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[bookmark: _Toc224871728]Task 1 e-commerce solutions:
 Introduction to e-Commerce Platforms:
In the current digital economy, transitioning from traditional brick and mortar stores to online shops is important for businesses to succeed. e-Commerce software solutions provide the essential digital infrastructure to display products, manage customer data, and securely process global transactions. This section examines two leading solutions Shopify and Wix e-Commerce, evaluating their influence on contemporary business practices.
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Shopify:
 The Scalable Retail Engine:
Shopify is a dedicated Software as a Service (SaaS) platform tailored for high-volume retail. Unlike typical website builders, Shopify offers a robust, proprietary system that can handle significant traffic surges and complex inventory across multiple channels, including social media and physical Point of Sale (POS) systems. One of its key benefits is the extensive "app ecosystem." This feature allows businesses to integrate third party software for improved logistics, automated email marketing, and real time shipping calculations directly into their online store [1]. From a technical standpoint, Shopify functions as a "closed" system, meaning the company manages all security updates and server hosting, which reduces the technical burden on the business owner but restricts options for in depth code customisation.
Wix eCommerce: 
The Design-Centric Solution
Wix e-Commerce provides a more adaptable, user-friendly approach that is particularly attractive to Small and Medium Enterprises (SMEs). It boasts a very intuitive drag and drop interface, allowing business owners to create a professional brand image without the need for professional web developers. Wix is more than just a pretty face it has essential business features such as online bookings, digital subscriptions, and automated sales tax calculations [2]. This makes it an ideal "all in one" choice for entrepreneurs who sell different products and services. While Shopify is often seen as more "industrial," Wix shines by offering creative freedom, making it a fantastic option for boutique brands and service focused businesses that appreciate a unique visual identity along with their sales functions.
 Business Impact:
 Security and Global Reach:
Both platforms significantly lower the barriers to entering global markets. They provide integrated SSL certificates and PCI-compliant payment gateways, which keep customer financial information safe, a must for any modern business [3].Additionally, these platforms assist businesses in automating repetitive tasks like invoicing and inventory management, enhancing overall efficiency and allowing employees to focus on strategic growth rather than manual data entry.
Conclusion: 
In conclusion, both Shopify and Wix E-Commerce are strong software options that meet various business needs. Shopify is the go-to choice for companies aiming for quick growth and complex retail tasks because of its tailored infrastructure and wide range of app integrations. On the other hand, Wix offers an easy to use and design friendly platform that helps smaller businesses and service providers create a professional online presence without much technical hassle. In the end, the decision between these platforms depends on a company's specific operational objectives, technical skills, and long-term growth plans. By using these e-commerce tools, today's businesses can stay competitive in a market that is increasingly focused on digital solutions.
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Part a: Conceptual Overview of Mind Mapping
Mind mapping is a tool for visual thinking that is not linear and helps to gather and arrange information, ideas, or concepts [1]. Unlike the usual way of taking notes, which follows a vertical list format, a mind map starts with a central idea and spreads out into a structure of branches and subbranches [1]. This method matches how our brains naturally handle information, using keywords, spatial arrangement, and visual features to make complicated data easier to understand [3]. Nowadays, this is frequently done with digital software that allows for real time editing and sharing in the cloud among teams [2].

2. Benefits in Business Operations
Incorporating mind mapping into daily business activities offers several strategic advantages:
• Improved Project Planning: By visualising all aspects of a project on a single canvas, managers can more easily identify dependencies and potential risks that might be missed in a standard document [2].
• Better Information Retention: Research shows that using visual hierarchies and colour coding in mind maps enhances memory recall and aids in synthesising large amounts of qualitative data [3].
• Team Problem Solving: Mind mapping serves as a cognitive scaffold during brainstorming sessions, allowing teams to break down complex problems into smaller, logical parts to assist in specific business decisions [1], [2].
• Greater Operational Efficiency: It streamlines the process of transforming an abstract idea into a well-structured plan, reducing the time spent on manual documentation and improving the clarity of internal communication [3].
Collaboration efficiency and information management: 
In the modern digital workplace, mind-mapping software has evolved from being just a tool for individual brainstorming to a crucial platform for real-time collaboration. Unlike the old-fashioned static notes, digital mind maps allow cross-functional teams to collaborate on a shared visual canvas simultaneously, regardless of their locations [1]. This capability is particularly beneficial for overseeing remote projects, as it ensures that all participants can instantly access the most current version of a project's structure and task relationships [2]. Additionally, mind mapping effectively tackles the problem of "information overload" that frequently arises in business activities. By employing visual grouping and hierarchical arrangements, complicated datasets such as market research findings or intricate workflow processes are transformed into simpler, more understandable formats [3]. This organised approach enhances memory retention and speeds up the information retrieval process, allowing managers to make quicker, data-driven decisions [1]. Ultimately, using mind-mapping software links chaotic raw data with a well-structured strategic plan, directly promoting a more agile and communicative business atmosphere [2].
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Mind map: 
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I have chosen mind meister to categorise these applications based on their functional roles in a business. 
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Microsoft Word: 
In my study of current office processes, Microsoft Word is clearly the main tool for handling unstructured data and formal communication [1]. A significant feature that boosts business efficiency is Mail Merge, which enables users to connect a primary document to a data source like an Excel spreadsheet to automatically create personalised mass mailings [2].
Benefits:
 It offers excellent control over typography and layout, making sure that all professional reports and contracts align with company branding standards [1].
Limitations: 
On the downside, Word is not designed for complex desktop publishing; trying to handle high-resolution graphics can often result in formatting issues or file bloating, which makes it less suitable than specialised design software for intensive visual tasks [2].
Microsoft Excel: 
From a practical perspective, Excel is the most adaptable tool for handling numerical data. Its advanced features like VLOOKUP and Pivot Tables enable users to cross check thousands of data points to identify specific trends and patterns [2].
Benefits:
 It supports "What If" analysis, allowing businesses to simulate various financial scenarios and predict future growth based on current factors [4].
 Limitations: 
The primary issue I have noticed is the significant risk of logic errors studies indicate that a single wrong cell reference can jeopardise the integrity of an entire financial model, resulting in expensive business errors [2], [4].
Microsoft PowerPoint: 
PowerPoint is crucial for turning complicated data into easy-to-understand visual stories. New features like Designer, which uses AI to recommend layouts, and Live Presentations, which enable real-time interaction with remote audiences via QR codes [1].
 Benefits: 
It makes it easier to present information to stakeholders by using visual tools, which has been proven to enhance audience retention compared to reading reports filled with text [3].
 Limitations: 
Relying too much on slides can result in shallow discussions in business meetings, a situation often referred to as "Death by PowerPoint," where the main message gets lost in too many transitions and bullet points [1].
 Microsoft Access: 
While Excel manages flat data, Microsoft Access is a Relational Database Management System (RDBMS) made for complex data sets that need to be linked, like inventory associated with specific customer records [2].
Benefits:
 It maintains data integrity through "referential integrity" rules, which stop the accidental deletion of related records across different tables, something Excel cannot do by default [3].
Limitations: 
Access has a much steeper learning curve than other Office applications and does not have the scalability needed for large-scale, enterprise-level web applications that are used by thousands of users at the same time [1], [3].
Security and strategic accessibility: 
Besides basic integration, the Microsoft ecosystem provides important security features that protect sensitive business data across all platforms. In a work environment, keeping data safe is crucial the suite ensures that files shared via cloud services are encrypted and can only be accessed by those who are authorised. This centralised security method allows administrators to manage permissions effectively, making sure that a financial spreadsheet in Excel or a private client database in Access remains secure while still being accessible to the necessary team members. This mix of strong security and easy access is a big reason why these applications are preferred by global companies. Additionally, the recent launch of artificial intelligence and automated features has transformed how these tools function in daily tasks. Features like "Designer" in PowerPoint and "Analyse Data" in Excel enable users with various technical skills to produce high-quality, professional results. For businesses, this access to advanced tools means that employees can spend less time on manual formatting and more time on strategic analysis. By automating repetitive tasks, such as creating formulas or layout suggestions, the software suite greatly boosts productivity. In the end, the move to an AI driven, cloud integrated workspace ensures that these office solutions remain relevant and vital in a rapidly changing digital economy.
Summary: 
Each of these applications serves a unique purpose, but their true advantage for a business lies in their ability to work in harmony. In a modern office environment, these tools are rarely used in isolation. For example, a company might use Microsoft Access to manage a large customer database, then move that data to Microsoft Excel for in-depth financial analysis or to create visual charts. These charts can be added to a PowerPoint presentation for a board meeting or used in Microsoft Word to generate personalised reports using Mail Merge.
This software 'ecosystem' fosters consistency within a business. Because the interface is similar across all four applications, employees can easily switch between tasks without needing to learn entirely new systems. Therefore, the shift towards cloud-based solutions like Microsoft 365 has allowed for real-time syncing, enabling a team to work on the same spreadsheet or document from different locations simultaneously. This connectivity is what makes the Office suite an essential tool for daily business operations, as it streamlines the journey from raw data to professional communication.
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In task3b I am going to talk about If function and pivot table.
In this practical test, I decided to focus on the IF Function because it is an essential tool for automating decisions in a business spreadsheet. As shown in my screenshots, I created a "Sales Report" for a made-up company called "ABC Stores" to evaluate employee bonuses based on their performance. The IF function in excel checks if the condition is true or false. It is one of the most logical functions used in excel. It also tests a logical condition e.g. (E1>5). It returns the value if it is true and even it is false. It works with numbers, text dates and error checks.

Arguments:
· logical test — the condition to evaluate
· value_if_true — result if condition is TRUE 
· value_if_false — result if condition is FALSE
You can compare numbers, text values return blank cells, combine with AND, OR,NOT for advanced conditions. I have personally used if function in Microsoft excel.
To start, I organised my data into columns like Item Name, Quantity Sold, and Net Earnings. The business logic I wanted to test was a conditional bonus, if a branch's net earnings exceeded £2,000, they would receive a 10% bonus, if not, they would get nothing (£0). I entered the formula =IF(I4>2000, I4*10%, 0) into the bonus column. When I ran this formula, I saw that the software quickly calculated the correct values for each row. This transition from manual calculations to automatic ones is vital for business accuracy. During the testing phase, I purposely changed some of the earnings figures to see if the formula would update in real-time, and it worked perfectly. This shows that the IF function acts as a reliable "logical gatekeeper" for financial data.


 Here is an example of my practical use of If function in Microsoft excel
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Evaluation of Outcomes:
From a business perspective, the IF function greatly reduces time spent. If a manager had to go through thousands of rows manually to find out who qualifies for a bonus, the chance of making mistakes would be quite high. My test showed that by setting a clear guideline in the software, I could guarantee total accuracy in the payments. One downside I noticed is that for very complex "nested" conditions, the formula can be hard to understand, but for everyday tasks, it acts as an essential link between the data and the user.
For my second practical test, I transitioned from basic logic to advanced data summarisation with Pivot Tables. While the IF function deals with individual rows, a Pivot Table is meant to provide an overview of a business's overall health. To apply pivot table first you need to insert the click pivot table and then choose what do you want to create table of and then choose rows, columns, values and filters after selecting them you can choose where you want to create pivot table and release your table.
A Pivot table has four main areas.
1.ROW
2.COLUMN
3.VALUES 
4.FILTERS
The Process:
Using the same dataset from ABC Stores, I went to the 'Insert' tab and chose 'Pivot Table.' My aim was to summarise total earnings by branch (e.g., East London, South London) without manually adding the numbers or using complicated SUMIF formulas. In the Pivot Table field list, I moved the 'Branch Name' into the ROWS section and 'Earnings' into the VALUES section.
As shown in my practical example screenshot, the software automatically created a neat, summarised table. I also explored the FILTERS section by filtering the results by 'Item Name.' This helped me identify which products were generating the most profit in specific areas. I found the drag-and-drop interface very user-friendly, as it enabled me to 'pivot' the data to view it from various perspectives like comparing quantity sold to total revenue in just a few clicks.
Evaluation of Findings:
The Pivot Table test demonstrated that this tool is essential for reporting and analysis. In a real business environment, data is often 'messy' and can cover thousands of lines. The ability to quickly summarise this into a professional report allows decision-makers to spot trends such as a struggling branch or a best-selling product much more quickly than if they were examining a raw spreadsheet. It effectively transforms 'data' into 'information.' The key benefit is its adaptability unlike a regular table, I could modify the entire layout of my report without needing to rewrite any formulas. You can also build pivotable to answer question such as, “Which country owns the most”?
Here is practical example of me creating pivot table.
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In-Depth Evaluation of Useful Insights
After conducting hands-on tests with the IF function and Pivot Tables in Microsoft Excel, I have developed a clearer understanding of how these tools are essential for businesses. The tests revealed that while entering data is straightforward, the true power of office software lies in its ability to automate logic and summarise vast amounts of information. During my examination of the IF function, I effectively demonstrated how a company can apply strict financial guidelines, such as who qualifies for bonuses, without needing to do manual calculations. This reduces the chance of human mistakes, which is a major issue for any business handling payroll or sales commissions. The quick updates of results when I changed the input data showed that these tools create a 'live' setting for monitoring business performance, allowing for immediate adjustments to strategies. Moreover, the Pivot Table test highlighted the difference between raw data and useful business insights. Even though the spreadsheet contained many individual transactions, it was hard to see the overall picture until I used the Pivot Table feature. By organising sales by branch and product, I turned a confusing list into a clear summary that is perfect for executive decision-making. This transition from detailed information to broader insights is vital for today’s businesses that work with 'big data.' The flexibility of the drag-and-drop interface also showed that office solutions support 'ad-hoc' reporting the ability to quickly change the focus of a report which is a significant advantage over manual or paper-based methods. To sum up, my practical experience with these tools confirms that the Microsoft Office suite provides a unified system that supports the key foundations of business, communication, teamwork, and data management. The integration of applications like Word, Excel, and PowerPoint ensures a seamless flow of information.
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The Significance of Information in Business Decision-Making:
In the current business environment, information is often seen as the most important asset of a company. Making decisions depends entirely on transforming raw data into valuable information. Raw data consists of unprocessed facts and figures, such as individual sales transactions. However, for a manager to make a well-informed choice, this data must be processed, organised, and presented in a way that adds value [1]. This transformation is essential because poor-quality information can lead to bad strategic decisions, which can cause financial losses. To evaluate the quality of information, businesses frequently use the ACCURATE model. This framework suggests that for information to be useful, it must be accurate, complete, and cost-effective [2]. Furthermore, it should be relevant to the specific problem, accessible to authorised users, timely, and easy for the end-user to comprehend. Recent research has indicated that information lacking these characteristics can hinder a company's ability to respond to market changes effectively [1].
Levels of Decision-Making and Information Flow:
Business decisions are usually divided into three main levels Strategic, Tactical, and Operational. Each level needs different kinds of information support from IT systems. Strategic Decisions are high-level, long-term choices made by top executives, concentrating on the overall direction of the company [3]. These decisions need summarised, future-oriented data that is often provided by Executive Support Systems. Tactical Decisions are medium-term choices made by middle management to carry out strategic goals, like quarterly department budgets. Lastly, Operational Decisions are the everyday choices made by staff to keep the business running smoothly, such as managing inventory [2]. IT systems like Transaction Processing Systems (TPS) make sure that the immediate flow of data is captured correctly at this level, allowing for a smooth flow of information up to the strategic levels of the organisation [3].
The Effect of IT on Today's Organisations:
The arrival of Information Technology has significantly changed the operational structure of contemporary companies. In terms of operations, the most notable effect is automation. With software tools like Excel and Access, tasks that used to take days of manual work can now be completed in just seconds [4]. This change not only speeds up processes but also greatly enhances accuracy.  There are communication tools for example MS Teams made these operations easier by creating a instant messaging and video conferencing record of business transactions so the information stays timely and easy to understand. On a strategic level, IT offers a Competitive Edge. By using data analytics and CRM systems, companies can gain a deeper understanding of their customers than ever before, enabling them to provide tailored services that foster brand loyalty [5]. Moreover online collaboration tools for example Microsoft OneDrive has changed the way we do strategic planning by letting teams work together on documents at the same time even if they are in different parts of the world. This means that the information needed for important decisions is always complete and easy to access helping the organisation react to market changes quicker than its competitors[4,[5]. 
[bookmark: _Toc224871737]Social, Economic, and Ethical Effects:
The economic influence of IT is evident in the decrease of overhead expenses. Cloud computing and digital communication platforms have minimised the need for physical office environments. This has led to the emergence of remote and hybrid work models, which provide employees with greater flexibility but also pose challenges related to social isolation [4]. Nevertheless, a heavy dependence on IT brings about risks. Cybersecurity has become a major concern, as organisations keep sensitive customer information in the cloud, making them vulnerable to data breaches [5]. Companies must find a balance between the pursuit of data-driven efficiency and the ethical obligation to safeguard individual privacy.
The Information Value Chain and Knowledge Management:
To understand how IT affects an organisation, one must consider the "Information Value Chain." This idea explains how raw data is turned into an asset. In today's business world, gathering data is simple, but the real value comes from managing it well. IT systems serve as the main driver for this change; for example, a retail company may gather millions of data points about customer purchases. Without IT, this data is merely "noise." However, with structured Information Systems, this data is sorted, examined, and transformed into useful knowledge. This enables managers to spot trends, like which products are popular among certain groups, allowing them to make "Knowledge-Based Decisions" that boost profits and minimise waste.
Furthermore, Knowledge Management Systems (KMS) have become an essential strategic element. These systems help a business capture the internal knowledge of its employees and keep it in a centralised, searchable digital format. This way, when a skilled employee leaves, their "Tacit Knowledge" their unique skills and understanding of business operations does not disappear. By formalising knowledge through IT, companies can maintain a level of operational consistency that was not achievable before. This digital memory facilitates quicker training for new employees and ensures that the organisation learns from its previous successes and failures, fostering a culture of ongoing improvement and long-term sustainability [1], [3].
Security Ethics and the Digital Infrastructure Risk:
As companies depend more on digital systems, the ethical duty to protect data has evolved from a technical concern to a fundamental business principle. Every bit of data an organisation keeps, whether it’s employee payroll information or customer credit card details, poses a serious risk. The consequences of a data breach are now assessed not just in terms of financial loss, but also in the complete loss of customer trust. Therefore, companies need to invest significantly in strong cybersecurity measures, which should include not only software protections like firewalls and encryption but also training for employees on 'Social Engineering.' This points out a major limitation of IT the security of the system relies heavily on the user.
This dependence also introduces a 'Single Point of Failure' risk. If a company shifts all its operations to the cloud, a major internet outage or server failure can halt the entire business. This risk necessitates that companies create thorough Disaster Recovery Plans (DRP). The financial impact of 'downtime' in today’s digital world is enormous; for a large online retailer, even a brief ten-minute technical issue can lead to thousands of pounds in lost income and long-term harm to search engine rankings. As a result, the influence of IT on a business is a double-edged sword it offers tools for remarkable growth and efficiency, but it also establishes a high-risk environment where technical resilience is as crucial as financial stability. Balancing these factors is the mark of a successful modern business leader.
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The screenshot above shows I have tested MS Teams as a modern communication app. Here I am using instant messaging feature to talk to a teacher about assignment details. This test indicates how digital communication tools help share information quickly something that traditional email sometimes struggles with. From a business point of view MS Teams supports the ACCURATE information model making sure the data is timely and  accessible. The chat stays saved so I can look back at it any time. 
Another test  I did was for a collaboration applications feature : 
[image: A screenshot of a computer
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The screenshot above shows how MS OneDrive can be used for working together online. In this example I am sharing my file with my teacher and giving him permission to “Can edit”. This allows us to work on the document at the same time even if we are in different places. From a business point of view this cloud based teamwork makes sure that information is accessible and complete which is what the ACCURATE information model needs. 
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