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[bookmark: _Toc232436425]Introduction
 E-commerce website builders provide businesses with tools to make online stores without needing for any coding knowledge. This task looks at two contemporary platforms: Wix and Shopify. It will cover their main functions, benefits, limitations, and which types of businesses they are suitable for. After that I explain how mind mapping can be used in business. This is a demonstration of how visual thinking can assist in planning and decision making. The report then examines key Microsoft Office programs such as Word, PowerPoint, Excel, and Access which are very useful for businesses. Mail Merge and IF functions are also mentioned and shown in screenshots, demonstrating how powerful these tools are in today’s world. At the end of this report, I examine the modern communication and collaboration tools like Microsoft Outlook and Teams, which allow people to work together without being in the same location.



[bookmark: _Toc232436426]Task 1. e-Commerce Website builders/software solutions
[bookmark: _Toc232436427]1.1 Wix
 Wix is a website builder that lets people design websites using a simple drag-and-drop system. The main benefit of Wix is that it is very easy to use, which helps small business owners with no technical background to create a professional website quickly. I used Wix to create my E-Portfolio for my Learning in Digital Era assignment, and I found it easy and helpful [1].
 Wix offers many templates, Wix Payment and third-party apps for marketing and customer management. However, one limitation is that it has higher transaction fees and weaker stock management compared to platforms designed specifically for selling online. This means Wix is better for small businesses or beginners, but not ideal for larger companies with big inventories [2]. 
Wix has also added AI tools that helps with text creations and website design. The Wix Marketplace allows users to outsource parts of their website, connecting them with professionals who specialise in logo design, blog content, and more. 
Another advantage is Wix’s mobile optimisation, which automatically adjusts websites to work well on smartphones and tablets. It also provides built‑in SEO tools to help websites appear higher in search engine results, making it easier for customers to find a business online. Wix includes website analytics so business owners can track visitor numbers, customer behaviour, and sales performance [2].
In conclusion, Wix is an excellent website builder for beginners because it is easy to use and offers many useful features. When I created my e‑portfolio, it was my first time using the platform, and I was able to design my website in less than an hour without paying anything. Overall, I would recommend Wix for students and small businesses looking for an affordable website builder [2].

Here is screenshot of my E-Portfolio created using Wix 

[image: The image displays a web page interface with a user interface for a digital portfolio platform, featuring sections for tasks, customization options, and communication features.

AI-generated content may be incorrect.]
[image: The image displays a user interface of a digital portfolio platform, featuring various tools for adding elements, customizing layouts, and managing content.

AI-generated content may be incorrect.]



[bookmark: _Toc232436428][image: Shoppy

AI-generated content may be incorrect.]1.2 Shopify 
Shopify is a website builder that helps businesses set up an online store and run their marketing without needing to code [3]. It became popular because it’s really easy to use and affordable, especially for small businesses starting out. Another reason people use Shopify is that it grows with you, and you can add tools for payment, shipping, and tracking customers as your business gets bigger. This means businesses don’t have to rebuild their website later, which saves time and money [3].

Shopify was founded in 2006 in Canada, and today it’s used by some of the biggest businesses in the world. For example,” Gymshark, the gymwear and equipment brand, is worth $500 million and built its business on Shopify. Another well- known brand is SKIMS, Kim Kardashian’s famous shapewear company, it was built on Shopify Plus from day one [4].
Although Shopify provides a simple and accessible way to create an online business, this simplicity also has its limitations. As a business becomes more complex, it may require better technical knowledge and additional resources such as Shopify apps, custom development, or Shopify Plus, these can all cost more money. Despite these limitations, the wide range of businesses using Shopify demonstrates the platform’s flexibility and ability to support companies of different sizes [3].
Shopify allows entrepreneurs to create value while using fewer resources. Researchers describe this as a “lean success” model, where value created per employee and the cash-on-cash return for investors, put startups created by Shopify meeting the same standards as their e-commerce peers [3].

[bookmark: _Toc232436429]Task 2. Mind-map of contemporary software applications
[bookmark: _Toc232436430]2.1 Describe mind mapping and explain the benefits of using mind mapping

[image: The image depicts a circular arrangement of various interconnected symbols representing different concepts, such as communication tools, ideas, and creative elements.

AI-generated content may be incorrect.]Mind mapping is a way of organising ideas visually. Instead of writing in long paragraphs, a mind map puts the main topic in the centre and then adds branches with related ideas, keywords, and images around it. It looks like the diagram in the logo I provided with circles and lines connecting everything [5].

Using mind mapping has a lot of benefits. Firstly, it helps individuals or groups to brainstorm faster and more effectively because all ideas can be seen in one place which allows clarity when extracting points to discuss. Second, it makes information easier to remember because of the colors, shapes, and pictures helps the brain connect ideas. Third, it saves time when planning projects or assignments because topics can be broken down from big ones into smaller parts quickly [5]. Finally, mind mapping makes it easier to see connections between ideas, so that a topic can be understood better and developed more creatively. [5]. 
Mind mapping also improves problem-solving and decision-making skills by visually displaying problems and possible solutions [6].

Mind maps can also be adapted to a wide range of business applications. As a visual tool they can aid with the communication of complex ideas to teams, they can also be used to solve business problems, develop organisational charts and many more [6]. 
Planning sessions are more enjoyable because everyone has their own input into the mind map leading to excitement within the group as everyone feels like they are “ ON board ” giving a sense that everyone knows where they stand and knowing what’s coming up next. This helps the group to all move in the same direction leading to a increase in positive results. Recent research shows that when using mind mapping strategies, productivity within businesses increases by at least 20% [7].

Mind mapping software’s assists in the early identification of highlighted problems, this leads to finding solutions in marketing businesses before launching an idea by having good control of a problem marketing managers are able to locate and correct weak spots, at the same time as finding strengths that may be applied throughout the marketing program such as a new company direction or a mission statement [7].
With this in mind, mind maps can also be messy, especially when using pen and paper, mind maps are not ideal for complex plans. When too many branches are added, the mind map can become harder to follow, that’s why we have platforms such as MindMeister that allow for simple and clear outputs that can be presented to businesses, specially when trying to present an idea so that the reviewer can have a clear idea of how elements link together making it an easier option for investor pitches [7].
Overall, mind mapping is useful for students and businesses because it turns information that can be seen as complicated or messy into information that is simple, exciting and clear [6].
 









[bookmark: _Toc232436431]2.2 Create a mind map of contemporary software applications

[image: The diagram is a visual representation of various software and tools, categorized into different sections such as accounting, project management, analytics, and others.

AI-generated content may be incorrect.]

Mind map of Contemporary Software Applications created using MindMeister 



[bookmark: _Toc232436432][bookmark: _Toc232436433]Task 3. Office Applications
3.1 Four office software solutions for business operations
[bookmark: _Toc232436434]Ms Word
[image: The image depicts a Windows operating system interface, featuring a prominent blue sidebar and a central desktop environment.

AI-generated content may be incorrect.]  MS Word is part of the Microsoft Office suite, which has been deployed in millions of businesses worldwide since its introduction in 1983. The software is designed to assist people with creating, editing, formatting and printing professional documents. This has made it staple for people who use computers at work nowadays [8].

Key Features

Microsoft Word includes many tools that let you do more than just create text for documents. For example, some options allow users to create and format documents with various fonts, colours, and styles, making it easier to produce documents that appear professional. One of word’s advantages is that the application can use templates, allowing companies to ensure that all letters, memos and other business correspondence look alike [8]. 

Word’s features for working together have enabled teams to collaborate much more efficiently. Multiple users are allowed to work on the document at the same time using real time co-authoring. Word is also formatting with other Microsoft Office applications, such as Excel and PowerPoint, allowing users to insert charts, tables, or data into their documents. Mail merge could be particularly beneficial for companies as it can be automatically send personalised documents to a large number of people, based on data and template merging. This smooths the way for communication assignments and saves you a lot of time [8].

Advantages 

Microsoft Word is user friendly for anyone, and many people use it, it works with a lot of platforms and businesses [8]. Additionally, with Word’s integration with OneDrive, users can store files in the cloud, a handy feature in this work from anywhere in the world. The software is also a timesaver when it comes to making documents , as you have features such as spell check, grammar checker and pre-made templates [9]. Word is also environmentally conscious by saving on using so much paper in daily business tasks such as archiving and letters [9]. 


Limitation 

Microsoft Word has some definite advantages, but some of its features are disconnecting. Sharing documents across different versions of Word may lead to formatting issues as they are incompatible. While the software’s collaboration tools functions adequately, many users perceive to be less robust than those of competitors such as Google Docs, which makes it more challenging for people to work together in real time. Word files also tend to be larger than plain text, which van make it difficult to email a document or work on machines with limited disk space [9].





[bookmark: _Toc232436435]Ms Excel
[image: The image displays the iconic green Microsoft logo, featuring the distinctive red Windows logo.

AI-generated content may be incorrect.] Microsoft Excel is a spreadsheet application used by businesses to organize, calculate, and analyse data. It is essential for business operation such as budgeting, forecasting, payroll, and reporting [10].


Key features

Excel allows users to create tables and use formulas to perform calculations automatically. Features like charts, pivot tables, and conditional formatting help turn raw data into useful insights. Businesses use Excel for financial records, inventory tracking, and sales analysis. Files can be stored on OneDrive so teams can access them from anywhere. The program comes with functions for everything from basic arithmetic to advanced statistical operations, for example, functions such as  IF, VLOOKUP and SUMPRODUCT help users perform calculations, find information, and analyse data.
Macros and Visual Basic  for applications enable users to automate repetitive tasks and create custom tools to improve productivity. Power Query allows integration with other Microsoft Office tools and external data sources, enhancing business analysis [10].


Advantages  

Excel is powerful for handling large amounts of data and automating repetitive calculations. This reduces human error and saves time. It integrates well with Word and PowerPoint, so charts and data can be linked directly into documents and presentations.  The majority of businesses all over the world use Excel to store data, making it an industry standard that supports compatibility and teamwork. Finance teams can use Excel to manage budgets and measure  ROI, marketing teams use it to track  campaign performance, and human resources departments use it to manage payroll and employee records. Learning Excel also helps business students develop important data analysis skills [11].



Limitation 

Large Excel files can become slow and difficult to manage. Formulas can be complex for new users and one wrong formula can affect the whole sheet. Real time collaboration is not as smooth as Google Sheets, which can lead to  version issues when multiple people are editing the same file [11].





[bookmark: _Toc232436436]Ms PowerPoint
[image: P

AI-generated content may be incorrect.] Microsoft  PowerPoint is a presentation software that allows users to create visual slides for meetings, training sessions, business pitches and marketing presentations. It helps businesses communicate ideas clearly to employees, clients stakeholders [12].

Key Features
PowerPoint has many useful features that help users create professional presentations quickly and easy.
PowerPoint provides tools to design slides with text, images, audio, videos, animations, and transitions. Templates and themes ensure presentations look professional and consistent with company branding. Features like presenter View and Slide Show mode make it easy to deliver information. Another useful feature is real time collaboration through Microsoft 365, allowing several people to work on the same presentation at the same time.
PowerPoint  can be used to create CVs, flyers, posters and social media graphics. I used PowerPoint to create an academic poster for my learning in Digital Era assignment. As a beginner, I found it easy to use because I could add pictures, text and different layouts without any difficulty. When I finished, I exported my work as a PDF, making it easy to share with others. It also allows users to export  their presentations in PDF,MP4, and image files, making it them easy to share and view on different devices [12].


Advantages 

PowerPoint provides so many advantages for businesses. It makes complex information easier to understand by using images, charts, and visual storytelling.  It is user friendly and widely used in professional workplaces. It also works well with Microsoft Excel and Word, allowing charts and data to be updated easily, which saves time and improves accuracy. Businesses use PowerPoint because it helps them communicate information clearly during meetings, staff training, sales presentations and client presentation [13].




Limitation
Presentations also has some limitation. Presentation with too many animations, pictures, or videos can become slow to load. Creating professional looking slides requires some design skills. Otherwise presentations may look cluttered. Different versions of PowerPoint can sometimes cause formatting problems, such as changes to fonts and layouts. If too much text is included, presentations can become boring and difficult for the audience to follow [13].
[bookmark: _Toc232436437]


Ms Access

[image: A

AI-generated content may be incorrect.] Microsoft Access is a database management system that first came out in the 1990s. It’s mainly used by businesses to store, organise, and pull up large amounts of information. It’s helpful for companies that want to keep things like customer details, inventory, orders, and reports all in one place instead of scattered across different files [14].


Key features 
One of the main things that makes Microsoft Access helpful is how it handles bigger datasets. Excel is great for calculations and small tables, but once the data gets too large, it becomes harder to manage. Access solves this by letting you create multiple linked tables. This means you don’t have to repeat the same information over and over and you can store it once and connect it to other tables when needed.
Another useful feature is that Access lets businesses design their own forms and reports. This makes it easier for staff to enter data correctly and for managers to see information in a clear layout. Instead of scrolling through long tables, they can generate reports that show exactly what they need, like sales summaries or inventory updates.
Access is also included in Microsoft 365, which is helpful for small and medium‑sized businesses because they don’t need to buy extra software. It comes with built in templates for things like asset tracking, inventory management, and event planning. These templates save time because you can start with a ready made structure and then adjust it to fit your own needs.
A big advantage of Access is that it doesn’t have to store all its data inside the Access file itself. It can connect to external databases such as SQL Server and Microsoft Azure. This means businesses can keep their data on a secure server or in the cloud, while still using Access as the front end to view, edit, and manage the information. Connecting to SQL Server also helps with performance and security, especially when several people need to use the database at the same time [14].


Advantages 
Businesses benefit from Access because it keeps information organised and reduces mistakes that happen when data is spread across different files. It lets staff enter and update data quickly, and managers can generate reports without needing advanced technical skills. Since Access is part of Microsoft 365, companies don’t need extra software, and they can still connect to bigger systems like SQL Server or Azure if their data grows. Overall, it gives businesses a simple but flexible way to manage information without needing a full IT team [15].


Another advantage of Microsoft Access is that it’s very beginner friendly. I noticed this myself when I created a cleaning rota for my shared house. I set up a small database to organise weekly tasks between me and my flatmates for a whole month, and even though I had barely used Access before, I found it easy to build the tables and forms I needed. This showed me that Access isn’t just for companies, it can help with everyday organisation too [15].



Limitation 

Even though Microsoft Access is useful, it does have some drawbacks. One issue is that it isn’t designed for very large organisations or huge amounts of data. If a business grows or has lots of people trying to use the database at the same time, Access can start to slow down or become unreliable. It also has a 2GB file size limit, which can be restrictive for companies that store detailed records or attachments. Another one is that Access doesn’t work well for web based systems or applications that need to run across multiple locations. Because it’s so easy to use, people sometimes build databases without proper planning, which can lead to errors or messy designs later on. For businesses that need stronger security or more advanced performance, a server based system like SQL Server is usually a better option [15].


[bookmark: _Toc232436438]3.2 Test any two features
[bookmark: _Toc232436439]Mail Merge

[image: The image appears to be a table or list containing various fields such as 'Title', 'FirstName', 'SureName', 'Address', 'PostCode', 'Province', and 'Close', with multiple entries filled in, likely representing recipients' details for a mail merge document.

AI-generated content may be incorrect.]



[image: The image shows the Microsoft Word interface with a focus on the Mail Merge Wizard feature, illustrating the various options for creating personalized letters and envelopes.

AI-generated content may be incorrect.]Click on Letter Tab

Click on Start Mail Merge Tab


Click on Mailing Tab




[image: The image depicts a Microsoft Outlook interface with options for creating or editing email contacts and recipient lists.

AI-generated content may be incorrect.] Click on Use an Existing List
Click on Select Recipients Tab





[image: The image depicts an interface of Microsoft Word's Mail Merge tool, showcasing a list of recipients to be used in a merge document, with options to add, remove, or edit recipients, and various tabs for managing data sources and recipient lists.

AI-generated content may be incorrect.]Click on Ok
Click on Edit Recipient List 



  [image: Review

AI-generated content may be incorrect.]Click on Insert Merge Field and then click on Title where you want to add title, do the same for First name, Address, etc…


  

[image: The image shows a Microsoft Word document with a mail merge setup, including fields for address, postcode, province, and a draft email inviting someone for a job interview.

AI-generated content may be incorrect.]
  


[image: The image shows a Microsoft Word document with a mail merge setup, including fields for recipient information and a sample letter for a job offer.

AI-generated content may be incorrect.]Click on Edit individual documents 
Click on finish and merge 


[image: Page 1 of 10

AI-generated content may be incorrect.]Numbers of page 1 of 10 
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[image: Fail.

AI-generated content may be incorrect.]This is my Excel Outcome 

  



[image: The image displays a Microsoft Excel worksheet with various data entries, including student information, marks, and formulas for calculating total marks.

AI-generated content may be incorrect.]Shows formula used 






[bookmark: _Toc232436441]Task 4. Communication and Collaboration applications
[bookmark: _Toc232436442]4.1 One contemporary Communication and one Online Collaboration 
Microsoft Outlook 
[image: The image depicts the Microsoft Outlook email application.

AI-generated content may be incorrect.]Microsoft Outlook is an email and communication application that is part of Microsoft 365 [16]. It was first released in 1997 and is used by millions of businesses around the world. Outlook is mainly used for sending and receiving emails, but it also includes a calendar, contacts, and tasks. This makes it useful for businesses because staff can manage all their communication in one place. Companies use Outlook to talk to customers, schedule meetings, and keep track of important dates. It also connects to other Microsoft apps like Word, Excel, and Teams, so people can work together more easily. For example, if a manager gets an email about a meeting, they can add it straight to their calendar in Outlook. In today’s businesses, Outlook helps keep communication professional and organized [16].


Key features 
Outlook has many key features that help businesses. Email is the main feature. Users can send, receive, and organize emails into folders. There is also a search bar to find old emails quickly. Calendar allows people to book meetings, send invites, and set reminders so they do not forget important events. Contacts stores phone numbers and email addresses of customers and colleagues. Tasks helps users make to-do lists and track deadlines. Integration with Microsoft 365 means users can attach files from OneDrive and start Teams meetings from a calendar invite. Security is also important. Outlook has spam filters and encryption to keep business emails safe. Finally, Mobile Access means people can check emails and calendars on their phone when they are not in the office [16].

Advantages 
One advantage of Outlook is that it keeps everything in one place. Instead of using different apps for email and calendar, staff can use just Outlook. This saves time. Another advantage is that it works well with other Microsoft apps. For example, you can attach a Word document from OneDrive or join a Teams meeting from a calendar invite. Outlook is also secure, which is important for businesses that deal with customer information. It has spam protection and allows companies to control who can see emails. Outlook can also be used offline. This means if the internet stops working, people can still read and write emails and they will send when the internet comes back. This is useful for staff who travel a lot [16].


Limitations 
Outlook does have some limitations. It can be confusing for new users because there are so many buttons and features. People may need training to learn how to use rules and shared calendars. Outlook can also run slowly if the mailbox is full of emails and attachments. This can be a problem for businesses that keep emails for many years. The mobile app does not have all the same features as the computer version, so some things are harder to do on a phone. Another limitation is cost. Outlook is part of Microsoft 365 which businesses have to pay for. Small businesses may find this expensive compared to free email like Gmail [17].
Microsoft teams 
[image: The image depicts a simple interface icon featuring two overlapping silhouettes, symbolizing a collaborative or sharing interaction, with a distinct blue and white color scheme.

AI-generated content may be incorrect.]Microsoft Teams is an online collaboration and communication application. It was launched by Microsoft in 2017 and became very popular during remote working. Teams is used by businesses to chat, have video meetings, and share files. Instead of sending lots of emails, staff can talk to each other instantly in Teams. It also connects to Microsoft 365 apps like Word, Excel, and PowerPoint. This means teams can work on the same document at the same time. For example, a group of students or workers can be in a Teams call and edit a PowerPoint together. Teams helps businesses stay connected even if people are working from home or in different offices. It is now one of the main tools companies use for teamwork [18].


Key features 

Teams has several key features. Chat and Channels lets people send instant messages. Channels are used to organize chats by topic or project so it is not messy. Video Meetings allows people to have video calls, share their screen, and record meetings. This is useful for training and team meetings. File Sharing means users can upload files and work on Word, Excel, and PowerPoint documents together in real time. App Integration lets Teams connect to other apps like Planner and SharePoint. Teams and Channels* help organize work by department. For example, there can be a "Marketing Team" channel and a "Sales Team" channel. Security is also included. Teams has encryption and login protection to keep company data safe. Mobile Access means staff can join chats and meetings from their phone [18].




Advantages 

The main advantage of Teams is that it brings everything together. Staff do not need to use email, Zoom, and file sharing separately. Everything is in one app which saves time. Another advantage is real-time collaboration. People can work on the same document at the same time and see changes instantly. This makes group work much faster. Teams also helps communication. Instead of long email chains, people can just send a quick message in a channel. This is good for asking quick questions. For businesses with remote workers, Teams helps people feel connected because they can see each other on video calls. It is also more secure than using free apps like WhatsApp for work because it protects company data [18].


Limitations 

Teams also has some problems. It can be distracting because there are so many notifications from chats and channels. This can make it hard to focus on work. Teams also uses a lot of computer memory, so it can make laptops run slowly, especially during video calls. For new users, it can be confusing to know the difference between Chat and Channels. Another limitation is that it needs good internet. If the internet is slow, video calls can lag and files take long to upload. Teams is also part of Microsoft 365, so businesses need to pay for it. Some advanced features are only in the more expensive plans [18].
[bookmark: _Toc232436445]4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application

Ms outlook 
[image: New email

AI-generated content may be incorrect.]
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[image: Start mail merge

AI-generated content may be incorrect.]

[image: The image displays a calendar interface on a website, with a customized date and time set for July 28, 2026, at 8:00 AM, along with options to send or cancel an event.

AI-generated content may be incorrect.]






Ms teams 
[image: The image is a screenshot of a calendar interface, specifically the Google Calendar app, with the current date being July 27, 2026, and it shows the days of the week for the remainder of the month.

AI-generated content may be incorrect.]


[image: The image shows a digital calendar interface for scheduling an event on May 27, 2026, with a meeting from 3:30 to 4:00 PM.

AI-generated content may be incorrect.]

 
[image: Student Support - SSB

AI-generated content may be incorrect.]

[image: Student Support - SSB West

AI-generated content may be incorrect.]
[image: Mon 27/07/2026 16:30 - 17:00

AI-generated content may be incorrect.]

[image: The image shows a user interface with options to join a Teams meeting, continue on the browser, or join through the Teams app.

AI-generated content may be incorrect.]






[bookmark: _Toc232436448]Conclusion
In conclusion, this report has shown how different tools and software can help businesses. First, we looked at e-commerce website builders like Wix and Shopify. Both of them help businesses make online stores without needing coding skills. Wix is good for small businesses who want something simple, and Shopify is better for businesses who want to sell a lot of products online.

Next, we talked about Mind Mapping. This is a useful way to plan and make decisions in business. It helps people organize their ideas and see everything clearly before starting a project.

After that, we looked at Microsoft Office programs. Word is used for making documents, Excel is used for data and calculations, PowerPoint is used for presentations, and Access is used for storing data. We also tested features like Mail Merge and IF functions and saw how useful they are for businesses.

Finally, we looked at Microsoft Outlook and Microsoft Teams. These tools help people communicate and work together even if they are not in the same place. Outlook is good for emails and meetings, and Teams is good for chat and video calls.

Overall, all of these tools are important for businesses today. They help save time, stay organized, and work better as a team.
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