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[bookmark: _Toc682310739]Introduction
This report explores the variety of modern software tools that companies depend on to build a presence online, run daily operations, and keep staff, partners and customers connected. It opens with a comparison of two popular e-commerce website builders, Wix and Shopify, looking at how each helps a business sell online.
It then covers mind mapping as a method of visual thinking, showing how it can help with planning and decision-making at work, and includes a mind map illustrating software applications used across a range of industries today. From there, the report turns to four key Microsoft Office programs – Word, Excel, PowerPoint and Access – outlining the main features, strengths and drawbacks of each for business purposes, and demonstrates two Office features in practice: Mail Merge and the IF function.
Finally, it looks at present-day communication and collaboration software, with Gmail and Zoom examined as free-to-use options, alongside a demonstration of a feature from Microsoft Outlook and one from Microsoft Teams. Drawing on research and hands-on demonstration, this report sets out to show how choosing and combining these tools wisely can boost productivity, efficiency and teamwork for businesses working in a digital setting.
[bookmark: _Toc1730371194]Task 1. e-Commerce Website Builders and Software Solutions
E-commerce is the practice of trading goods and services over the internet, giving businesses a way to reach customers without needing a physical shop. These transactions can happen between two businesses (B2B), between a business and a private customer (B2C), or directly between individual consumers (C2C), and are usually completed through digital payment methods such as credit cards, debit cards or digital wallets. Familiar examples of e-commerce platforms include Amazon, eBay and Etsy, as well as website builders like Wix and Shopify that give smaller businesses the tools to set up and run their own online stores.
Running an online store usually means relying on an e-commerce website builder or software solution – a tool that handles the website design, hosting, payment processing and stock management needed to sell products online. Options range from all-in-one, beginner-friendly platforms like Wix and Shopify through to open-source alternatives such as WooCommerce, and most include features like customisable templates, secure checkout, order tracking and links to marketing or accounting software. The sections that follow look at two of the most popular e-commerce website builders, Wix and Shopify, and compare their main features and how well suited each is to different kinds of business.
[bookmark: _Toc1060462670]1.1 Wix
Wix is a cloud-based website builder that lets individuals and businesses build and launch a website with no coding required, either through a drag-and-drop editor or through Wix ADI, its AI site generator, which produces a tailored website after the user answers a short set of questions about their business [1]. Used by over 260 million people worldwide, Wix ranks among the most popular website-building platforms, with hundreds of customisable templates and an app marketplace of more than 250 add-ons – from booking tools to live chat – that extend what a site can do [1].
For businesses looking to sell online, Wix offers dedicated e-commerce features such as product and inventory management, secure payment handling and order tracking, which makes it a good fit for small businesses wanting a simple route into online selling [2]. Every plan comes with hosting, SSL security and automatic updates built in, so there's no need to manage servers separately, and built-in SEO tools help a new site rank more easily in search results [2].
The main downside is that more advanced e-commerce capabilities – subscriptions or complicated shipping rules, for instance – need a costlier plan, and once a site is built, migrating it away from Wix to a different platform can prove difficult [2].



[bookmark: _Toc375628867]1.2 Shopify
Shopify is a hosted e-commerce platform designed for businesses that want their online store to sit at the heart of everything they do. It brings website design, secure checkout, payment processing, stock control and marketing tools together in one dashboard, and offers optional point-of-sale hardware so a business can manage its online and in-store sales side by side [3]. Monthly pricing runs from roughly $5 to $399, with enterprise plans on offer for bigger retailers, and a free trial lets newcomers try the platform before signing up [3].
Sidekick, Shopify's AI assistant, has grown into a genuine operational aid, helping merchants read their store's performance, spot problems and automate routine work, while newer additions such as upfront landed-cost pricing let customers see the full cost of an order – duties and taxes included – before they check out [4].
This mix of commerce-focused design, a wide-ranging app ecosystem and dependable checkout has made Shopify a favourite among direct-to-consumer brands and retailers planning to grow, though the expense of add-on apps and dependence on the broader Shopify ecosystem can push costs above those of simpler builders for very small businesses [3].



[bookmark: _Toc635671372]Task 2. Mind-map of contemporary software applications
[bookmark: _Toc1157980008]2.1 Describe mind mapping and explain the benefits of using mind mapping
Mind mapping is a way of thinking visually, built around a single central idea from which branching lines, colours, images and keywords show how related pieces of information link together. Instead of writing notes down a page in a strict list, a mind map spreads ideas outward from the centre, echoing the way the brain naturally links one concept to another.
Used in a business setting, mind mapping brings several advantages. It can lift productivity by giving a team a shared visual framework, making it quicker to capture and share ideas in meetings, brainstorms and planning sessions than traditional linear notes allow. It can also fuel creativity, as the visible links between branches often spark ideas that a standard list wouldn't bring to the surface.
By setting out problems, options and their consequences on one page, a mind map can sharpen problem-solving and decision-making, making it simpler to weigh up different courses of action and settle on the best path forward. Mind maps aren't limited to planning either – they can be used to explain complex ideas to a team, sketch out an organisational chart, or plot an entire project from beginning to end.
That said, mind mapping has its drawbacks. A hand-drawn or loosely structured mind map can become messy quite quickly, and once too many branches are added, the links between ideas can be hard to trace. Since one person often builds the map, its layout can end up quite personal to them, which can occasionally cause confusion if colleagues read the connections differently. Thoughtful use of colour-coding, imagery and short labels can keep a mind map readable and useful rather than overwhelming.








[bookmark: _Toc15571477]2.2 Create a mind map of contemporary software applications
[image: ]
[bookmark: _Toc64348747]Task 3. Office Applications
[bookmark: _Toc1125387342]3.1 Four office software solutions for business operations
[bookmark: _Toc929815967]Ms Word
Microsoft Word is a word-processing program that has been included in the Microsoft Office suite since 1983 and is still one of the most commonly used tools for drafting, editing, formatting and printing professional documents like letters, reports, memos and contracts.
Key features. Word offers a broad set of formatting tools – fonts, styles, headings and templates – that help businesses keep their documents looking consistent and professional. Several people can edit the same document at once thanks to real-time co-authoring, and links with other Microsoft 365 apps make it straightforward to drop an Excel chart or PowerPoint slide directly into a Word file. Mail Merge, demonstrated later in this report, lets a single template be automatically personalised and sent out to a large number of recipients, which is especially handy for business correspondence.
Advantages. Word is easy to pick up and is supported almost everywhere, so files can be shared with clients, colleagues and partners without much fuss. Because it stores documents in OneDrive, files can be opened and edited from any device, and built-in extras like spell check, grammar checking and ready-made templates cut down the time it takes to produce a document.
Limitations. Formatting can shift when a document is opened in an older version of Word or a different word processor, and while Word's collaboration features work, many users find them less capable than dedicated tools like Google Docs. Word files also tend to be much larger than plain text files, which can make them a nuisance to email or store on devices with limited storage.



[bookmark: _Toc2026647697]Ms Excel
Microsoft Excel is a spreadsheet program, launched in 1985, used by businesses across the world to organise, calculate, analyse and present data.
Key features. Excel includes functions for everything from basic arithmetic to more advanced statistical and lookup work, such as SUM, IF and VLOOKUP, plus PivotTables for quickly summarising and analysing large data sets. Conditional formatting flags cells that meet chosen criteria, which helps analysts pick out trends, duplicates or outliers, and Macros together with Visual Basic for Applications (VBA) allow repetitive tasks to be automated.
Advantages. With so many businesses already relying on Excel, it has effectively become an industry standard for storing and sharing data, which makes it easier for finance, marketing and HR teams to work together. Since it usually comes bundled with a Microsoft 365 licence, it offers strong analytical power without the cost of separate specialist software, and because it's so widely used, most new employees already know their way around it.
Limitations. A single spreadsheet is capped at just over a million rows, so it isn't suited to very large data sets. Excel also falls short on genuine real-time co-authoring and reliable change-tracking, which can cause version-control headaches when a file is shared by several people, and its more advanced tools take some time for new users to learn.



[bookmark: _Toc1536719115]Ms PowerPoint
Microsoft PowerPoint, originally developed by Robert Gaskins and Dennis Austin before Microsoft acquired it in 1987, is used to create slide-based presentations that combine text, images, video, audio, animation and transitions.
Key features. PowerPoint comes with a large library of templates and design tools, letting users of any skill level put together a polished presentation, and its support for images, audio and video helps hold an audience's attention. Real-time collaboration through Microsoft 365 lets several people build the same presentation together, and finished slides can be exported as a PDF, video or image files for sharing on any device.
Advantages. Being able to combine text, images and multimedia makes PowerPoint an effective way to explain complex ideas clearly, and cloud storage means presentations can be opened from any location. Its slide-by-slide format encourages presenters to structure their message logically, which supports clear communication in a business setting.
Limitations. Leaning too heavily on slides can leave a presentation feeling repetitive or dull if it isn't put together carefully, and because presentations rely on working hardware, connectivity problems, pending updates or missing fonts and media can all cause trouble when presenting on an unfamiliar computer. Badly designed slides or over-elaborate transitions can also pull attention away from the presenter's message instead of reinforcing it.



[bookmark: _Toc1509635165]Ms Access
Microsoft Access is a relational database management system, first launched in 1992, aimed mainly at small and medium-sized organisations that need a simple way to manage structured data.
Key features. Access has a fairly easy-to-use interface for building databases, setting up relationships between tables, and designing queries, forms and reports, without needing much technical know-how. Ready-made templates for jobs like inventory tracking and event planning mean a working database can be up and running quickly, while Visual Basic for Applications (VBA) lets more experienced users automate processes and build custom business tools. Access can also pull in data from Excel, text files and other databases, and offers basic user permissions and password protection.
Advantages. Access costs much less to build and maintain than larger database systems such as SQL Server, which makes it appealing for smaller businesses, and since it's often included with business editions of Microsoft Office, many organisations already have it available at no extra cost. Its integration with the rest of the Office suite also makes it easier to move data between programs like Excel and Outlook.
Limitations. An Access database is capped at 2GB, which can start to feel restrictive as a business grows and accumulates more data, and performance can drop when it's handling large data sets or many users at once. Being a desktop-based tool, Access isn't strong on multi-user concurrency or version control, and more advanced customisation usually calls for VBA programming skills that non-technical staff may not have.


[bookmark: _Toc161544216]3.2 Test any two features
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[bookmark: _Toc1990570585]Task 4. Communication and Collaboration applications
[bookmark: _Toc1902250578]4.1 One contemporary Communication and one Online Collaboration
[bookmark: _Toc1809889159]Gmail
Gmail is a free, web-based email service from Google that's also available to businesses; its paid tier, Google Workspace, adds a custom business domain along with extra administrative controls.
Key features. Rather than a single folder system, Gmail sorts correspondence using labels and filters, and its search tool makes it easy to find a specific message even in a very busy inbox. AI-driven features such as Smart Compose, Smart Reply and “Help Me Write” can draft or finish messages automatically, cutting down time spent on routine emails, and Gmail links closely with other Google Workspace tools including Drive, Calendar and Meet [5][6].
Advantages. Gmail's interface is easy for users at any level of experience, and its ties to the wider Google ecosystem mean documents, calendars and video calls can all be reached without switching apps. Security measures such as two-factor authentication, spam filtering and phishing protection come built in as standard, and the service scales comfortably from one user up to a large organisation [5][6].
Limitations. The free version of Gmail doesn't come with a custom business domain, and some of the more advanced features found on dedicated business email platforms – complex rule-setting or end-to-end encryption, for example – are more limited than on specialist alternatives.



[bookmark: _Toc486191626]Zoom
Zoom is a communication and collaboration platform centred mainly on video meetings, alongside messaging, webinars and virtual events, and is widely used by remote and hybrid teams [7].
Key features. Zoom offers HD video and audio calls, screen sharing and breakout rooms, and its AI Companion can transcribe and summarise meetings, prioritise follow-up actions and support multilingual meetings through tools such as its Voice Translator feature [7][8]. There's a free plan alongside paid tiers for individuals, teams and enterprise organisations, with separate products available for phone systems, webinars and virtual events.
Advantages. Zoom is generally seen as dependable for both audio and video quality, and its meeting tools are simple enough that participants can join from a desktop, mobile device or web browser, often without installing any extra software. Solid integration with other business software, plus regularly updated security features, has made it a popular choice for teams who spend much of their day in virtual meetings [7][8].
Limitations. For very small businesses, Zoom's cost can climb quickly as more licensed users are added, and some of its more advanced AI features need a separate add-on licence. Since Zoom is built primarily around video, its messaging and file-sharing tools tend to be seen as less developed than those found in dedicated team-collaboration platforms.




[bookmark: _Toc71461118]4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application
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[bookmark: _Toc2089429501]Conclusion
Modern software has fundamentally reshaped how businesses establish an online presence, run their operations and stay in touch with colleagues and customers. E-commerce platforms such as Wix and Shopify let businesses of any size launch and run an online store without needing specialist technical skills, while mind mapping provides a simple yet effective way to visualise information, plan projects and support decision-making.
The core Microsoft Office applications – Word, Excel, PowerPoint and Access – still sit behind everyday business tasks, from writing documents to analysing data, and the practical demonstrations of Mail Merge and the IF function in this report show how these features save time and cut down manual work. Communication and collaboration tools like Gmail, Zoom, Outlook and Microsoft Teams have become essential for coordinating work across different locations, a trend that has only accelerated with the growth of remote and hybrid working.
Although every application covered in this report has its own strengths and weaknesses, together they form an ecosystem capable of meeting most of a modern business's day-to-day needs. As technology keeps evolving, knowing how to select and combine the right software solutions will remain an important part of staying efficient and competitive.
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