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[bookmark: _Toc160375382]Task 1        
(10 marks)

[bookmark: _Toc160375383]e-Commerce Website builders/software solutions 
(Approx. 500 words) 

Name several e-Commerce website builders/software solutions most popularly used and give a description of 2 contemporary e-Commerce website builders/software solutions based on their major features, benefits and limitations (approx. 2/3 sources). 

Today developing digital marketplace is rapdly developing, e-commerce website builders became vital tools within businesses wishing to establish an online presence without much extensive technical expertise. Two of the most prominent contemporary solutions are Shopify and BigCommerce. Both platforms enable users to design, manage and scale their online shops, they differ in levels of customisation, built-in features and overall approach to business growth.
Shopify is one of the most popular all-in-one hosted platforms for creating and managing online stores. It’s providing a complete package that includes web hosting, payment processing, templates, and marketing tools, all accessible through a user-friendly interface. Shopify offers a wide range of professionally designed themes and an extensive app marketplace that allows store owners to extend functionality for marketing, shipping, analytics, and customer engagement [1]. Because Shopify is a hosted service, users do not need to manage their own servers or deal with technical maintenance such as software updates and security measures. This makes it particularly attractive to small businesses and entrepreneurs who want a straightforward route into e-commerce without significant technical challenges.
One of Shopify’s major advantages is its scalability. As a business grows, the platform can easily handle more products, higher traffic, and multichannel selling through social media and marketplaces such as Instagram or Amazon (Website Builder Expert, 2025). However, there are some limitations. Customisation beyond the built-in templates often requires third-party apps or developer assistance, which can increase costs. Moreover, Shopify charges additional transaction fees if sellers use external payment gateways instead of its own payment system, depending on the region and subscription plan [2]. Nevertheless, Shopify remains a reliable and well-supported platform for those prioritising convenience, stability and growth potential.
BigCommerce, in contrast, is another cloud-based platform that focuses more on providing advanced, built-in features suitable for scaling businesses. It includes tools for managing multiple currencies, complex product catalogues and search engine optimisation (SEO) without requiring numerous third-party apps [3]. BigCommerce is designed for both medium-sized and larger retailers who require flexibility and robust functionality. It supports “headless commerce” — separating the front-end design from the back-end operations — allowing for deeper integration with custom systems and marketing channels [4].
A key benefit of BigCommerce is that it does not charge additional transaction fees for using external payment gateways, which can be advantageous for high-volume sellers [3]. However, the platform’s extensive functionality can make it slightly more complex to use compared with simpler drag-and-drop builders. New users may face a steeper learning curve, and businesses must carefully manage pricing plans as costs may increase with sales volume.
As a summary, Shopify and BigCommerce both offer powerful, contemporary e-commerce solutions suited to different types of business users. Shopify’s ease of use and large app ecosystem make it ideal for smaller retailers or entrepreneurs seeking a quick and effective online presence. BigCommerce, meanwhile, provides greater built-in capability and flexibility for growing or larger enterprises that need more advanced tools and international functionality. Both platforms demonstrate how modern website builders have evolved to combine accessibility with professional-level performance, enabling a wide range of businesses to compete successfully in the digital marketplace.


[bookmark: _Toc160375384]Task 2  
(15 marks)
[bookmark: _Toc160375385]Mind-map of Contemporary Software Applications 
(Approx. 500 words)





a. Describe mind mapping and explain the benefits of using mind mapping in business operations (approx. 2/3 sources). 5 marks

Mind mapping is a visual method for organising and representing the information around a central concept, where main ideas branch out into subtopics and related details. This technique allows individuals and teams to structure complex information in a clear and intuitive way, enhancing creativity, memory and problem-solving [5]. In business operations, mind mapping is particularly valuable for planning, decision-making, and knowledge management. For instance, managers can use mind maps to brainstorm strategies, outline project plans, or analyse processes, making it easier to identify priorities, dependencies and potential risks [6].Mind mapping also improves communication, as the visual representation of ideas enables all team members to quickly understand concepts and can contribute to their insights. This is a collaborative aspect that encourages participation, generates diverse solutions and reduces misunderstandings during meetings or workshops. Additionally, mind maps support task organisation by providing a clear overview of objectives and timelines, which can enhance efficiency and productivity. They are also useful in training and onboarding, helping employees grasp complex systems or workflows faster by presenting information visually rather than in lengthy text [7].Overall, mind mapping has good use into businesses operations streamlines workflows, makes innovative thinking and makes good team, letting organisations to make more informed decisions and respond effectively to challenges and other aspects for busnies. By combining clarity, engagement and strategic insight, mind mapping has become a practical tool for improving performance in modern business environments

b. Create a mind map of contemporary software applications that are used to support day-today business/Organisation operations. 10 marks

[image: ]
Mind-Map Link: https://mm.tt/map/3845110266?t=aLYXOYIIXb


[bookmark: _Toc160375386]Task 3 
(50 marks)

[bookmark: _Toc160375387]Office Applications for Creating, Storing, Presenting, and Analysing Data 
(Approx. 2000 words)

[bookmark: _Toc160375388]a. 
30 marks
Explain four office software solutions for business operations (MS Word, MS PowerPoint, MS Excel, and MS Access), highlighting their major features, benefits, and limitations (if there are any). You can use some images in addition to text (approx. 4/5 sources).   
- Please try to avoid using bullet points. Rather, describe them in separate paragraphs.


Microsoft Office offers a range of software solutions that are widely used in business operations, and four of the most essential applications are Microsoft Word, Microsoft PowerPoint, Microsoft Excel, and Microsoft Access. Microsoft Microsoft Word is a word-processing program that can enable businesses to create, edit and format text documents. It has features that include rich formatting options such as styles, templates, page layouts, and the ability to insert images, tables and charts. Word also supports collaborative work through track changes, comments, and real-time co-authoring, allowing teams to coordinate effectively on reports, letters, and manuals [8]. The primary benefits of Word include maintaining consistency across organisational documents, improving productivity through automation tools like macros and mail merge, and facilitating professional communication both internally and externally. It has some limitations include a learning curve for advanced features, potential formatting inconsistencies when sharing documents across versions and limited capability for handling large data sets [8].
Microsoft PowerPoint is mostly used for creating presentations in business settings such as meetings, pitches and even such as training sessions. It offers a slide-based structure with templates, themes, multimedia integration and animation features that enhance audience engagement [9]. PowerPoint also allows embedding charts and data from Excel, enabling presenters to visualise complex information effectively. Collaboration tools such as cloud-based storage and real-time co-authoring further improve teamwork during presentation development [9].Its benefits include improved communication of ideas, consistent branding through templates, and the ability to deliver engaging visual narratives. Limitations include the risk of overusing animations or slides, which can distract from the core message, and some restrictions in the web-based version compared to desktop software [9].
Microsoft Excel is a spreadsheet application used extensively for data management, budgeting, forecasting, and analytics. Excel provides functionalities such as cell-based data organisation, formulas, pivot tables, and charts that allow for detailed data analysis [10]. Businesses can benefit from Excel’s flexibility, as it can give staff ability to create models, track key performance indicators and generate insights without so much extensive programming knowledge [10]. Limitations can   include things such as   human error in the formula entry, challenges where is multi-user collaboration and reduced performance when handling more larger datasets [10]. Even if there is these limitations, Excel is still a key element for   business analytics due to its integration with other Microsoft Office tools and ease of use.
Microsoft Access is a desktop database management system designed to create relational databases, forms, queries, and reports. Its features include integration with other Office applications, pre-built templates, and automation capabilities via macros and Visual Basic for Applications (VBA) [11]. Businesses use Access for tracking customer data, inventory management, and rapid prototyping of small-scale applications. The benefits include low cost, ease of use for non-developers, and the ability to create customised database solutions [11]. However, Access has limitations such as scalability constraints, potential performance issues with multiple concurrent users, and the need for migration to enterprise-level database systems for large-scale operations.
In a conclusion, these four Microsoft Office applications offer different but complementary roles in business operations. Word facilitates document creation and professional communication; PowerPoint enhances visual storytelling and audience engagement; Excel provides data analysis and modelling capabilities; and Access supports database management and custom application development. While each tool offers significant benefits, understanding their limitations and applying appropriate governance and training ensures effective utilisation in a business environment. The true value often comes from using these tools in combination, such as exporting Excel data into Word reports or embedding Excel charts into PowerPoint presentations, enabling seamless information flow across business processes.


[bookmark: _Toc160375389]b.  
20 marks
Test some (Two different functions/tools from two different software applications. Show the process step by step through screenshots) business-related features of Office Applications (e.g., Mail merge, IF Function, VLOOKUP, Pivot Table, Goal Seek, Database concept using MS Access) and document several screenshots with accompanying description to provide evidence of practical use. 
-Note: This task is based on your own practical activity. 
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Step 1: Create a Data Source
I opened Microsoft Excel and created a employees salary list, which I used as the data source for the mail merge. I included columns such as  Name and amount. 

Description: This screenshot shows the Excel table I created to use as my mail merge data source.
[image: A screenshot of a computer

AI-generated content may be incorrect.]












Step 2: Start Mail Merge in Word
I opened Microsoft Word and went to Mailings → Start Mail Merge → Letters to begin creating a mail merge document.
[image: A screenshot of a computer

AI-generated content may be incorrect.]

[image: A screenshot of a computer

AI-generated content may be incorrect.]

Description: This screenshot shows where I selected the ‘Letters’ document type for the mail merge.


Step 3: Select Recipients
I selected my Excel file by going to:
Mailings → Select Recipients → Use an Existing List, then choosing Contacts.xlsx.
[image: A screenshot of a computer

AI-generated content may be incorrect.]
Description: This screenshot shows me selecting the Excel file that contains my customer data.


Feature 2: IF Function (Microsoft Excel)
Step 1: Prepare a Dataset
I created a small table containing Salaries. I used columns such as: Name, amount and bonus. 
[image: A screenshot of a computer

AI-generated content may be incorrect.]

Description: This screenshot shows the dataset I created for testing the IF function.

Step 2: Apply the Formula to the Whole Column
drag the fill handle (small square in the bottom-right corner of the cell) down to copy the formula 



[bookmark: _Toc160375390]Task 4 
(25 marks)
[bookmark: _Toc160375391]Communication and Collaboration applications 
(Approx. 1000 words)

[bookmark: _Toc160375392]a. 13 marks
Analyse one contemporary Communication (Email, MS Teams etc.) and one Collaboration (SharePoint, One Drive etc.) applications/tools used frequently in modern business world and document a summary of their key features, benefits and limitations using written text with some images and relevant citations. (approx. 2/3 sources) 
----
In the modern business environment, digital communication tools are essential for maintaining efficient workplace interactions, supporting remote work and enhancing organisational productivity [1] as a overall. One widely used communication tool is Microsoft Teams, which has become a standard platform for both corporate and educational institutions across the UK [7]. For online collaboration, Google Workspace (particularly Google Docs) is frequently used as it enables users to create, edit, and share documents in real time. Both tools reflect the shift towards cloud-based working environments where accessibility, speed, and teamwork are key requirements.
Microsoft Teams functions as an integrated communication system that brings together messaging, voice and video calls, meetings, and file sharing within a single platform [7]. One of its key features is its channel-based communication structure, which allows teams within an organisation to create dedicated spaces for specific tasks or projects. This helps maintain clarity and reduces the clutter that often occurs in email-heavy workplaces. Through Teams, users can send quick messages, share documents, and schedule virtual meetings, all of which contribute to more effective day-to-day communication. Another important characteristic is its integration with other Microsoft applications such as Outlook, OneDrive and SharePoint, allowing staff members to access and update documents easily without needing to switch platforms.
.
In addition to text communication, Teams of gives you a highly reliable video-conferencing feature, which supports both small team meetings and larger organisational briefings. This became especially significant during and after the Covid-19 pandemic, as hybrid and remote working arrangements became more common in the UK. Employers now rely heavily on virtual meetings for staff collaboration, interviews, client discussions, and training sessions. Features such as screen sharing, meeting recording, and live captions assist in maintaining clarity and inclusivity during online meetings.
On the other hand, Google Workspace, particularly Google Docs, is a strong example of an online collaboration tool used across many businesses. Google Docs allows multiple users to work on the same document at the same time, and every change is saved automatically in the cloud. This removes the risk of losing work and eliminates the issue of version mismatches that often occurs when sending files back and forth via email. Its collaboration features include real-time editing, the ability to add comments, and a revision history which shows when changes were made and by whom. These features make Google Docs especially suitable for group projects, content development, and report writing within business environments [8].
Another significant benefit of Google Docs is its accessibility. Because it is cloud-based, users can access documents from any device with an internet connection. This supports remote and flexible working patterns, which many UK companies now adopt as part of their long-term business models. Furthermore, Google Docs integrates seamlessly with other Google tools such as Google Drive and Google Meet, creating a unified working system where communication, file management, and collaboration are linked.

Both Microsoft Teams and Google Docs contribute to efficient digital working practices, but they serve different purposes. Teams focuses on communication, helping staff members exchange information quickly and organise conversations effectively. Google Docs, meanwhile, specialises in collaborative content creation. When used together, these tools support a productive and well-connected working environment where communication and collaboration run smoothly. Businesses that adopt both applications often experience improved teamwork, reduced delays, and increased transparency in workflow management.
(Citations may include sources such as Microsoft documentation, Google Workspace support pages, and academic articles on digital collaboration.)

[bookmark: _Toc160375393]b. 12 marks
Test some features of a freely available Communication (1) and Collaboration (1) application and document several screenshots with brief accompanying description to provide evidence of practical use.
-First you need to consider one communication and one collaboration application. Then discuss one use (How they are getting used in the business world) of each application showing the process step by step through screenshots.
-Note: This task is based on your own practical activity.





Use of Gmail in the Business World
Gmail is widely used in the business world for professional communication. Companies use Gmail to send emails, receive enquiries from customers, share files through Google Drive, schedule meetings using Google Calendar, and organise conversations with labels. It is reliable, easy to use, cloud-based, and integrates with other Google Workspace tools such as Google Docs, Sheets, Meet, and Chat.

Step 1: Open Gmail
Open your web browser and go to Gmail using your Google account.
Make sure you create an account 

[image: ]








Step 2: Click “Compose”
To start writing a new email, click the Compose button on the left side.

[image: A screenshot of a computer

AI-generated content may be incorrect.]


Description: I clicked “Compose” to open a new email message window.

Step 3: Add Email Details
Fill in:
· To: (Send to your own second email)
· Subject: 
· Message: 

[image: A screenshot of a computer

AI-generated content may be incorrect.]


Step 4: Attach a File (Optional but Recommended)
Click the paperclip icon to attach a document.
This is a common business practice when sharing reports, invoices or files.

[image: A screenshot of a computer

AI-generated content may be incorrect.]


Step 5: Send the Email
Click Send to deliver the message.

[image: A screenshot of a computer

AI-generated content may be incorrect.]















Step 1: Open Microsoft Teams
[image: ]
Description: I opened Microsoft Teams using my Office 365 account.

Step 2: Start a New Chat
[image: ]

[image: ]
Description: Click on “Chat” and then “New Chat” to start a conversation.

Step 3: Add a Person
This can be a classmate, teacher, or your own second account.
[image: ]
Description: Add a contact to start the chat.


Step 4: Send a Message
Write something simple such as:
“.” Or   “Hello”
[image: ]
Description: Send a message and your good to go.

Step 5: Share a File
Businesses share documents frequently.
[image: ]
[image: ]f

Description: Its also Possible to upload a file using the “Attach” feature and this demonstrates file sharing used in collaboration.

[bookmark: _Toc160375394]Conclusion
[bookmark: _Toc160375395]References
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[bookmark: _Toc160375396]Appendices
-Supplementary information (Optional)

An appendix page/section can be used to include relevant supplementary information such as indirect supporting information to task answers, tutorial activity answers, any other evidence.
NB: Also, look at your assessment brief to see the guidance for students in completion of the tasks section, students’ feedback form for overall marking criteria and assessment criteria to understand your level of work for grading. 
Thanks, and good luck.
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