Task 1:
Shopify and Wix are two contemporary e-commerce website builders. Shopify focuses on scalable online retail with integrated payments, inventory management, and app integrations. Wix offers an intuitive drag-and-drop interface suitable for small businesses seeking design flexibility. Shopify excels in large-scale selling, while Wix is easier for beginners and lower-volume stores.
Task 2a:
Mind mapping is a visual technique that organises ideas around a central topic. Businesses use mind maps for planning, brainstorming, project management, and decision-making because they improve collaboration and make relationships between ideas easier to understand.
Task 2b:
Central Topic: Business Software
• Office Software
  - Word
  - Excel
  - PowerPoint
  - Access
• Communication
  - Teams
  - Zoom
• Project Management
  - Trello
  - Asana
• Cloud Storage
  - OneDrive
  - Google Drive
Task 3:
Microsoft Word
Word is used for creating professional documents, reports and letters. Features include templates, styles, spell checking and collaboration. Limitation: less suited to numerical analysis.
Microsoft Excel
Excel supports calculations, charts, PivotTables and data analysis. Limitation: very large datasets may require database software.
Microsoft PowerPoint
PowerPoint creates presentations using multimedia, animations and presenter tools. Limitation: poor design can reduce effectiveness.
Microsoft Access
Access is a relational database for storing and querying structured data. Limitation: less suitable for enterprise-scale databases.
Example References
Microsoft. Microsoft 365 documentation.
Shopify Help Center.
Wix Help Center.

Task 3b:
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A pivot table is an interactive tool used to quickly summarize and analyze large amounts of raw data in a spreadsheet. It acts like an intelligent filter and calculator, allowing you to instantly extract key insights, totals, and averages without having to write any complex formulas.
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An IF lookup usually means combining an IF statement (logic) with a lookup function like VLOOKUP or VLOOKUP Excel or Google Sheets. 
It’s like asking the program: "If a condition is true, go find this specific piece of information for me; otherwise, do something else."
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