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[bookmark: _Toc1241267436]TASK 1: TWO E-COMMERCE WEBSITE BUILDERS/SOFTWARE SOLUTIONS 
 
E-Commerce website builders enable businesses to create, operate and manage online stores without having advanced programming skills. These platforms provide tools for website design, product management, secure payment processing, tracking, marketing and customer engagement. Two of the contemporary e-Commerce website builders are Wix and Webador, these two are designed to help individuals and small businesses establish an online presence quickly and cost-effectively.
 
· Wix
 
Wix according to [1] is a cloud-based website builder that allows users to create professional websites using a drag-and-drop editor. It includes built-in e-Commerce functionality, making it suitable for small and medium-sized businesses that want to sell products or services online. Wix offers a range of customisable templates, secure web hosting, and 
 payment options.
 
One of its main advantages is its ease of use. Users do not need coding knowledge to build and manage an online store. The platform also includes built-in hosting, SSL (secure sockets layer) security, automatic updates, and customer support, reducing the need for technical maintenance. Wix integrates with multiple payment providers, social media platforms, and marketing tools, enabling businesses to reach customers across different channels.
 
Notable features of Wix include a drag-and-drop website editor, inventory management, mobile-responsive templates, order tracking, abandoned cart recovery, SEO tools (search engine optimization), analytics dashboard and email marketing integration. The platform also provides an App Market where users can add additional functionality such as booking systems, live chat and customer reviews.
 
However, even with all these benefits, Wix has some limitations. Advanced customisation options are more restricted than open-source platforms, making it less suitable for highly complex online stores. Businesses must also subscribe to an e-Commerce pricing plan to access online selling features, and larger stores may find the platform less scalable than enterprise-level solutions.



 
· Webador
 
Webador [2] is designed for individuals, start-ups, and small businesses that require a simple and affordable way to build an online store. The platform focuses on ease of use, allowing users to create websites within a short period using ready-made templates and a straightforward editing interface.
 
One of its key advantages is its simplicity. The platform enables users with no technical experience to build and publish an online shop quickly. Hosting, SSL certificates, and website security are included within the subscription, reducing technical responsibilities. It also supports digital and physical product sales, making it suitable for a wide range of small businesses.
 
Notable features include responsive website templates, unlimited product listings on higher-tier plans, payment integration with providers such as PayPal and Stripe, SEO settings, blogging functionality, contact forms, and basic analytics. The platform also allows businesses to manage orders and customise their website with images, videos, and social media links.
 
However, Webador has several limitations. Compared to larger platforms such as Wix or Shopify, it offers fewer advanced e-Commerce features and third-party integrations. The design flexibility is more limited, and businesses with complex inventory requirements or international sales may outgrow the platform as their operations expand.
 
In conclusion both Wix and Webador provide effective solutions for businesses looking to establish an online presence with minimal technical knowledge. Wix offers a wider range of advanced features, integrations, and marketing tools, making it suitable for growing businesses. In contrast, Webador focuses on simplicity, affordability, and ease of use, making it an excellent choice for freelancers, small businesses, and entrepreneurs launching their first online store [3].
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[bookmark: _Toc320873049]2A:  Mind Mapping and Its Benefits in Business Operations
 
A mind map is a visual diagram that organizes information around a central topic using branches to show related ideas and concepts. Developed and popularized by Tony Buzan, mind mapping helps users structure information in a logical and creative way, making it easier to understand relationships between ideas. Businesses use mind maps for planning, brainstorming, project management, decision-making, and problem-solving because they provide a clear overview of complex information [4].
 
One of the key benefits of mind mapping is that it improves organization and planning. Business teams can break large projects into smaller, manageable tasks and identify the relationships between different activities. This helps managers allocate resources effectively and monitor project progress.
 
Mind mapping also enhances effective communication and collaboration. During meetings, teams can use a mind map to capture ideas, assign responsibilities, and ensure everyone understands project objectives. The visual format makes information easier to explain than long written documents.
 
Another important benefit is improved creativity and problem-solving. By displaying ideas visually, mind maps encourage brainstorming and help users identify new opportunities or solutions. Businesses often use mind mapping when developing marketing strategies, designing products, or improving customer services.
 
Finally, mind maps support decision-making by allowing managers to compare different options and understand how business functions are connected. This enables organizations to make informed decisions based on a structured overview of available information.
 
 
 
 
 
 
 
 
[bookmark: _Toc1057468459]2B: Mind Map of Contemporary Software Applications Used to Support Business Operations
      [image: ]                   
Fig 1: Mind Map of contemporary software applications used to support business applications, created by Vivian Nnadozie
 
 Explanation of the Mind Map
 
The mind map above illustrates how different software applications support the daily operations of a business. Wix and Webador are placed under Website Builders because they allow businesses to create websites and online stores without coding. Wix offers advanced e-commerce features, marketing tools, and app integrations, while Webador provides a simpler, user-friendly platform for small businesses and start-ups.
 
The Communication branch includes applications such as Microsoft Teams, Zoom, and Slack, which support meetings, messaging, and collaboration between employees. The Productivity branch highlights software used for document creation, project management, and teamwork, including Microsoft 365, Google Workspace, and Trello.
 
The Marketing section contains tools that help businesses promote products and services through email campaigns, graphic design, and online advertising. The Finance branch includes accounting software for managing invoices, payroll, and financial reporting. Finally, Customer Management applications help businesses manage customer relationships, sales, and support services.
 
Overall, the mind map demonstrates that modern organizations rely on a combination of software applications to improve efficiency, communication, customer service, and business growth.
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Introduction
 
Office software applications are essential tools that support the daily operations of modern businesses. They enable organizations to create professional documents, analyze business data, present information effectively, and manage large amounts of information efficiently. The Microsoft Office suite is one of the most widely used software packages in businesses worldwide because it offers integrated applications that improve productivity, communication, and decision-making. Four of the most used applications are Microsoft Word, Microsoft PowerPoint, Microsoft Excel, and Microsoft Access. Each application performs a different business function while working together to improve organizational efficiency [5].
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Fig 2: Microsoft Word logo


Description
 
Microsoft Word is a word processing application used to create, edit, format, and print professional documents. Businesses use Word for producing reports, business letters, contracts, invoices, meeting minutes, policies, manuals, and other official documents. It provides numerous formatting tools that allow users to create visually appealing and professional documents [6].
 
Major Features
 
· Some of the main features include:
· Professional document templates
· Spell check and grammar checking
· AutoCorrect and AutoSave
· Tables and charts
· SmartArt and WordArt
· Headers and footers
· Mail Merge
· Track Changes
· Comments for collaboration
· PDF export
· Cloud storage using OneDrive
 
The Mail Merge feature allows businesses to create personalized letters, invoices, and certificates for multiple customers using information stored in Excel or Access databases.
The Track Changes feature enables several employees to review and edit the same document while keeping a record of all modifications.
Cloud storage using OneDrive allows users to securely store, access, synchronize, and share documents across multiple devices, enabling real-time collaboration, automatic backups, and convenient remote access from virtually anywhere.
Headers and footers allow users to add consistent information, such as page numbers, document titles, dates, company logos, and author names, to every page automatically.
SmartArt and WordArt enable users to create visually appealing diagrams, process flows, and decorative text, enhancing document presentation, improving readability, and communicating information more effectively.
To explain a few
 
 
Benefits
 
Microsoft Word offers several advantages for businesses.
Microsoft Words enables employees to produce professional documents quickly using templates and formatting tools.
Collaboration among team members is improved because users can edit documents simultaneously using Microsoft 365.
Word also improves communication through its spelling, grammar, and accessibility checking tools, reducing errors in business documents.
It integrates with Excel, Outlook, Teams, and SharePoint, allowing businesses to share documents efficiently across departments.
It also supports many file formats including PDF, making document sharing much easier [8].
 
 
 
Limitations
 
Microsoft Word has some limitations, despite its numerous advantages
Large documents containing many graphics can become slow to edit.
Advanced formatting may become inconsistent when documents are opened using different word processing software.
Some advanced collaboration and cloud features require a Microsoft 365 subscription.
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Fig 3: An Excel spreadsheet with charts.
 
Description
 
Microsoft Excel [7] is a spreadsheet application used to organize, calculate, analyze, and visualize numerical information. It is one of the most important business applications because organizations rely heavily on data to support decision-making. Businesses use Excel for: budgets, financial reports, sales analysis, payroll, forecasting, inventory management, business performance analysis etc
 
Excel contains many powerful features including:
 
· Formulas and functions
· Charts and graphs
· PivotTables
· Conditional formatting
· Data validation
· Filters and sorting
· What-If Analysis
· Macros
· Power Query
· Data visualization dashboards
 
Formulas and functions enable users to perform automatic calculations, analyze data accurately, simplify complex mathematical operations, reduce manual errors, and improve efficiency in business decision-making processes. Functions such as SUM, AVERAGE, IF, COUNTIF, VLOOKUP, and XLOOKUP automate calculations and reduce manual work.
Pivot Tables enable users to summarize, organize, and analyze large datasets quickly by grouping information, identifying trends, comparing results, and generating meaningful reports for business decisions.
Data visualization dashboards is a powerful tool that displays key data using charts, graphs, and tables, helping users monitor performance, identify trends, make informed decisions, and communicate insights effectively.
Conditional formatting highlights important trends, such as low stock levels or poor sales performance.
Data validation ensures that data is accurate, complete, and consistent by checking entries against predefined rules, reducing errors, improving quality, and supporting reliable analysis.
Charts help managers understand business performance visually.
 
Benefits
 
Excel improves business productivity because calculations are completed automatically.
Businesses can analyze large datasets quickly, reducing decision-making time.
The software improves accuracy by minimizing manual calculations.
Dashboards and charts make complex information easier to understand.
Excel integrates with Power BI, Word, Access, Outlook, and many accounting systems.
It is widely recognized, making it easier for employees to share spreadsheets between organizations.
 
 
Limitations
 
Although Excel is a powerful with loads of advantages, it still has several disadvantages, which are highlighted below;
 
Very large datasets can reduce performance.
Human errors can occur if formulas are entered incorrectly.
Complex spreadsheets have become difficult to maintain.
Excel is less suitable than databases for storing very large amounts of business information.
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 Fig 4: Microsoft power point logo 

 
Description
 
Microsoft PowerPoint [8] is a presentation software application used to create professional slideshows for business, education, and personal use. It allows users to combine text, images, charts, videos, animations, and transitions to communicate information effectively. PowerPoint also supports collaboration, presenter notes, templates, and multimedia features for engaging presentations. Businesses use PowerPoint during meetings, employee training, sales presentations, conferences, and project updates.
PowerPoint combines text, graphics, videos, animations, and charts to make presentations engaging.
 
 
 
Major Features
 
· Professional presentation templates
· Themes and slide layouts
· SmartArt diagrams
· Charts
· Images and icons
· Video and audio integration
· Animations
· Slide transitions
· Presenter View
· Screen recording
· Real-time collaboration
 
Professional presentation templates provide pre-designed layouts, themes, and formatting, enabling users to create visually appealing, consistent, and organized presentations quickly while maintaining a professional appearance.
Themes and slide layouts provide consistent colors, fonts, backgrounds, and content arrangements, helping create professional, visually appealing presentations while ensuring clarity, organization, and branding consistency.
Images and icons enhance presentations by illustrating ideas, improving visual appeal, supporting audience understanding, increasing engagement, and communicating information clearly with minimal text.
Video and audio integration allows users to embed multimedia into presentations, enhance engagement, explain concepts clearly, support storytelling, and create interactive, professional presentations.
Presenter View allows presenters to see speaker notes, slide previews, timers, and navigation tools while the audience views only the presentation slides.
Real-time collaboration enables multiple users to edit, review, and comment on presentations simultaneously, improving teamwork, productivity, communication, and document accuracy from any location.
 
Benefits
 
PowerPoint makes information easier to understand through visual communication.
It improves audience engagement using multimedia.
Businesses can explain complex topics using diagrams and charts rather than lengthy reports.
Collaboration tools allow teams to work together remotely.
Presentations can be exported as PDFs or videos for wider distribution.
PowerPoint also integrates seamlessly with Excel charts and Word documents.
 
Limitations
 
Presentations containing excessive animations may distract the audience.
Poor slide design can reduce communication effectiveness.
PowerPoint should support presentations rather than replace the speaker.
Very large multimedia files may increase presentation size and loading times.
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 Fig 5: Microsoft Access logo

Description
Microsoft Access [9] is a relational database management system (RDBM) used to create, store, organize, and manage large amounts of data. It enables users to build tables, forms, queries, and reports while supporting data analysis, automation, and relationships between datasets. Access is widely used for business, education, and administrative database applications. Businesses commonly use Access for: Customer databases, employee records, inventory systems, booking systems, Supplier information, asset management, etc.
Unlike Excel, Access stores information across multiple related tables, reducing duplication and improving data integrity.
 
Major Features
 
· Relational databases
· Tables
· Queries
· Forms
· Reports
· Relationships
· Primary and foreign keys
· Macros
· SQL support
· Import and export tools

A relational database is a type of database that stores information in related tables made up of rows and columns. Relationships between tables are created using keys, allowing data to be organized efficiently, reducing duplication, improving accuracy, and making it easier to search, update, manage, and analyze information.
Queries retrieve, filter, sort, and analyze specific data from a database, enabling users to answer questions, generate reports, and make informed decisions efficiently. It also enables businesses to search and analyze information quickly.
Forms provide a user-friendly interface for entering, editing, and viewing database records, improving accuracy, simplifying data entry, and reducing input errors efficiently. 
Reports organize and present database information in a clear, structured format, making it easier to analyze data, print records, share findings, support decision-making, and automatically generate professional summaries.
Relationships ensure data remains accurate by linking related tables.
 
Benefits
 
Access stores large quantities of business information efficiently.
It reduces duplicate data through database normalization.
Businesses can retrieve information rapidly using queries.
Reports can be generated automatically.
Security permissions help protect confidential information.
Access integrates with Excel and Word, allowing reports and mail merges to be created easily.
 
Limitations
 
Microsoft Access is designed primarily for small and medium-sized organizations.
Large organizations often require enterprise database systems such as SQL Server or Oracle.
The software has a learning curve because users must understand database concepts such as tables, relationships, and queries.
It is less suitable for large numbers of simultaneous users.
 






Comparison of the Four Applications
 
	APPLICATION
	PRIMARY PURPOSE
	MAJOR BUSINESS USE

	Microsoft Word
	Document creation
	Report, letters, policies, contracts etc

	Microsoft Excel
	Data analysis Budgets
	Financial analysis, forecasting

	Microsoft PowerPoint
	Presentation, Meeting
	Training, Marketing

	Microsoft Access
	Database management
	Customer records, Inventory, employee database


Table 1: Comparison of the four applications
 
Although each application has a different purpose, together they create an integrated business solution. For example:
Word can import Excel charts into reports.
Excel can analyze data stored in Access databases.
PowerPoint can display Excel charts during presentations.
Access can provide customer data for Word Mail Merge.
This integration improves workflow and productivity across organizations.
 
In conclusion, Microsoft Word, Excel, PowerPoint, and Access each play an important role in supporting business operations. Word enables organizations to produce professional documents and improve communication. Excel provides powerful tools for analyzing financial and operational data, helping managers make informed decisions. PowerPoint allows businesses to present information clearly and professionally, making meetings and training sessions more effective. Access provides secure and structured data management for customer records, inventory, and other business information.[5]
 
When used together, these applications create a comprehensive office software solution that improves productivity, collaboration, decision-making, and information management. Despite some limitations, Microsoft Office remains one of the most widely adopted software suites because of its integration, reliability, and extensive functionality.
 


 
 
 
 
[bookmark: _Toc602067921]IF function – Features testing
Overview
The IF function is a logical feature used in spreadsheet applications such as Microsoft Excel to test whether a condition is true or false. It returns one value if the condition is true and a different value if it is false. The IF function helps users automate calculations, classify data, make decisions, identify errors, and simplify complex tasks. It is widely used for grading, budgeting, reporting, and data analysis.
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Fig 6: A screen shot showing calculating the total Revenue for the IF function
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Fig 7: A screen shot, using the IF function to find the performance of the sales personnels 
 
 

[bookmark: _Toc333383689]Pivot Table – Feature Testing
Overview
A Pivot Table is a powerful feature in Microsoft Excel that summarizes, organises, and analyses large datasets. It allows users to group, filter, sort, and calculate information quickly, making it easier to identify trends, compare values, generate reports, and support informed decision-making without changing the original
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Fig 8: A screenshot of Excel sheet to use for the pivot table
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Fig 9: A screenshot of the generating summary table showing total Revenue per salesperson using pivot table function.
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Fig 10: A screen shot showing the unit price sorted from largest to the smallest
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Fig 11: A screen shot showing a capturing bar chart created using the pivot table function for sum of total revenue against salesperson.
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Introduction
 
Modern businesses rely heavily on digital technologies to improve communication, teamwork, and productivity. As organizations increasingly adopt remote and hybrid working models, communication and collaboration applications have become essential tools for connecting employees, customers, and business partners. These applications enable staff to communicate instantly, share files securely, conduct virtual meetings, and collaborate on projects regardless of their physical location. This report analyses one contemporary communication application, Microsoft Teams, and one online collaboration application, Google Workspace, highlighting their key features, benefits, and business applications. [10],[11].
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Overview

[image: ][image: ][image: ]Fig 12: Microsoft Team Images

Microsoft Teams is a cloud-based communication platform developed by Microsoft and included within Microsoft 365. Since its launch, it has become one of the most widely used communication tools in businesses, educational institutions, and government organizations. Microsoft Teams combines instant messaging, voice and video calling, online meetings, file sharing, and application integration into a single platform. This enables employees to communicate efficiently while reducing reliance on multiple communication systems.
 
The platform supports desktop computers, laptops, tablets, and smartphones, allowing employees to stay connected wherever they work. It has become particularly important in supporting remote and hybrid working environments.[11]

Key Features
Instant Messaging
Microsoft Teams provides real-time one-to-one and group messaging. Employees can quickly exchange information, ask questions, and receive immediate responses without relying on lengthy email conversations.
Microsoft Outlook (emails)
Microsoft Outlook is an email and personal information management application used for sending and receiving emails, managing calendars, scheduling meetings, organizing contacts, and tracking tasks. It integrates with Microsoft 365, improving communication, collaboration, and productivity for businesses, educational institutions, and individual users across multiple devices.
Audio and Video Conferencing
Teams support high-definition video meetings for individuals and large groups. Users can schedule meetings, invite participants, record sessions, and share meeting recordings with colleagues.
Screen Sharing
Employees can present documents, demonstrate software, or provide technical support by sharing their computer screen during meetings. This feature improves communication during training sessions and business presentations.
File Sharing and Document Collaboration
Teams integrates with Microsoft OneDrive and SharePoint, allowing users to upload, edit, and share documents securely. Multiple employees can work on the same document simultaneously without creating duplicate versions.



Integration with Microsoft 365
Microsoft Teams connects directly with applications including Microsoft Word, Excel, PowerPoint, Outlook, Planner, and OneNote. This integration creates a central workspace where employees can access both communication and productivity tools.
 
Security
Microsoft Teams includes enterprise-grade security features such as multi-factor authentication, encrypted communications, secure file storage, and compliance with international data protection standards.
 
Business Benefits 
· Improves internal communication.
· Supports remote and hybrid working.
· Reduces travel and meeting costs.
· Enables faster decision-making.
· Enhance teamwork through integrated collaboration.
· Improves document security.
· Increases employee productivity.
Many multinational organizations now rely on Microsoft Teams as their primary communication platform because it combines Meeting, messaging and document management within one secure environment. [12]
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Overview
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Fig 13: Google workspace images

Google Workspace is Google's cloud-based productivity and collaboration platform. It includes applications such as Google Docs, Google Sheets, Google Slides, Google Drive, Gmail, Google Meet, and Google Calendar. The platform enables employees to create, edit, store, and share documents while collaborating with colleagues in real time.
 
Unlike traditional office software installed on individual computers, Google Workspace stores documents in the cloud, allowing authorized users to access files from any internet-connected device.[11]
 
Key Features
Real-Time Collaboration
One of Google Workspace's most important features is simultaneous editing. Multiple users can work on the same document, spreadsheet, or presentation at the same time while seeing each other's changes instantly.
 
Cloud Storage
Google Drive securely stores documents online, reducing the need for local storage and making files accessible from anywhere.
 
Version History
Every document automatically saves changes and records previous versions. Users can review editing history and restore earlier versions if required.
 
Google Meet Integration
Google Workspace includes Google Meet, enabling secure video conferencing, online presentations, and virtual meetings without requiring additional software.
File Sharing
Users can easily share documents by sending links and assigning permission levels such as Viewer, Commenter, or Editor. This improves document security while enabling collaboration.
 
Cross-Platform Compatibility
Google Workspace operates through web browsers and mobile applications, allowing employees using Windows, macOS, Android, or iOS devices to collaborate effectively.
 

Benefits for Businesses
· Enables employees to collaborate from different locations.
· Eliminates multiple versions of documents.
· Improve teamwork through simultaneous editing.
· Reduces software installation requirements.
· Supports remote and flexible working.
· Automatically saves work to prevent data loss.
· Improves project management through shared calendars and cloud storage.
Many organisations choose Google Workspace because of its affordability, simplicity, and accessibility for businesses of all sizes.

 
Comparison of Microsoft Teams and Google Workspace
Although both applications improve workplace productivity, they focus on different aspects of business operations.
Microsoft Teams is primarily designed as a communication platform. Its strengths include instant messaging, video conferencing, online meetings, and integration with Microsoft 365 applications. Businesses often use Teams as their central communication hub where employees exchange messages, hold meetings, and manage project discussions.
Google Workspace focuses more on online collaboration and document creation. Its greatest advantage is allowing multiple users to edit documents simultaneously while automatically saving every change. Google Drive also provides reliable cloud storage and secure document sharing.
Many organizations successfully use both platforms together. For example, employees may communicate through Microsoft Teams while collaborating shared documents stored within Google Workspace or Microsoft 365.
 
Conclusion
Digital communication and collaboration tools have become essential components of modern business operations. Microsoft Teams improves organizational communication by combining messaging, meetings, file sharing, and Microsoft 365 integration into one secure platform. Google Workspace enhances collaboration through cloud-based document editing, secure storage, and real-time teamwork across multiple devices.
 
Both applications increase employee productivity, support remote and hybrid working, improve communication, and enable organizations to operate more efficiently in today's digital workplace. Selecting the most appropriate platform depends on an organization's size, existing technology infrastructure, and collaboration requirements. Many businesses continue to adopt these technologies because they improve efficiency, reduce operational costs, and support flexible working practices. [11],[12]
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Fig 14: A screenshot of my customized signature 
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 Fid 15: Screenshot of an email send to one person while Cc two persons and Bcc two persons
Using customized signature and sending emails to group of people at the same time as a communication tool
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Fig 16: A screenshot of a scheduled meeting with my team members using Microsoft team


Using Microsoft team as a collaborative tool to Schedule a meeting with my team members, the meeting was schedule to hold from 9:30am to 10:00am on 16th of July 2026
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