EFT). EDI allows businesses to send invoices, purchase orders and documents shipping electronically whereas EFT enables banks to conduct movement of money digitally [1].
E-commerce provides a number of benefits to consumers and businesses, including time saving as products can be ordered anywhere in the world with just a simple click on any device connected to the web, consumers have the flexibility to make purchases at any time without restrictions compared to traditional shop opening hours, more bargaining power for consumers giving them the ability to compare prices across multiple online platforms and huge cost savings, low start up and operational costs [1].
However, e-commerce has its own challenges. Security and privacy are quite common, transactions online require sharing of personal and financial information that can be vulnerable to hacking, fraud and cybercrime. The lack of physical interaction since customers cannot see, touch or test products before purchasing, may lead to dissatisfaction and returns. Further challenges include dependency on stable internet access, high competition making it difficult for small businesses, along with delivery and logistics issues [2].
In today’s world we are privileged to have several E-commerce websites providing user flexibility choice such as Amazon, Ebay, Ali Express, Shopify, Wix, IONA, Google Site, Woo Commerce and Big Commerce. The two of the most commonly used contemporary solutions are Shopify and Wix offering different features [3].
[bookmark: _Toc227248964]Task 1. e-Commerce Website builders or software solutions
[bookmark: _Toc227248965]1.1 Wix
[image: Wix Logo and symbol, meaning, history, PNG]Wix is a cloud-based website development platform that allows users to create professional websites without requiring advanced coding skills. It is especially popular among small businesses and entrepreneurs who want to establish an online presence quickly, effectively and efficiently.
Wix provides a drag and drop interface, which means users can easily design or navigate their websites by placing elements such as images, text and videos wherever they want on the page. This flexibility makes it ideal for beginners who may not have technical knowledge of web development. Additionally, Wix offers a variety of customisable templates specifically designed for e-commerce, allowing users to create visually appealing online stores [4].
Benefits
One of the major advantages of Wix is its built-in e-commerce functionality. Users can manage products, track inventory, process payments and handle shipping directly from the platform. It supports multiple payment options, making it convenient for customers across different regions.
Wix also includes marketing tools such as email campaigns, SEO optimisation and social media integration, which help businesses reach a wider audience. No server management is required by users, which is very useful for smaller organisations without any IT support [5].
Limitations
Wix may not be as scalable as other platforms like WooCommerce for very large businesses, and switching templates after publishing can be difficult as its product capacity and storage is capped based on the pricing plan. It also requires a paid plan before any selling functionality becomes available [5]. 

[bookmark: _Toc227248966]1.2 WooCommerce
[image: Brand and Logo Guidelines - WooCommerce]WooCommerce is one of the most widely used e-commerce software solutions for businesses wanting to sell online. WooCommerce is a free, open-source plugin on WordPress. Currently, it powers approximately 23% of the top E-Commerce sites in the world offering flexibility and customization options. It enables users to sell both physical and digital products, manage inventory, process payments and also handle shipping directly from their website particularly if the business offers services like selling physical products with complex shipping, marketplace, wholesale operation or the need to integrate with CRMS, ERPs, and POS systems. Since it is built on WordPress, users can easily extend its functionality using plugins and themes to suit their business needs [6].
Benefits
One of the key advantages of WooCommerce is its scalability. It can support small start-ups as well as large businesses, making it suitable for different stages of growth. It also supports multiple payment gateways, which allows customers from different regions to make secure transactions with thousands of plugins, strong SEO through WordPress, built in analytics, and no platform level transactions fees.
Limitations
Although, the core plugin is free, there are additional costs for hosting, premium themes and if additional plugins are required. Updates, security, and maintenance must be managed by users themselves and a steeper learning curve. Research and studies highlight that performance and security are the biggest concerns associated with WooCommerce [7].
[bookmark: _Toc227248967]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc227248968]Mind mapping and explain the benefits of using mind mapping in business operations
Mind Mapping can be defined as a visual technique that is used to organise information, concepts and ideas around a central topic using branches to connect them together. The approach was developed and popularised by Tony Buzan in the 1970s, where a non-linear approach represents how the brain naturally processes information, making it more effective than the traditional list making. It involves placing the main idea at the centre and then connecting related branches which spreads out. Each branch can be further expanded into subtopics, creating a more structured and easier to understand representation of complex information [8].
This therefore makes Mind Mapping well suited to business environments where large volumes of information must be processed quickly to make sense of complex issues, and sharing ideas with others. This makes it much easier to understand the bigger picture and how different parts of the project connect. Teams that used mind maps in planning change programmes were better placed in visualising how workstreams are connected, communicate strategy to various stakeholders, identify gaps or conflicts in their planning before they cause delivery problems. This makes it easier to organise work and ensure that nothing important is missed. Digital mind mapping tools such as Mind Meister, Canva and Xmind have made the technique more practical allowing collaboration of teams in real time, even when remote working [9].

Mind maps provide a number of benefits such as:
· Memory retention: Mind maps enhance memory retention since they use colours, images and structured layouts, help to recall information faster compared to traditional methods of note taking.
· Creativity: Mind maps are not restricted by a fixed structure. Teams can freely add more ideas, draw connections whilst exploring different possibilities without any pressure to retain a certain structure or format.
· Communication: It improves communication and teamwork. Teams can use mind maps during meetings to clearly present ideas, making discussions more engaging and easier to understand. This strengthens teamwork, which connects to the idea in your cover page about treating everyone equally to encourage diverse ideas.
· Productivity and decision-making:  It allows teams to brainstorm ideas more effectively, ensuring that no important concept is overlooked. Because information is presented visually, it becomes easier to identify relationships between ideas and detect patterns.
· Speaking and Leading: Mind maps help present information at a glance, avoiding hefty notes, and also helping in notes taking in or chairing a meeting without losing the contents of the discussion. 
· Complex information breakdown: Mind maps help to break down complicated topics by categorising them into smaller connected parts. Teams are therefore able to understand the full scope of a project and identify the relationships and interdependencies between them [10].
In summary, Mind mapping is a practical and powerful tool that provides flexibility in supporting clearer thinking, efficient planning and promotes effective teamwork. It helps businesses organise information, solve problems and communicate in the most simplistic visual and easy to understand way.

b. [bookmark: _Toc227248969]Create a mind map of contemporary software applications
The Mind map below was produced using MindMeister. It places the central topic in the middle “Contemporary Software Application” and branching out into different categories. It illustrates how contemporary software applications support the day-to-day business and organisation operations.

[image: ]

[bookmark: _Toc227248970]Task 3. Office Applications
0. [bookmark: _Toc227248971]Four office software solutions for business operations
[bookmark: _Toc227248972]MS Word

[image: File:Microsoft Office Word (2019–2025 ...] Microsoft Word is a widely used word processing application designed for creating, editing and formatting documents amongst other functions in education, business, and pubic services. It was first released in 1983 and it has significantly evolved as one of the most widely used tools as part of the Microsoft Office Suite and still remains a vital tool for creating documentation, report writing, letter drafting, preparing proposals and producing formal business communication [11].
Features
Microsoft Word comes with a comprehensive set of features that support effective document creation. Texts can be formatted by users using a wide range of fonts, colours, layout tools and AI which helps to auto correct spelling and grammar checking to improve accuracy and clarity. This can be done by selecting the editor feature in review in the top menu then click editor in the inspection section or accessed via clicking right on the word or phrase from the context menu. 
Another feature of word is the ability to track changes. This enables proofreading by recording changes made to the document. The tracking section alone contains features such as, Simple Markup – choosing how changes will be seen in the document. Reviewing Pane – displaying all changes made in the documents, Accept – agreeing and accepting the changes made or rejecting. It also helps users to create and produce consistent and professional documents without needing any special design skills. Additionally, Word integrates with other Microsoft Office applications, making it easy to import data from Excel or include presentations. Its accessibility and ease of use makes it essential for daily business tasks/activities. Endnotes and footnotes can be added to reference text, as well as adding links in the document when clicked will allow accessibility to a different location such as a web site or a file from the document. A mail merge can be created with a list of contacts to produce a merged document in the form of a letter, labels, envelopes, etc. Finally, there are also additional features like Security and Control Access, Management References and Citations Automatic [12] . 
Benefits
Microsoft Word is universally compatible. Documents can be read, shared and edited across all devices and operating systems due to the versatility that it provides whilst able to integrate with OneDrive, Outlook, Teams, and SharePoint.  No special training is required by users which helps businesses with little or no training costs involved allowing staff at all levels being able to produce and edit documents to a higher standard without the reliance of IT support for everyday tasks. The capability of word is largely unmatched.
Limitations
Word has its limitations despite its strong capabilities. Formatting that are complex can be difficult to manage, especially in long documents containing tables, images, or cross references. Large files may become slow or unstable as well as compatibility issues with documents created with older versions. The Standalone Office 2024 license does not include OneDrive cloud storage or Teams, restricting team collaboration and accessing files remotely. The cost involved in licencing can be quite challenging for smaller businesses.

[bookmark: _Toc227248973]MS PowerPoint

[image: Microsoft PowerPoint logo and symbol ...]Microsoft PowerPoint can be defined as a tool used to create visual presentations for meetings, training sessions and business. Users can combine images, text, charts, diagrams and multimedia into a structured slide format that supports clear communication. This is a widely used tool in business environment, education and for personal projects and mostly used for client pitches, presentations, project updates and training sessions. Visual presentation tools like PowerPoint can improve audience understanding and retention compared to communication via text only, making it one of the most valuable and effective tools for conveying complex information [13].
[bookmark: _Toc227248974]Features
PowerPoint has a wide variety of features that support effective presentation since its acquisition by Microsoft in 1987. Users can choose from templates and themes that are professionally designed, diagrams and image insertion, using SmartArt to convert lists into visual graphics. During presentations, animations and transitions help guide the audience through the topic that being presented, while the Presenter View allows the presenter to see notes and upcoming slides without being revealed to the audience. It integrates closely with Excel, allowing charts to update automatically when changes are made to the data. Also, there is a new feature that has been incorporated, Cameo and Recording Studio which supports hybrid and remote working by enabling users to appear on slides and record full presentations with video and voice over. The ability to integrate with Microsoft 365, allows the flexibility to store information on the OneDrive which can be accessed by various users remotely.
Benefits
PowerPoint is a tool that simplifies complex information through visuals. The ability to combine spoken information with relevant visuals improves audience engagement and memory, making presentations more effective and easier to follow. It’s easy to use, accessible to beginners while still offering more advanced tools to experienced users. Efficient workflow is supported due to its integration with Microsoft 365 allowing live presentations, shared as files, exported as PDFs, or recorded as videos. 
Overall, PowerPoint is a valuable communication tool in modern workplaces, especially where teams operate across different locations.


Limitations
Despite the huge benefits of PowerPoint, it does possess some limitations. There is an issue of over reliance on visuals where there is too much emphasis, the likelihood of the audience becoming distracted or missing essential information is high. Slides can become overcrowded with excessive information or text reducing audience engagement and making presentations harder to follow. PowerPoint doesn’t provide much flexibility in interaction during presentations as it’s designed primarily as a one-way tool. Technical glitches and compatibility issues may occur. The smooth delivery of presentations can be hindered by files that are corrupt, inconsistencies in formatting, or software compatibility challenges. It also relies heavily on the presenter’s ability to deliver effectively. In situations where a presenter lacks skills in speaking publicly, or failure to engage the audience may adversely impact effectiveness of the overall presentation. Although it is a versatile tool, it may not be suitable for large files containing videos or high-resolution images which may load slowly or difficult to share.
Overall, PowerPoint is essential for effective communication and decision-making in business environments [14].
[bookmark: _Toc227248975]MS Excel
[image: File:Microsoft Office Excel (2019–2025 ...]Microsoft Excel is one of the most important tools for working with numbers, data, and structured information. It is widely used for budgeting, forecasting, reporting, data analysis, and financial modelling. Excel’s flexibility allows it to support both simple and complex tasks, making it essential across industries. Excel is highly recommended for the use in businesses, personal projects and academic environments due to its powerful analytical capabilities and widespread adoption, particularly in roles that require data‑driven decision‑making [15].

Features
There is a wide range of features offered by Microsoft Excel that supports both basic and advanced data handling. Users are able to organise data into rows and columns in a grid format performing calculations using formulas and functions such as SUM, AVERAGE, VLOOKUP, XLOOKUP and IF Statements to analyse large data efficiently. Pivot tables are one of Excel’s most powerful features which helps to easily summarise, analyse and large volumes of data quickly without the need of any special code.  Trends and patterns in data can be visualised by using Pivot Charts. Excel also includes conditional formatting which allows users to specify conditions, referred to as rules, and data validation tools that helps to prevent errors. Updates introduced recently included Dynamic Arrays and new functions such as TEXTSPLIT and FILTER, improving efficiency when working with large datasets. Additionally, it has the capability to integrate with Microsoft Suite 365 and other external platforms, such as CRMs, Accounting software’s, Automation and Integration platforms and Data visualisation and Analytical tools [15]. 
Benefits
Excel is highly valued in business environments due to its, versatility, flexibility and analytical capabilities. Tasks like calculations, charts and data analysis are placed within the fingertips of users within a single platform. Customisation can be made through add – ins, macros and personalising functions to suit individual requirements enhancing its functionality. The ability to link formulas across multiple sheets supports accurate forecasting and scenario planning. Due to its capability of integrating with other platforms, it makes it easier to incorporate data into reports and presentations as well as supporting collaboration. It is a very user-friendly application with easy navigation interface taking into consideration all levels of expertise. Basic functions can be learned quickly without a detailed training for users which can prove cost effective for many organisations. 
Limitations
In as much as the great benefits that Excel provides, spreadsheets can be prone to human errors, especially in circumstances when formulas are not copied correctly or when more than one person is editing the same file. Handling large datasets may lead to performance issues and potential data loss or corruption. Version control can also be challenging when files are shared through email rather via cloud platforms. Finally, formulas that are complex maybe difficult for beginners to understand, requiring an in-depth training for users leading to high training costs and poorly designed spreadsheets can lead to inaccurate results. 
Excel remains one of the most valuable tools for analysing and managing business data despite its shortfalls.

[bookmark: _Toc227248976][image: Download Microsoft Access Logo in SVG ...]MS Access
Microsoft Access is a relational database management system designed for storing, organising, and managing structured data. It is commonly used by small and medium‑sized organisations that need a more robust solution than Excel but do not require a full enterprise‑level database. Access allows users to create databases without advanced programming knowledge, making it accessible to non‑technical staff who need to manage data efficiently. It is a widely used tool that remains practical for teaching and supporting database concepts in professional and educational settings  [16].
Features
Microsoft Access contains a number of features that support effective database management. Users have the flexibility to create tables to store data, which can be linked using relationships allowing users to manage complex datasets more effectively than in a spreadsheet ensuring data consistency and duplication reduction. Queries can be designed by users to search, sort, filter, combine and analyse specific information from a database without writing any SQL codes. Another important feature is the ability to create forms, which provide a user-friendly interface for entering, viewing and updating data reducing errors and making the database easier to use especially in situations where there are multiple users without technical knowledge. It also supports report writing allowing data to presented in a structured and professional format for analysis or decision making through macros and Visual Basic for Applications (VBA). Additionally, Access has a split database design which improves performance by storing data on a shared drive while allowing each user to run their own front-end interface and integrates seamlessly with other Microsoft 365 and other external applications such as Excel, Word, Oracle, MySQL, ActiveX Controls etc, when importing and exporting data.
Benefits
Access offers a variety of benefits for businesses that need a structured data management and a cost-effective database solution. One of its main benefits is, the ability to handle structured data effectively, reducing the risk of errors, making it an ideal tool for customer records management, inventory and internal business processes. It is relatively easy to use as compared to more advanced database systems. Database forms and reports can be built by users without needing deeper programming knowledge making it a suitable for small to medium sized businesses that may not have a dedicated IT team.
Limitations
Access had its own limitations despite its advantages. It is not suitable for larger organisations where large and complex databases are handled due to its size limit of 2GB, which can easily be reached quickly when handling significant amounts of data or attachments. Another limitation is the number of users who can access the database at a given time or simultaneously. Performance and stability issues may occur leading to potential data conflicts or inconsistencies when accessed concurrently. As it’s designed primarily for windows operating system, compatibility and portability issues may arise when integrating with other non-windows platforms.  It also has limited cloud support which maybe disadvantageous for larger organisations that rely on remote access [17]. 
Access remains a practical and valuable tool for small teams that need a structured and cost-effective database solution.
0. [bookmark: _Toc227248977]Practical demonstration of Two Office Features

[bookmark: _Toc227248978]Mail Merge
Mail Merge is a Microsoft Word feature that allows users to create multiple personalised documents such as letters, labels, emails or envelopes by combining a main document with a data source like Excel to automatically insert names and addresses.
Step 1: Create a Recipient list
[image: ]Open Microsoft Word and create a recipient list using tables


Step 2: How to Access and Start Mail Merge
Open Word 	Mailings               Start Mail Merge               Letters
[image: ]

Step 3: How to access the Recipient list
Open Word 	Select Recipients                Use an Existing  

[image: ]


Step 4: Accessing the Recipient list 
Open Word                Select folder location of Recipients               Double click to select 
 

[image: ]
Step 5: How to check if the Recipient list is correctly uploaded
[bookmark: _Hlk227075530]Open Word                Select Edit Recipient List                       
[image: ]

Step 6 – Create draft letter for Recipients
Open Microsoft Word                Type letter
[image: ]

Step 7: Generate corresponding letters for Recipients
Go to MS Word               Click Finish & Merge               Edit Individual Documents
[image: ]

Step 8: Send Emails
Open MS Word               Click Finish & Merge               Edit Individual Documents               Send emails
[image: ]
Step 9: Total number of emails to be sent out
[image: ]

[bookmark: _Toc227248979]If Statement
If statement is a logical function that is normally used in programming that allows one to make decisions based on specific conditions. This is normally used in Microsoft Word Mail Merge, Excel and other programming tools. It will test if an assumption is true or false, and then display a specific out based on the command or formula that was applied.
Step 1: Data Entry
Open MS Excel               Enter values (Student’s Name, Class Mark, Exam Mark, etc.)
[image: ]

Step 2: Show Formula used [=IF(E2>50,"Pass", "Fail")]
Open MS Excel              Click Show Formulas

[image: ]

[bookmark: _Toc227248980]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc227248981]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc227248982]MS Outlook
Microsoft Outlook is one of the most commonly used communication tools in modern organisations, mainly because it combines email, calendars, contacts and task management in one place. It can be defined as a professional communication tool and personal information management across businesses of all sizes.  As part of the Microsoft 365 suite, it helps employees manage their daily workload, organise meetings and keep communication clear across teams. Its familiar layout and range of features make it a standard tool in many workplaces, especially where structured communication is important.
Email is still the main feature of Outlook. Users are able to send and receive messages, organise them into folders and use categories or colours to manage their inbox more effectively. Another feature is the use of rules. It allows emails to be sorted automatically, flagged or forwarded without manual input. This can save time, especially in busy roles where a large number of emails are received each day. Additionally, the search function is another helpful feature, as it helps users to quickly find older messages, attachments or contact details without having to scroll through their entire inbox [18].
The calendar function is also a key aspect of Outlook. It allows users to schedule meetings, set reminders and check the availability of colleagues. The Scheduling Assistant makes it easier to arrange meetings with multiple people by showing when they are free or busy. This is especially useful in organisations where employees work across different departments or locations. Outlook also supports shared calendars and recurring meetings, which helps teams stay organised. Furthermore, its integration with Microsoft Teams allows users to join online meetings directly from calendar invites, making the process more convenient and seamless.
Outlook also includes contact and task management features. The Contacts section stores important details for colleagues and clients, which helps improve communication. The Tasks feature allows users to create to-do lists and set deadlines, helping them stay organised and manage their time more effectively. While these tools are quite simple, they are still useful for keeping everything in one place rather than relying on multiple applications.
Security is an important aspect of Outlook. It includes spam filters, phishing protection and encryption features to help protect users from cyber threats. When used with Microsoft 365, organisations can also apply additional security measures such as multi-factor authentication and data protection policies. These features are important for protecting sensitive business information [2].
However, Outlook does have some limitations. Performance can be slowed down by large mailboxes, and the interface can sometimes feel overwhelming for new users particularly who are used to traditional layouts. There may also be occasional syncing issues across devices. Despite this, Outlook remains a reliable and widely used tool that supports communication and organisation in the workplace. There is the likelihood of not being seamless as in the classic version leading to confusion for users. Finally, users may find certain features missing or not accessible in older versions and could carry high cost for the full version [18].
 
[bookmark: _Toc227248983]MS Teams
Microsoft Teams is a collaboration platform that has become widely used in modern organisations, particularly with the increase in remote and hybrid working. It provides a central space where employees can communicate, share files and work together in real time. As part of Microsoft 365, Teams connects with other tools such as, Outlook, OneDrive and SharePoint, making it easier for teams to stay organised and productive.
One of the main features of Teams is its chat function. Users can send instant messages, create group chats and share files quickly. This helps reduce the number of internal emails and allows for faster communication. Channels are used to organise conversations into specific topics, projects or departments, making it easier to keep discussions focused and simple to follow. This structure is especially useful in larger organisations where multiple teams are working at the same time.
Teams is also widely used for online meetings. It supports video calls, screen sharing, meeting recordings and live captions. These features make it suitable for a range of activities, including team meetings, training sessions and presentations. The integration with Outlook allows meetings to be scheduled easily and joined directly from calendar invites, which saves time and makes the process more efficient [19].
Another important feature is file sharing and collaboration. Teams allows users to upload, store and share documents within the platform. Because it connects with OneDrive and SharePoint, multiple users can work on the same file at the same time. This reduces confusion caused by different versions of documents and improves teamwork. Teams also supports integration with other apps, which allows organisations to customise the platform based on their requirements.
Teams also includes features that support wider communication, such as announcements, tagging and the ability to create private or public channels. Security is also an important part of the platform. Features such as encryption and multi-factor authentication help protect sensitive information, which is important for businesses handling confidential data.
However, Teams does have some disadvantages. It can use a lot of system resources, meaning it works best with a stable internet connection and modern devices. Some users may find it difficult to use at first because of the number of features available being complicated. There can also be issues with storage if files are not managed properly. In addition, organisations need to set permissions carefully to avoid accidental sharing of information. Cost associated with Teams are may be due to licensing and purchasing the full functionality. Customisation options can also be an issue as compared other collaboration software. Users are limited in how they can tailor their Teams interface and the ability to integrate with other third-party collaboration tools. [20].
Overall, Microsoft Teams is a powerful collaboration tool that supports communication, teamwork and file sharing in one place. It is especially useful for organisations that rely on remote or hybrid working.

b. [bookmark: _Toc227248984]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application
[bookmark: _Toc227248985]
MS Outlook
Step 1: Opening Microsoft Outlook
Click Start Menu            Select or type Outlook in the search bar
[image: ]

Step 2: Sign in to Outlook

[image: ]

Step 3: Signed in to Outlook
This section contains activities such as the inbox where all emails received are initially stored until deleted or moved into a grouped folder. Junk email where automatically the system detects a spam email received. Drafts stores emails that have been written but yet to be sent out. Deleted folder is where all deleted emails are kept which allows users to retrieve email if they delete messages accidentally. Sent email folder enables users to confirm if they have sent an email already.
[image: ]

Step 4: Compose a new email
Click new Email in the left top corner            Blank email window 

[image: ]         [image: ]

Step 5: Add recipients
To-main recipient            CC-add anyone who requires visibility            BCC- hide recipients if required            Add a subject            Compose email            Attach a file if required             Send email if no further actions required             Choose level importance if required

[image: ]
Step 6: Check sent email
Click sent Items
[image: ]

[bookmark: _Toc227248986]Ms Teams
Step 1: Open MS Teams
Click Start Menu            Select or type Teams in the search bar            Click Microsoft Teams
[image: ]














Step 2: How to use MS chat

Click chat             Type name or email of person            Attach a file if required            Type message in the message box and hit sent or enter
[image: ]









Step 4: Schedule a meeting/Can be done either through out look or teams. 
Open Outlook             Click calendar             New event            Add title            Add attendees            Select meeting dates and time/one off or series            Add a message or meeting agenda            Attach a file or document if necessary
[image: ]









Step 5: Join a meeting/ either via Outlook or Teams
Click Calendar            Go date of meeting and click on the schedule meeting            Join or can edit for an error or newly proposed date/cancel
[image: ]









Step 6: Join call
Click join            Choose background/Camera off or off/Mute mike/Raise hand for attention/Share screen with participants/chat            End call
[image: ]

[bookmark: _Toc227248987]Conclusion
This assignment has looked at a range of contemporary digital tools that supports modern business environments, including e-commerce platforms, mind mapping tools and their benefits, office application tools, communication and collaboration platforms. 
Each technology plays a different but important role in helping organisations work more efficiently and stay competitive in an increasingly digital environment.
Task 1 Showed that WooCommerce and Wix both offer strong options for businesses wanting to build an online presence, but in different ways. WooCommerce provides more flexibility and room to grow, which suits businesses with technical skills or long‑term plans. Wix, by contrast, gives smaller businesses and beginners a quick and simple way to get online without needing any specialist knowledge. Together, they highlight the wider advantages of e‑commerce, such as greater reach, convenience and reduced operating costs.
Task 2 Demonstrated how mind mapping can support clearer thinking and better teamwork. The visual mind map helped show how different software applications fit into the wider technology landscape, making it easier to understand how they connect and support business activities.
Task 3 Examined four key Microsoft Office applications—Word, PowerPoint, Excel and Access—and how each one contributes to everyday business tasks. While they all offer valuable features and benefits, the analysis also showed that organisations need to be aware of limitations such as training needs, scalability issues and the potential for human error.
Task 4 Highlighted the importance of communication and collaboration tools in today’s workplace and personal use. Microsoft Outlook and Microsoft Teams together provide a strong foundation for managing emails, meetings, teamwork and remote communication. As hybrid working continues to grow, these tools are likely to remain essential for keeping teams connected and productive.
In conclusion, this assignment has demonstrated that choosing and using the right software tools can make a huge difference to how a business operates efficiently and effectively. When used well, these technologies support better communication, stronger teamwork and long‑term organisational success in a fast‑moving digital economy.
[bookmark: _Toc227248988]
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