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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). 
The most popularly used e-commerce website builders/software solutions are.
· Shopify
· Wix 
· Bigcommerce
· Square online
· Woocommerce
1)  Shopify:(business solutions): it is a comprehensive, cloud-based e-commerce platform that gives the basic and necessary applications for businesses to grow, build, manage and promote an online store. It is made to be easily used and understand by the people using it for their first time and it gives more advanced features to big companies to give them room sell their products online as an individual and in different and numerous channels like marketplaces and online media. Their main features are to secure payment processing, marketing tools, website customization with templates, and inventory management [1].
The major features of Shopify are drag and drop website builder, easy to use, a hosted platform that handles security and hosting, a comprehensive dashboard for managing sales, a very confidence payment gateway, customers and inventory. It gives out good marketing applications, SEO and analytics, automated shipping calculations and the ability to further a proper functioning through so many app stores [2].
Some key and most important benefit of Shopify is that it is very easy to use, all in one e-commerce solution, and it is a very large and extended app that are used in various marketplaces. It can take hosting, payment and security, giving a wide advantage and knowledge for users to create and manage a store so very fast with no advanced experienced. It also gives search engines optimisation and robust marketing. [3]
There are also some limitations while using Shopify and the limitations are the transaction and app fees can add up, it expensive to set up the structure, and its customization constraints particularly for advanced functioning due to limited code access. Another limitation of Shopify is reliance on a third-party app store, difficulties for intricate product distinguishable management and a strict checkout process that cannot be fully customized without apps. [4]
2) Wix (Business solutions): is an e-commerce platform for building online stores that combines a user-friendly, no-code, drag-and-drop editor, inventory, orders and payments. Wix gives a very divest range of templates and design options, it also gives a very fragile backend features like automated inventory tracking, various shipping rule configurations, and integrated payment processing. Wix uses AI to guide and help with the creation of website, product descriptions, and image editing, and includes marketing and CRM tools to help businesses grow. [5]
The major e-commerce features of Wix are as follows, drag-and-drop editor, user-friendly, comprehensive suite of applications for managing products, inventory and payments and customizable templates. Wix also gives robust marketing, sales and analytics applications, including AI-powered suggestions, multi-channel selling capabilities and a secure payment processing. [6]
The major benefits of Wix for e-commerce include its user-friendly drag-and-drop interface, robust built-in e-commerce applications for inventory, payments, and order management, and extensive customization options through templates and an app market. It also provides integrated marketing and SEO tools, reliable hosting, and the ability to sell a various product, from physical goods to digital downloads and subscriptions. [7]
Wix e-commerce limitations include limited adaptability for high-volume businesses, a lack of modern features and customization compared to other platforms, and difficulties with SEO and site migration. Other drawbacks are the inability to change templates after launch and potential issues with site speed and mobile compatibility. [8] 



[bookmark: _Toc160375384]Task 2  
(15 marks)
[bookmark: _Toc160375385]Mind-map of Contemporary Software Applications 
(Approx. 500 words)
A mind map is a visual diagram used to organize information hierarchically around a central concept. It branches out from a core idea, connecting related subtopics and details with lines, and often uses colours, images, and keywords to make complex information easier to understand and remember. Mind mapping is a flexible brainstorming technique used for problem-solving, note-taking, project planning, and more.  
a. Describe mind mapping and explain the benefits of using mind mapping in business operations (approx. 2/3 sources). 5 marks
    A mind map is an optic or optical way that is being used in e-commerce business to put ideas, information in a well-organized manner. The idea of mind map begins with the main concept at the middle where the main routes are being created outward showing the similar minute topics from the main idea or topic. The routes can further be split into smaller most easy and various branches that shows the ladder, ranking, structure, order, and system interacting within the ideas. A mind map can be created by drawing with a hand or by the use a of some digital equipment like, XMind, Mind Meister or Miro. Colours, images and the main ideas are always being used to make the concept very easy to understand. The positive importance of using mind mapping is as follows: [9]
      To add up strong creativity and to generate idea using various measures like mind mapping, brainstorming, scamper, innovation, to build a strong mind by thinking on what to do, write them down, build up excellent e-commerce business solutions ideas and put them in to practice. It always involves looking into a problem, bring together more information, implementing various ideas, comparing them and bringing out the most important ones. [10]
          Another benefit of using mind mapping in e-commerce business solution is to improve communication and collaboration that concentrate most especially on high expectations, active listening, to build the habit of trust and open feedback. Using a good means or the right way of giving out information, creating a different and understanding means of sharing information between team members also bring outgrowth. Sharing understanding through the means of optical maps that makes all the team members see clearly what they are supposed to do or the picture of their work and team alignment that helps presenting the information very clear to reduce misunderstanding among members.
        To improve problem solving is to bring out the problem facing very visible, split the problem into minute fragments and look right deep into the cause of the problem. Secondly brainstorm various means of solving the problem without judging and then look and bring out the most feasible way with a more visible option. To know what you are capable of put it into action by bringing it to normal life scenario, give time to look at the cause of the problem and learn from others. Mind maps help to make more complex and complicated e-commerce business solution problems looks very simple by spitting the problems down into minute entities. Teams can also look for more possible solutions and look their impacts side by side.
b. Create a mind map of contemporary software applications that are used to support day-today business/Organisation operations. 10 marks
              [image: ] 
https://mm.tt/map/3863719140?t=GhqTzNtCUl
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.
Key uses in business operations
· Document creation: Generate professional documents like letters, reports, proposals, and business plans. 
· Templates: Save time by using built-in or downloadable templates for items like invoices, calendars, and resumes. 
· Collaboration: Work with teams on documents simultaneously using features like Track Changes and comments. Integration with OneDrive allows for real-time collaboration and access from any device. 
· Professional materials: Create professional marketing materials like brochures, flyers, and newsletters to promote your business. 
· Contracts: Draft and format business contracts, though it is important to have them reviewed by a legal professional. 
· Data and reporting: Create documents with tables, charts, and images to present data in a clear and organized way. 
· Employee documentation: Produce employee reports, certificates (like "employee of the month"), and other HR documents. 
              Microsoft word (Business solutions) It is a word-processing software that serves as a core solution for business operations by helping creative originations, creation, editing, managing, and sharing professional business documents like reports, marketing products and letters, collaboration applications, branding elements like colours and logos, Microsoft 365 suite which is greatly used in industries and enhanced productivity across all business units. [11]
               Document creation and editing (business solutions): Enhances businesses to quickly generate professional letters, business reports, proposals, manuals, newsletters, gives templates for consistent branding and formatting, and helps constant professionalism across all company documents.
           Mail Merge (business solutions): It is a very important and powerful solution for business operations because it allows significantly the efficient creation of individual mass volume collaborations by merging standard templates with variable data, saving time and reducing significant manual mistakes. Bringing together single template document with a data source, businesses can build up tailored outputs for a very massive audience. The reason why mail merge is a very powerful solution for business operations is because it saves time and labour, ensures consistency and accuracy, Scales easily, works across many business tools, and customer communication. 
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         Document Security as a Solution for Business Operations: It is a critical solution for business operations in modern business environments as it organises and handle massive volume of sensitive information-financial data, customer records, contracts, intellectual property, and internal communications. Document security is a technology designed, framework or applications to protect information from unauthorized access, manipulation, loss, misuse or destruction. Putting in place strong document security helps to safeguards business operations as it strengthens trust, maintain regulatory compliance, protect intellectual property and build customer trust. 
            Text Formatting Tools as a Solution for Business Operations: It enhances clarity, automated text editors, document processors, improving readability, style checkers, data management and formatting bots provide a strong role in improving business operations. They ensure brand consistency, save time and add overall communication across several business units.   
    The benefits of Microsoft word as a solution for business operations:  it gives out so many advantages that make it a necessary tool for business operations especially as part of the cloud-based Microsoft 365 suite which offers numerous benefits for business operations and here are some of the key benefits. 
 Professional Document Creation: Word provides a vast range of user-friendly professional templates that helps and enable businesses to produce polished professional looking, consistent documents quickly and more efficiently. This saves significant time and manual effort compared to producing documents from scratch.          Enhances Collaboration: so many people can work on a particular or the same document at the same time synchronously by sharing it through OneDrive or SharePoint. 
    Time-Saving Features: It provides applications that are very helpful in autocorrect, auto text and templates help users to spend less time and built-in spell check and grammar check helps automatically to correct errors and adding accuracy. It also uses quick access toolbar for one-click access to used commands more often.
The limitations of using Microsoft word as a solution for business operations: Word has so many limitations as a sole solution for business operations and some of the limitations are as follows: 
High cost: Using Microsoft word is very costly or expensive as it is not free it requires subscription and this can be so very expensive for students, small businesses or non-profit organizations.
   Large file sizes: It a form of limitation in Microsoft word as documents containing many images, tables or inserted objects can become large and slow the load and this can hinder the functioning of the computer properly as the storage is limited as the software has a 512MB opening limit.
  Compatibility issues: It hinders documents created in newer versions not to work correctly in the older version of word. This problem comes from new features in recent versions that cannot be supported in older ones, thus creating potential errors in layout fonts and spacing and sometimes even the loss of editable content like content controls. To escape of these issues users are forced to use compatibility mode or convert the older files to newer formats to prevent these inconsistencies.
 Complexity for Beginners:  The numerous tools found in Microsoft word like mail merge or macros can be so very confusing for new beginners and it needs some time and proper training for beginners to adapt in it.
          Microsoft PowerPoint as a solution for business operations is a very important business software solution that allows users to create, design, display and delivering physically slideshows containing text, images, charts, videos, animations and engage presentations to effectively communicate data, ideas and strategies both internally and externally. MS PowerPoint is a very vital part of Microsoft Office 365 suite that gives out tools to increase outputs in business environments to support effective collaboration, communication and professional presentations in business operations. [12]
   The main major features of Microsoft PowerPoint as a solution for business operations are as follows:
Customizable Templates and Brand Consistency (business solutions): Businesses can make and use standardize, branded templates and use the slide master feature to make sure a consistent view for example fonts, colours, logos, layouts across all business presentations. This strengthens brand identity and professionalism.[image: A screenshot of a computer
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   Templates and Design tools: Microsoft PowerPoint provides so many pre-designed templates SmartArt graphics for fast, professional design and various customization options like themes, fonts and colours.
   Collaboration: It allows so many different users to use simultaneously by co-author presentations via OneDrive or SharePoint discussing about various business operations.
 Benefits Microsoft PowerPoint as a solution for business operations are as follows:
       Saving-time: One of the major benefits of Microsoft PowerPoint in business operations is that it is highly efficient and time-saving tool for creating professional business presentations so quickly.
       Enhances business communication by making users to build up physical engaging, well- structured and collaborative presentations it also helps convey ideas, reports and data clearly using visuals.
       Microsoft PowerPoint Supports business operations Decision-Making firstly by enabling the effective, physical, and communication of information and data. It features help Charts, tables, and graphs make it so simple to explain data and business results.
The limitations of Microsoft PowerPoint as a solution of business operations:
         Overuse of effect; When they are too many uses of animations and transitions can distract audience, and it is widely seen as a limitation and common pitfall in Microsoft PowerPoint presentations.
      when Microsoft PowerPoint presentations files are with too heavy graphics or videos it can become very large and slow, it files size is a major limitation due to the storage and sharing constraints with the online editor having a 300MB limit for editing and 100MB for embedded media. Some other limitations are the viewing of a 60-second timeout for viewing mighty files online and external limits like the files from email providers.
    Some of the most quality of communication heavily depends on the skill of the presenter and how the presenter delivers it, so Microsoft PowerPoint depends more effectively, and it is also determined by the person using it, so it is difficult make an unskilled person a presenter.
         Microsoft PowerPoint needs some visual hardware like a projector or display screen to easily use in any gathering, one of the main limitations is with no compatible graphics card performance of animations transitions and video playback may be compromised and some features might be automatically disabled.
           
         Microsoft Excel as a Solution for Business Operations Excel is a versatile solution and most widely used business operations in the world acting  as a central hub for data storage, analysis, automation, visualization and reporting across departments like finance makes it indispensable for effective business operations and sales enabling everything from budgeting and sales tracking to complex inventory management and project planning, most especially when enhanced with power Query  for automation [13].
      Formulas and functions are some of the major features of  Microsoft Excel  because they make way for users to calculate, automate tasks and analyse data automatically and they are hundreds built in functions for that such as Logic(IF,AND, OR), Math(SUM,AVERAGE,ROUND), Text manipulation(LEFT,TRIM,CONCAT), Lookup and reference(VLOOKUP,HLOOKUP,XLOOKUP,INDEX,MATH), Statistics(MDIAN,STDEV), Financial calculations(PMT,NPV), and Auto-calculation of results.
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   The major data analysis features of Microsoft Excel include PivotTables and Pivot Charts which are used in summarizing data, Data Analysis Tool Pak for statistical analysis, Power Query for data extraction, transformation and loading, and a built-in functions and physical applications like charts. The above features help users to organize and summarise large datasets, make statistical analysis and make physical representations to understand complicated data.
      Workbook in Microsoft Excel is a whole file and acts as a container for organizing and managing one or more individuals' spreadsheets or worksheets or it organizes data in rows and columns and single physical book(workbook) within a multiple page(worksheets).
       Charts and visualizations are the major features of Microsoft Excel that creates raw data into understandable graphs like bar, pie charts, line, scatter, and area charts. They help users to figure out trends, compare data sets and communicate insights and advanced physicals are combo charts, sparklines, waterfall, histograms and box.
     The benefits of Microsoft Excel as a solution for business operations are as follows:
        Easy Data Organization: Microsoft Excel gives out so many ways that make it very easy for business data to be organized, firstly through it grid format and it helps you store, sort, and filter mighty data in an orderly way. Tables, filters and formatting tools make it so easy to manage information.
      Powerful Calculations & Formulas: It gives a very significant gain as it enhanced accuracy, time savings through automation, and the ability to do complicated data analysis for a better decision making and it performs also arithmetic calculations, statistical analysis, financial modelling and logical operations in business operations.
      Data Analysis Tools: Excel data analysis applications like Pivot Table for data summarization, formulas for complicated calculations, data Tool Pak for statistical analysis and it also gives out physical applications such as charts and graphs for data interpretation in business operations.
   Automation Through Macros: It gives advantages like saving time by automating repetitive tasks, minimises mistakes via consistent execution. Macros standardize processes, ensure data is very correct and handle large datasets very fast than manual methods.
 The Limitations of Microsoft Excel as a solution for business operations are as follows:
      Limited Handling of Very Large Data: The first limitation of Excel is handling very massive data its finite grid size is 1,048,576 rows and 16,384 columns per worksheet and it functions are decided due to the available system memory (RAM).
    Limited Collaboration: it is also a key limitation for excel as its traditional desktop versions, originally when compared to cloud-native forms like Google sheets although Microsoft 365 has stepped up co-authoring capabilities and the issues still exist. They are also problems when so many people are editing files offline.
      Error-Prone When Manually Edited: It is very broad to human mistake most especially when data are being edited manually. So, due to this excel files are very vulnerable to human error, incorrect formulas, accidental overwriting, broken links and even minute errors lead to a very massive calculation mistake.
              Weak Data Security: its native security can give only first line defence and are considered weak for protecting sensitive and confidential information. The are so many limitations and some are it can be easily cracked down its password; sensitive data is at risk if not shared properly, encryption is very limited and lack of robust access controls.
   Microsoft Access as a solution for business operation Microsoft Access serves as a powerful relational database management system, user-friendly database solution for small to medium businesses and teams. It is designed to help businesses store, manage and analyse data efficiently, enabling rapid creation of custom applications for managing inventory, customers, projects and finances, offering centralized data, automation. Unlike Excel, which is primarily spreadsheet-based. Access is ideal for structured, relational data that needs organization querying and reporting. [14]
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 Here are the benefits of Microsoft Access as a solution for business operations
       Microsoft Access is very beneficiary to small and medium-sized businesses for storing and organizing huge amounts of date, making user-friendly forms and reports and automating tasks and some of the benefits includes Easy to Use for Non-Technical Users, Cost-Effective Database Solution, Rapid Application Development, Comes with Ready-Made Templates.
    Here are the limitations of Microsoft Access Not Suitable for Very Large Databases, Limited Multi-User Support, File Size Limit, Prone to Corruption.
           
[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.
       Open Microsoft Word and go to Mailings as below
[image: ]
 Then you go to select recipients as bellow
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 From there you take type a new list as bellow and go to customize columns
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From there you should delete what is not relevant for you as bellow
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Fill in all your information as bellow and press ok
                               [image: A screenshot of a computer
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 The go to address block as bellow
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It will appear on the screen as bellow

Then lastly you press ok for the address you entered to appear as bellow, or you go to preview results 
[image: A screenshot of a computer

AI-generated content may be incorrect.]
       Open Microsoft Excel as bellow
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Then go to Blank workbook

Go to the cell and put what you want to look for inside the cell
[image: ]
Create a table like bellow
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Then go the fx function
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Go to IF function or go and type the function you want to use and click Go,
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Click ok 

[image: ]
Insert the logical test in the space and put the conditions you want it to be 
[image: ]
Double click
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Look up to the fx function and see your conditional statement for the IF function as bellow
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[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) 
          Contemporary Collaboration and Communication tools are digitals Apps that help share ideas, work together and coordinate tasks whether they are in the same area or working in different places. These tools are mostly used in business, education, healthcare and many other domains. These communication and collaboration apps can be synchronous or asynchronous, Synchronous communication is a means chatting in real time face to face through digital applications like Skype, Zoom or MS Teams and Asynchronous communication is a means of communication that allows people to send and receive messages and it is a form of communication with no immediate response like communicating through Email, Gmail and outlook for business operations. [15]
[image: Microsoft Teams - The Ultimate Communication And Collaboration Tool - K2  Enterprises]
Microsoft Teams is a unified and comprehensive communication and collaboration tool within the Microsoft 365 ecosystem mostly used in more advanced organisations. It brings so many communication and collaboration applications together in business operations such as chats, voice calls, video conferencing, and file sharing.
        Microsoft teams main key features include instant messaging, group chats, real time chat and channels, video and audio meetings or video meetings with screen sharing and integration with Microsoft 365.
    Microsoft  teams give so many advantages in advanced communication for business purposes by acting as a comprehensive hub for communication and collaboration like real time messaging, file sharing, and calls in a single tool reducing the need for so many communications platforms, strong integration with MS 365, high quality video conferencing, and enterprise grade security.
  The disadvantages of MS teams include working problems, notification overload, potentially confusing file management, and less intuitive interface compared to some competitors. 
[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.
Microsoft Teams in Business world: go to Microsoft teams and go to sign in if you are having a Microsoft team account already as bellow:
[image: ]
This is activity 
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You go to chat and start communicating with your business partners that are far away from you as bellow.
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You can still go to teams join the teams with the code given and have access to discuss with your business partners as a team member and to talk about the business you people wants to carry out as bellow:
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As a student if some assignments were given you can go to assignment as below and check:
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You can also go to calendar to know when you people had a business meeting or to make an appointment from it when you next business meeting is going to take place as bellow:
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 You can make calls or group calls as a team as bellow:
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You can add or search for more apps on what type of app you want to use as bellow:
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[bookmark: _Toc160375394]Conclusion
            From the above we have seen how to use e-commerce website builders of software solutions like Shopify and Wix to create and give out solution for e-commerce business. We have also seen how to use mind mapping to brainstorm and come out with your own business solution and the benefits of mind map in business. We have also seen how to use office applications like Microsoft word, Microsoft PowerPoint, Microsoft Excel and Microsoft Access to create our own business data and lastly, we have seen how to communicate and collaborate as a team with business partners by using various communication and collaboration applications like Microsoft teams, Zoom and Skype. We all of the above I can now create my own e-commerce website and business and manage it properly.
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