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[bookmark: _Toc232436426]Task 1. e-Commerce Website builders/software solutions
E-Commerce store software lets users start and run a shop over the internet, without needing to build all the computer code. Two very popular and up‑to‑date choices are Wix eCommerce and Shopify. Both do the main jobs you need like showing products, taking payments, and keeping track of stock but they are built in different ways to suit different kinds of businesses.
1.1 [bookmark: _Toc232436427]Wix
[image: ]
Figure1: Sample of wix [1] explain the picture
In figure 1 displays the Wix brand logo and a selection of pre-built design templates according to the users. Wix is an e-commerce platform that helps to create manage and grow website without learning coding language. Individually you can create, design, publish and grow online from one place. Its core is to simply drags and drop editor allows users to arrange text, media, and functional elements directly on web pages, making it accessible to users who has limited technical skills. Build in e-commerce tools features which include secure payments gateways (PayPal, Apple pay, Google pay, Klarna, Debit, credit card, set rate, automate tax calculations etc). The platform also handles website hosting, domain connection and website security into a single service and provides fundamental sales and inventory reporting functions with full access to mobile device all in one platform [2].
Key advantage it offers: Lots of ready‑made designs can change, simple tools to sell products, bookings hotels, flights or digital files, safe and easy way for the customers to pay, basic reports on sales and stock, works well on phones too.
Advantages: Easy to learn, affordable to start new business, can make the site look according to the user’s desire, extra tools can be added later if needed.
Disadvantages: It’s not the best choice to have thousands of different items as it’s hard to move the whole shop to a different system later, some advanced features cost extra money.
Best for: It is well suited for small businesses, independent sellers and users who prioritise visual presentation.
[image: ] [3].
Link of wix website: https://hanaasalman16.wixsite.com/renad-fashion .

1.2 [bookmark: _Toc232436428]Shopify
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Figure 1: Shopify logo (Google collection)
Shopify is an e-commerce platform that helps the users to sell unlimited products listing and integrates with over 100 payment providers. This image presents the official Shopify logo shown on a device screen, representing the platform’s digital operational environment.  Entrepreneurs, retails and global brands use Shopify to run and grow their business. Key features include automated order processing, Alibaba, Ali express, E bay, Amazon, built in SEO tools and a large app marketplace to add custom features. Full code control e.g. HTML, liquid, CSS. Build in PayPal, Klarna, Apple pays [4].
Core capabilities of the platform:
Inventory and order management: Provides reliable tools to track product stock levels and process customer orders automatically.
Multi-channel sales support: Includes functions to sell products through online stores, social media platforms, or in-person transactions.
Business growth tools: Offers extra resources to help increase sales performance.
Cost and reporting features: Provides access to lower shipping rates, plus detailed analysis of customer groups and sales results.
Secure payment processing: Comes with a built-in, safe system to handle customer payments.
Key Features: The platform provides strong tools to manage stock and orders; sell on social media or in‑person as well as online; many extra tools to help grow sales; cheaper delivery rates; detailed reports about customers and sales; built‑in safe payment system.
Advantages: Very reliable and fast; works well whether sell ten or ten thousand items; grows easily as business gets bigger, lots of help and guides available.
Disadvantage: A monthly subscription is required to use the platform. Additional transaction fees may apply unless the platform integrated payment gateway is used. Free version provides a limited selection of theme and design templates. Advanced website customisation may require coding knowledge or assistance from a web developer.
Most suitable for: Businesses that primarily sell products online, organisations intending to expand rapidly, and vendors operating across multiple sales channels.
[image: Ecommerce Website Builder | Create a Free Store in Minutes - Shopify and 8 more pages - Personal - Microsoft​ Edge]
Figure 2 Picture link: https://www.shopify.com/uk [5].
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[bookmark: _Toc232436430]Mind mapping and the benefits of using mind mapping
[image: Mind Mapping Software Review 2025 | Which One Is The Best ...]
Figure 3: These 10 Mind Mapping Software Boosts Focus And Creativity Fast | The Enterprise World [6].
 
A mind map is a visual method for organising ideas and information. A single core concept at the organisation, then branches outward to cover related topics, details, and connections. Uses concise text, shapes, colour coding, and links to show how different elements relate unlike lists or long paragraphs that follow a single line of thought. This approach lets users understand the full context briefly and helps identify gaps or new ideas quickly [7].
For routine business mind mapping offers clear practical benefits. It simplifies planning process when develop new service, writing documentation, or fixing technical issues, every step and requirement can be laid out clearly as shown in figure 3. Teams can collaborate and build on shared ideas faster, as all members follow the same visual structure. Retention and understanding also improve, as the human brain processes visuals and connection more effectively than plain text alone. It also keeps information organised and easy to reference later. Learning and recall are improved too, as the human brain processes visuals and connections more effectively than plain written text. Most mind mapping tools are low-cost or free, and work on computers, tablets or phones, so nearly all users can access them easily [8].
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Here is the mind map of contemporary software.
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Map mind link: https://lucid.app/publicSegments/view/d050a548-6538-4a15-a6c1-f7709f6049ca/image.pdf  .
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Task 3. Office Applications

[bookmark: _Toc232436433]Four office software solutions for business operations
Office software helps people make, keep safe, show, and study information. In an IT department, these tools are used every day from writing guides to tracking work or checking costs. Four of the most widely used programs are Microsoft Word, PowerPoint, Excel, and Access. Each one does a different job well, but they can also work together to get tasks done faster.






Microsoft Word
[image: ]
Figure 1 MS word (Personal collection)

Microsoft Word is word‑processing software built to create, edit, format, and distribute structured written documents for business and technical use. 
Key features: Microsoft word supports adjustment of text formatting including font style and size; enables insertion of images, tables, and lists includes built‑in spelling and grammar checking, allows saving files in multiple standard formats, supports reuse of content across documents, facilitates collaborative editing, automatically generates tables of contents; and provides security options such as file password protection [9].
In figure 4 labels Microsoft Word’s standard user interface layout. The Title Bar shows the document name and window controls the Quick Access Toolbar holds frequently used commands like Save and Undo. Tabs group related tasks, with the Ribbon displaying all tools for the selected tab; groups can be rearranged via the Customise Group Option. Horizontal/Vertical Rulers set margins and alignment, while the Working Area is the editable document space. The Status Bar shows page details and view settings, and scroll bars navigate longer files. This layout organises functions clearly for consistent, efficient use.

[image: ]
Figure 4: features about the MS WORD [10].
Benefits: Microsoft word has a low learning curve and consistent operation across devices; produces compact files that are easy to share; supports professional, uniform formatting for reports, policies, and guides; works reliably with other Microsoft Office tools [11]. 
Limits: Microsoft word is not designed for complex data processing or large datasets; layout consistency may be affected when multiple users edit simultaneously; custom advanced formatting requires additional skill; premium extended functions require paid licensing. In figure 6 shows Word’s Restrict Editing feature, which also reveals key limitations: it only applies basic protection, not full encryption, so passwords can be bypassed. It may disrupt complex layouts, works poorly across different software versions, lacks advanced access logging or role‑based controls, and cannot prevent file copying entirely. It is not suitable for highly sensitive or large‑scale collaborative work [11].
[image: Limit the no.of rows in table(Ms-word) - Stack Overflow]
FIGURE 5: Limitation of number of rows in Ms word [12].
Uses of Ms word: Microsoft Word is used to create and edit various documents such as reports, letters, and assignments. It provides tools to format text and arrange content clearly for professional presentation. Users may add tables, images, and other elements to support written information. Additional features help check writing quality and prepare files for easy sharing.
[image: ]
Figure 2 MS PowerPoint (Personal collection)
Microsoft PowerPoint is presentation software used to design and deliver visual slides for meetings, training, or reporting.
Key features: Microsoft PowerPoint Access pre-built design templates or develop custom layouts; insert text, images, charts, video, and audio assets; arrange and reposition content elements; apply slide transitions and animation effects; deliver presentations in full-screen mode or via online streaming; export files in formats such as PDF or video; support simultaneous collaborative editing by multiple use.
The figure 7 shows the core workspace, including slide thumbnails, layout tools, and design controls. Core functions include access to pre‑built design templates or fully custom layouts; insertion of text, images, charts, video, and audio, adjustment and repositioning of all content elements; slide transitions and animation effects full‑screen or online presentation delivery; export to formats such as PDF or video, and real time collaborative editing by multiple users. This visual workspace simplifies arranging content into a clear, logical flow [13].
[image: Slide Layouts in PowerPoint]
Figure 6: Features of MS PowerPoint. [14].
Benefits: Microsoft PowerPoint Simplifies communication of complex or technical topics through visual aids and concise formatting, maintains focused, well-organised content supports efficient updates and revisions is widely adopted for training, stakeholder briefings, and project reviews. 
Limits: Microsoft PowerPoint Excessive use of animations or transitions can reduce readability and draw attention away from critical information files with large media assets may become oversized and slow to share or load, not optimised for long‑form technical documentation, bulk data storage, or detailed statistical analysis, complex custom layouts may display inconsistently across different devices or software versions. 
Limitation of slides is 10. Rules of thumb maximum one slide one to two minutes, maximum slide is 15-45 minutes. Don’t flip constantly [15].
Uses of Ms PowerPoint: Microsoft PowerPoint faces challenges such as limited design flexibility, large file sizes, and inconsistent display across different devices. Recommended actions: keep layouts simple, use standard fonts and formats, and avoid excessive content or effects to ensure clarity and compatibility.
Microsoft Excel
[image: ]
Microsoft Excel is spreadsheet software built to store, organise, calculate, and analyse numerical and text data.
Key features:  Microsoft Excel arranges data in structured rows and columns, uses built-in functions to perform automatic calculations, sorts and filters datasets to display only required records, generates multiple chart formats for visualisation, includes analysis tools to identify trends or forecast future values, supports secure file sharing, enables cell protection to prevent unauthorised changes to critical data sections [16].
This figure 8 shows the core layout of Microsoft Excel, a widely used spreadsheet application. The labelled elements include the Microsoft Office Button, Name Box, Active Cell, Quick Access Toolbar, worksheet Tabs, Tab Scrolling Buttons, Workbook Window, Split Box Bar, Vertical Scroll Bar, and Zoom Slider. These tools let users navigate, edit, and manage data arranged in rows and columns, forming the foundation for organising, calculating, and presenting information directly within the program.
[image: Excel Window - A Guide - ExcelDemy]
Figure 7: Features of Ms Excel [17].
Benefits: Microsoft Excel removes the need for slow manual calculations and clearly shows trends and comparisons through built-in charts. It handles large sets of IT and business data efficiently, lets users add or edit records easily, and is recognised and used across almost all industries, so most IT staff already know how to use it with little extra training.
Limits:  Microsoft Excel errors in formulas can produce incorrect results across linked data. This can corrupt linked datasets and produce wrong totals, reports, or calculations that are hard to spot quickly. There is no built-in, reliable record of who changed data, when changes were made, or what was edited. It cannot easily or reliably connect and pull together data stored in separate files or different systems. It is designed as a spreadsheet tool, not a proper database. It cannot handle very large, constantly changing datasets or complex data relationships the way dedicated IT database systems can [18]. 
Use of Ms excel: Microsoft Excel faces challenges such as data size limits and complex formulas causing errors. Recommended actions: learn basic functions first, organise data clearly, and use database tools for large datasets to improve accuracy and efficiency. 

Microsoft Access
[image: ]
Building and managing databases structured collections of information that connect to each other.
Key features: Creates custom tables for secure data storage, applies validation rules to ensure only valid data is captured, builds user‑friendly forms for consistent data entry, runs targeted queries to retrieve specific datasets; generates standardised reports for printing or distribution, establishes relationships between different data types, configures access permissions to restrict viewing or editing to authorised personnel only [19].
[image: The 12 Best Features of Microsoft Access for Database Management]
Figure 8: Ms Access Customize option for Ribbon [20].
The Figure 9 displays Microsoft Access’s Customize Ribbon feature, showing two linked tables Customer Data and Customer Orders and their fields. This visual interface allows users to arrange preferred tools on the main menu bar. It illustrates how data is organised into connected tables, enabling quick access to related information. The layout supports structured data storage and makes navigation and customisation straightforward for regular tasks.
Benefits: Microsoft Access maintains structured, reliable data formats, reduces duplication and input errors, supports complex queries and delivers precise results, performs reliably with large volumes of interconnected records, offers greater functionality than spreadsheets for multi‑component projects. Can be linked to other programs like Excel or SQL systems, so you can share or reuse data across different tools.
Limits: Database file can only grow up to roughly 2 GB once full; it cannot add more data without deleting old records or switching tools. Has a higher learning curve compared to standard office applications, has lower adoption in modern enterprise environments, files may become unstable when shared over network or oversized without ongoing management, requires careful planning and configuration during initial setup. Moving your work to other database tools is hard, and it does not connect smoothly to modern online services or mobile setups [21].
Uses of MS Access: Microsoft Access provides strong data organisation and query tools but faces limits such as file size restriction and complex setup. Recommended actions: plan structure carefully first, maintain regular organisation, and use it for medium-sized datasets only. 


[bookmark: _Toc232436438]B) Practical Testing of Excel two features
This section documents the practical application of two Excel functions: IF Function and VLOOKUP Function, using simulated operational data with no live or sensitive information.
VLOOKUP function
The VLOOKUP (Vertical Lookup) function retrieves matching data from a specific column in a reference table, based on a shared search value. It is used to combine separate datasets without manual copying.
Step -by-step Guide:
Screenshot 1: Make an Excel list: columns like Name of cookie and their prices and on the other side there are names of cookies find out the prices.
[image: ]
Screenshot 2: How to find out the price write in the box =vlookup( press lookup value.
[image: ]

Screenshot4: Then click the classical chocolate chips cookie box =vlookup(D2 will appear in box E.
[image: ]

Screenshot 5: click =vlookup(D2, table array will appear click on it. Select all the cookie name table and price the formula will appear.

[image: ]

Screenshot 6: click, the column index will appear it’s the table which we want the value back which is in the 2 columns. 
[image: ]
Screenshot 7: click on the exact match to get the exact price.
[image: ]

Screenshot 8: click on the whole formula as mentioned in the screenshot and enter the price will appear =VLOOKUP(D2,A2:B8,2,FALSE).
[image: ]

Screenshot 9: the price of the cookie has been appeared.
[image: ]
Screenshot 10: when the box was dragged the price of the double chocolate chunk is not mentioned how to lock the relative reference.
[image: ]



Screenshots 11: lock the formula using dollar sign and enter. select the price column and drag it.

[image: ]

Screenshot 12: Drag the price column down the price will appear.
[image: ]
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The IF function checks a rule or condition you set, and gives one result if the condition is true, and a different result if it is false. It follows the logic: “If this condition is met, show this result; if not, show the other result”.
Step-by-step guide:
Screenshot 1: Open Excel and enter your data values into cells.
[image: ]

Screenshot 2: click fx the dialogue box will appear click IF and ok.
[image: ]





Screenshot 3: click the dialogue box will appear and click on the Actual price the logical test the  formula will appear.
[image: ]
Screenshot 4: Type the formula in the dialogue box and Enter the budget will appear.
[image: ]

Screenshot 5: As mentioned in the formula the budget will appear on one section when you drag the column all the other budgets will appear.
[image: ]


You can use this same logic for many daily jobs. If you want to know the sum total, track stock levels and show “Order more” or “Stock OK”, mark support tickets as “Fixed” or “Pending” or flag projects that go over cost. It turns plain numbers into clear information users can act on straight away.
The table shows student marks for different subjects. The “Total” column uses a simple formula=sum and select all the marks to add up all marks for each person automatically this is exactly how this function and related calculation tools help make work faster and easier.
[image: ]
[image: ]
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Introduction
Modern business relies heavily on digital tools to connect people, share information, and work together across locations. Communication applications allow the exchange of messages and information, while collaboration tools support joint work, file sharing, and group activity. This section examines two widely used applications: Gmail for communication and WhatsApp for collaboration. Key features, benefits, and limitations are discussed.

Gmail Communication 
Gmail is a widely used email service developed by Google, designed to send, receive, and manage digital messages. It serves as a primary communication tool in both personal and professional environments.
Key Features
Gmail provides structured message organisation through labels, folders, and search functions. Messages can be sorted, filtered, and archived for easy retrieval. It supports attachments, allowing documents, images, and other files to be sent alongside text. Integrated features include calendar management, task lists, and cloud storage links, creating a connected working environment. Security functions such as spam filtering, virus scanning, and two‑step verification help protect data and maintain privacy [22].
Benefits
Email offers a formal, permanent record of communication, making it suitable for official business, agreements, and documented information exchange. Messages can be composed carefully, reviewed, and sent to one or many recipients simultaneously. Attachments support the sharing of work, reports, and data in standard formats. The service is accessible from multiple devices and locations, supporting flexible working. Integration with other tools reduces the need to switch between separate platforms. Add the source in the end
Limitations
Email can become overwhelming when large volumes of messages arrive daily, making important information harder to locate. It is not designed for real‑time conversation; replies may take minutes, hours, or longer, which slows quick decision‑making. Attachments may be restricted by file size limits, and large files must be shared through alternative methods. Security depends on user behaviour; weak passwords or accidental forwarding can expose sensitive information. Overuse of email can lead to inefficiency, as important messages may be missed among less relevant content [23].
Online Collaboration Application
WhatsApp is a mobile and desktop application that supports instant messaging, voice and video calls, and group interaction. While often used for communication, its group features make it a practical tool for collaboration.
Key Features
Users can create groups where multiple people can exchange messages, share files, and participate in discussions. Text, images, documents, and short videos can be sent quickly. Voice and video calls support direct conversation and group meetings. Status features allow updates to be shared with selected contacts. End‑to‑end encryption is applied to messages, helping to keep communication private [24].
 
Benefits
The application operates in real time; messages appear instantly, allowing fast responses and quick problem‑solving. Group features enable teams to stay connected, share updates, and coordinate work without complex setup. File sharing supports quick exchange of documents, images, and plans, which aids joint tasks. The platform is widely available, free to use, and works across different device types, making it accessible to most people. It supports informal discussion, which can build teamwork and speed information sharing.
Limitations
Information shared in groups can become unorganised; messages scroll quickly and important details may be lost among conversation. There is limited structure compared to dedicated collaboration systems; tasks, schedules, and progress tracking are not built into the design. File types and sizes are restricted, which limits sharing of large or complex work. Privacy depends on group management; people added without permission may see shared information. Messages are not always formally documented, so important agreements may lack clear record or reference [25].please change the citations
Summary
Gmail and WhatsApp solve different coordination problems. Gmail works as a formal, documented way to exchange information; WhatsApp supports fast, real‑time conversation. Gmail is better for sharing detailed information, official updates, and keeping a permanent record. WhatsApp is better for quick questions, urgent updates, and group discussion where answers are needed immediately. Treating one as a replacement for the other would be inefficient. An email without a quick message to confirm receipt may be overlooked, while a WhatsApp message without a formal record may lack clear reference later.
Research on digital workplace teams indicates that communication technologies can both enable and constrain how people connect, depending on how their features are understood and used. The practical implication is that choosing the right tool alone does not guarantee effective communication. Businesses should use Gmail for formal information sharing, documents, and recorded updates, and WhatsApp for quick coordination and urgent matters. Important decisions discussed in WhatsApp should be confirmed and recorded through email. This combined approach ensures both speed and clarity, reduces misunderstanding, and keeps work properly documented.

Table: Comparison of Gmail and WhatsApp
	        Dimension
	                Gmail
	   WhatsApp
	Management Implication

	Time mode
	Synchronous
	Synchronous messages appear instantly
	Use WhatsApp only when speed matters, use Gmail when clarity and record are needed

	Main output 
	Formal messages, file attachments, organised information, and permanent record
	Instant conversation, quick replies, shared updates, and group interaction
	Transfer important agreements and decisions from WhatsApp into Gmail for clear documentation

	Strongest feature 
	Structured email, labels, search, large file sharing, and secure archiving
	Instant messaging, group chats, voice/video calls, and easy media sharing
	Select the tool by purpose: Gmail for formal work; WhatsApp for quick coordination

	Main risk 
	Messages may be missed in large volumes; replies can be delayed; storage limits apply
	Information scrolls away and may be lost; no formal filing; privacy depends on group settings
	Keep WhatsApp discussions brief and informal; record key details through Gmail; review messages regularly
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4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application
[bookmark: _Toc232436446]Gmail
Communication Feature Gmail Attachments
Feature used: Sending and receiving email with file attachments
Description:
Screenshot1: Open Gmail and select Compose to create a new message.
[image: ]

Screenshot 2: Enter recipient address, subject line, and short message text.
[image: ]





Screenshot 3: Click the paperclip icon at the bottom of the window to browse and select a file from the device.
[image: ]
Screenshot 5: Once selected, the file appears below the message area as an attachment.
[image: ]


Screenshot 6: Click Send to deliver the email with the file.
[image: ]
Screenshot 7: The recipient opens the message and downloads or previews the attached file.
[image: ]
Purpose: This feature allows documents, images, and work files to be shared alongside formal messages. It supports clear communication and ensures relevant materials are delivered together with explanations.
Screenshot guidance: Capture the composed message showing the attached file, then capture the received message with the file visible.
[bookmark: _Toc232436447]Zoom
Collaboration Feature WhatsApp Groups
Feature used: Creating and using a group for team collaboration
Description:
Screenshot 1: Open WhatsApp and select New Group.
[image: ]
Screenshots 2:  Add selected contacts from the contact list and give the group a clear name.
[image: ]


Screenshot 3: Once created, all members can send messages, share images, documents, and updates instantly.
[image: ]
Screenshot 4: Messages appear for all members at the same time, allowing quick replies and shared discussion.
[image: ]
Screenshot 5: Files such as notes, plans, or images can be sent and viewed by the whole group.
[image: ]
Purpose: Groups enable multiple people to stay connected, share information, and coordinate work without delay. Updates reach everyone at once, reducing the need to message each person separately and supporting fast, informal teamwork.
Screenshot guidance: Capture the group creation screen, the group name and members list, and a sample message or file shared within the group.
[bookmark: _Toc232436448]Conclusion
Both features demonstrate practical application. Gmail attachments support formal communication and documented file sharing, while WhatsApp groups enable instant group collaboration and quick updates. Used together, they provide efficient ways to connect, share, and work with others in business environments.
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