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                TASK 1)  
                                    
                          SOFTWARE SOLUTIONS / E-COMMERCE WEBSITES

Software solutions from information sourced from [1] I found that the growing use of AI can be effective for a quite a lot of companies or business, for example advertising, marketing while increasing customer interaction and gain regular customers that become loyal over time at various periods of times of any potential marketing activities of a e-commerce enterprise AI can be used the gain the upper hand or make the demand on human work less, while at the same time because it can process data at the fast speed making it effective and therefore increase the competitiveness.

GenAI, which can create marketing content and is seen by many to be used in the future that improves creating more potential costumers also in the ever-changing and improving digital market and adverts. ChatGPT and the storyboards by the Bing system, with the global market for AI solutions /e-commerce, the figures were estimated at $4-6 billion in 2022 and keep growing by 14-16% and the figures forecasted in the year 2032 is $ 18-22 billion  AI chatbots and free content generation are all currently is being particularly used in E-commerce and it getting more competitive.

AI technology can be a great benefit in creating relationships and friendships from customers to friends in concerns to marketing actions by having the data and the program has finished analyzing people's friends or customers' emotions, voice tone, or facial recognition, and can also include text messages and receive and answer your enquiry in real time. The four different types of AI found in this journal were: GenAI, Feeling AI, Thinking AI, and Mechanical AI.

 The AI technology has advanced to the point that, combined with machine learning technology, it can be used as part of a businessperson’s plans at each stage of an e-commerce marketing strategy.  A lot of information can be gathered to learn customers' or service users' needs, customer support, forecast demand, for example. From information sourced from [2], E-commerce websites can be designed by Wix, Weebly, and Ecwid as their website builder, and with technology growing at a rapid rate, it has made building e -commerce websites simpler to achieve and accomplish, and utilize a website builder for various designs without manual coding editing, with two different types: online/offline software.

Wix is known for being user-friendly, with Weebly being a website development tool that can be changed by employees. Eciwd can be connected to Facebook and includes catalogs , shopping carts, and an option to be able to receive payment for goods or services. This option includes payments on social network sites and creates digital stores with users of the three website builds mentioned claimed it is cost-effective, especially for small businesses, and not complicated to use.


The website has a high amount of importance spread across more than one domain. In fact, from what I have researched across multiple domains, (SMEs) can get the most out of a low-cost, effective website build, and for E-commerce websites also. (AOI) to access services, product descriptions, and sell products.




                   











                   TASK 2 MIND-MAP OF CONTEMPORARY SOFTWARE APPLICATIONS



According to [3], mind mapping is a method that can improve workforce productivity by building and analysing creative ideas and information, and by structuring and retrieving information, which management/business and lecturers, including g students, can use to create a digital map.  For learning purposes, it can be used as a brainstorming tool to create a visual diagram of ideas or goals. Mind maps can merge ideas, words, and various information in the form of text or graphics and can be used at basic to advanced levels of learning in business.

Some say there are two types of mind maps, one made on paper and one digital. Business digital mind maps are mainly used to arrange ideas or thoughts visually, and to be able to show the team or colleagues, and brainstorm together, diagramming, building graphs, and conceptual diagrams, construction designs/plans, network diagrams, and other various technical diagrams. Business intelligence: interacting with graphs, charts, and tables. 

Mind mapper: a mapping software that is a flexible project management tool that is used in management for mapping, organization, and business meetings and schedules. It can also be efficient, effective, and innovative when you use these three together to achieve goals and complete plans in most businesses.

From information sourced from [4], it is being used more in business developments with the turn of the 21st century, with the increase of online and various mobile apps, which have helped the ability to access sites for mind mapping templates and tools, with the main objective being to mirror the brain’s natural functions—emphasis on hierarchical relationships in the workplace or business world.

Studies have shown that using this tool for the business world or small companies is beneficial in developing critical thinking skills, organizing/reorganizing data, and establishing relationships. Written /verbal interaction with peers and colleagues, from management to members of staff, and if there are any learning difficulties, to be supported. Work or tasks can be used with revealing, reflective thinking on their own, and then with the team, and then shared to increase productivity in the business. Project planning, problem-solving, and planning strategically, meeting notes are all very useful and are used regularly. Time management, personal projects, Health care cliinicians regularly use mind maps with patients’ diagnostic reasoning, treatment, and education planning. It will depend on which mind map an individual would depend on, the format, or the purpose for which the map is required, as there are various templates available to suit the project.

In today's current modern business world in 2026 in the uk and across the world, this approach of using mind mapping is a new, fresh, and powerful way to recall data compared to normal ways, for example, in text format, with it being an influential tool to use in regards of staff working in the business world, improving self-confidence and helping to develop comprehensive and creative ideas in the workforce/business giving them a clearer understanding of conceptual ideas.


                      [image: ]
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TASK 3)


                                                                                  EXCEL

Information sourced from [ 5 ] Excel is a tool used for simple tasks of analysing information and is incorporated into the majority of secondary schools’ curricula. Most people use Excel for data handling and management; however, it was not made purposely as a statistical tool.  Many people use Excel for spreadsheets to make the company or business gauge incoming and outgoing manufacturing costs and wages. The advantage of Excel is that it can import data from different sources, even if the information is stored in a database, making it easy to complete and user-friendly.

Excel covers knowledge and understanding when dealing with mathematical situations, reaching across a range covering business, economics, and various demographic research.  The Excel Data Toolpak for calculations are examples of how Excel can benefit people using this tool for mathematical use in business or personal use for analysis. While Microsoft Excel is a powerhouse for data analysis, its architecture introduces several critical limitations when used for large-scale operations or complex data management. 

· Excel [5] is capped at 1,048,576 rows and 16,384 columns per sheet. Beyond these hard limits, performance degrades significantly; large files often become sluggish or crash as they consume available system memory (RAM).
· Unlike relational databases, Excel lacks strict data types and validation by default. Studies suggest nearly 90% of spreadsheets contain errors, often due to manual entry mistakes or "broken" formulas that go unnoticed.
·  While cloud versions have improved, Excel struggles with real-time multi-user editing. Version control is a frequent issue, leading to "spreadsheet sprawl" where multiple conflicting copies of a file exist across an organisation.
·  Spreadsheets are often stored locally or emailed, making them vulnerable to unauthorized access. They lack the granular permission controls found in modern database or BI tools  
·  Formulas have character limits (e.g., 255 characters for certain legacy functions), and the standard Solver tool is restricted to just 200 variables. 


























TASK 3)

                                                                MICROSOFT WORD 



From information sourced from [ 6 ], Microsoft Word was created in 1983 and grew to be a market leader in the 1900s & 2000s. Even with all the success, there is some criticism, such as having too many features that the user felt overloaded and distracted from writing. In 2006, Google Docs was launched, using cloud-based software. Microsoft designed intricate web environments for many companies, institutions, and businesses.

MS WORD is connected to the paper world in seven key ways, with there being a small number of applications in terms of word processing that can outperform Microsoft Word, with only a handful remaining around today, with one competitor called (WORDPERFECT). With Google Docs and spreadsheets, Google takes notes of important tasks and provides online solutions, which can be used by individuals or in groups to create documents and spreadsheets for business, manage data, and then have access to their business or company data from a secure location.


Microsoft Word serves as a cornerstone for efficient business operations by providing a robust platform for document creation, professional branding, and real-time collaboration [REF]. Its extensive library of templates—including invoices, reports, and contracts—enables staff to generate high-quality documents quickly without starting from scratch. This standardisation ensures consistent branding across all external and internal communications, which is vital for maintaining a professional corporate identity. 

Operational efficiency is further enhanced through automation tools like Mail Merge, which streamlines bulk communications such as newsletters or customer outreach by pulling data directly from databases like Excel. For complex projects, real-time co-authoring and "Track Changes" allow multiple team members to collaborate simultaneously, reducing the need for repetitive email exchanges and ensuring version control. 

Additionally, the integration with the wider Microsoft 365 ecosystem allows for seamless data sharing, such as embedding live Excel charts into reports. With advanced security features like password protection and encryption, businesses can safely handle sensitive data, ensuring compliance and data integrity across all operational levels. 





















TASK 3)                                                     

                                                                     POWERPOINT


Information sourced from [7 ] PowerPoint is used in business in meetings and for training, such as mandatory training for the workforce/staff, as it is an effective tool but has advantages and disadvantages, for example, greater visual impact, improved focus while displaying highlights, analysing, and synthesizing complexities. PowerPoint is used worldwide, being user-friendly and easy to learn, motivating staff in training or learning new regulations, and most importantly, for presentations and board meetings in the business / corporate world.


There are, however, some negatives to PowerPoint, such as equipment failure (projector), file corruption can occur, and the last issue can be incompatible data [ 7]. PowerPoint will not provide an online answer like a teacher, and is unable to answer questions, so you have to have some research or knowledge on the chosen subject to answer questions in the meeting or presentation, and staff mandatory training 

Microsoft PowerPoint is an essential tool for business communication, offering several key advantages for professional environments. 
·  It allows for the integration of high-quality images, charts, and videos, which help convey complex data more effectively than text alone.
·  Pre-designed templates and the "Slide Master" feature ensure that fonts, colours, and branding remain uniform across all slides, reinforcing corporate identity.
·  Audiences typically retain up to 65% of information when presented with both oral and visual aids, compared to just 10% for oral-only delivery.
·  Cloud-based features enable multiple team members to edit and comment on a single presentation simultaneously, streamlining project workflows.
·  Tools like "Presenter View" provide private notes and timers, helping speakers stay on track and reducing public speaking anxiety.


          

 TASK 3)                                               

                                                                            MS ACCESS




From information sourced from [  8] Microsoft Access provides businesses with a powerful, cost-effective relational management system (RDBMS) that bridges the gap between basic spreadsheets and complex enterprise solutions. The use of Microsoft Access is a user-friendly programme to use, and most importantly, to understand and operate it to its maximum capability, and is often introduced in secondary education to prepare for the ever-emerging technology and changing business world. It improves service quality and performance overall.

The time saved using MS ACCESS can be used in other areas and help the workforce/team, emphasize professionalism, and efficiency. Manual recording can result in malfunction or data corruption because of non – standard storage, and without an auto-verification system, can, however, limit, but not totally solve some issues. 

  Key benefits:
·  Often included in existing Microsoft 365 business suites, it eliminates the need for expensive third-party database software.
·  Features such as drag-and-drop tools, wizards, and pre-built templates allow users with minimal coding experience to create functional databases quickly.
· It integrates fully with Word, Excel, and Outlook, streamlining data imports, exports, and automated reporting across the Office ecosystem.
· Relational structures and data validation rules ensure consistency, preventing duplicate entries and inaccuracies common in manual spreadsheets.
·  For growing data needs, Access acts as a versatile "front-end" that can easily migrate to more powerful "back-end" systems like Microsoft SQL Server.
·  Using Visual Basic for Applications (VBA), businesses can build bespoke applications tailored to specific workflows like inventory tracking or CRM. 

While Microsoft Access is a popular tool for rapid development, it presents several significant disadvantages in a professional business environment, particularly regarding scale and modern connectivity. 

·  A single Access database file has a strict 2GB size limit, which can lead to performance degradation or file corruption as the data approaches this ceiling.
·  While the theoretical limit is 255 simultaneous users, performance typically suffers significantly once more than 10 to 20 users access the database at the same time.
·  Access is primarily a desktop application for Windows; it lacks native web-based interfaces or mobile apps, making it unsuitable for remote teams or modern cloud-integrated workflows.
·  The software, which complicates cross-organisational collaboration with users on macOS or mobile operating systems. 

Security:
·  Out-of-the-box security is limited. It lacks robust user-level permissions and fine-grained access control compared to enterprise-grade systems like SQL Server.
·  Because non-technical users can build their own databases, businesses often end up with fragmented "data silos" that are poorly designed, difficult for IT departments to support, and lack proper GDPR compliance.
·  Sudden network drops or power failures can easily corrupt file-based databases, and Access lacks point-in-time recovery features common in professional RDBMS platforms. 
Development & Maintenance
·  It lacks modern database features such as triggers or advanced scheduled tasks natively, requiring complex VBA workarounds for enterprise-level automation.
· Many developers have transitioned to newer technologies with higher compensation, making it increasingly difficult to find skilled professionals to maintain legacy Access applications. 



 























TASK 3B) 

                                       TEST THE TWO FEATURES: VLOOKUP, PIVOT TABLE



1. VLOOKUP (Vertical Lookup)
VLOOKUP is used to find specific information in a large table based on a unique identifier, such as looking up an employee's name using their ID number. 

· Syntax: =VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup]).
· Test Case:
· Data: A list of Employee IDs (Column A) and Names (Column B).
· Goal: Find the name for ID 103.
· Formula: =VLOOKUP(103, A:B, 2, FALSE).
· Result: The formula returns "Charlie". 

2. Pivot Table
A Pivot Table is an interactive tool that summarizes large amounts of data into a compact, readable format, allowing you to see trends and totals at a glance. 

· How to create: Go to the Insert tab and select PivotTable.
· Test Case:
· Data: A list of sales transactions containing "Department" and "Sales Amount". 
· Goal: Find the total sales for each department.
· Action: Drag "Department" to the Rows area and "Sales" to the Values area.
· Result: A summary table showing totals for each department (e.g., IT: 15,000, Sales: 9,500). 

Summary of Other Features
· IF Function: Checks if a condition is met and returns one value if TRUE and another if FALSE (e.g., =IF(Sales>5000, "Bonus", "No Bonus")).
· Goal Seek: A "What-If Analysis" tool that finds the input value needed to achieve a specific target result.
· Mail Merge: Combines a standard document (like a letter) with a data source (like a list of names in MS Access or Excel) to create personalized mass mailings. 


1. the If...Then...Else rule allows you to display different text based on a recipient's data.  
·  In the Mailings tab, go to Rules > If...Then...Else.
·  Choose the data column (e.g., "Gender").
· Comparison: Choose a condition (e.g., "Equal to").
· Compare to: Enter the value to check for (e.g., "Male").
· Insert this text: Content to show if true (e.g., "Dear Sir").
· Otherwise insert this text: Content to show if false (e.g., "Dear Madam").
·  Click Preview Results Mailings tab and cycle through records to see the text change dynamically. 
2. Data Preparation
Mail merge cannot perform a VLOOKUP directly inside Word; instead, you use it in your Excel spreadsheet to pull in missing information from other tables before starting the merge. 
 Use =VLOOKUP (lookup_value, table_array, col_index_num, [range_lookup]) in your source Excel file.
· If your mailing list only has "Customer ID," use VLOOKUP to pull their "Email Address" from a separate master sheet into your merge sheet.
·  Verify that the correct data appears in your Excel columns before connecting Word to the spreadsheet.
·  Once Excel is ready, use the Microsoft Word Mail Merge Wizard to link the document to your updated Excel file.
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TASK 4A)      


                                                    SLACK AND GOOGLE DOCS
               CONTEMPORARY COMMUNICATION AND ONLINE COLLABORATION

  (SLACK)

From information sourced from [9], in 2026, Slack transitioned from a simple messaging app to an AI-powered "operating system for work". It remains the primary challenger to Microsoft Teams by offering a more agile, integrated environment for over three-quarters of Fortune 100 companies. A cloud-based digital workplace and a management system can be used to manage productivity and improve team efficiency. Slack has seven price tiers, but it also has a free version available. If you choose one of the price tiers or use the free version, there is a wide range of features that are user-friendly and easy to access, streamlined interaction, data organisation, and platform organisation.

SLACK was the chosen contemporary communication tool, one of the most recommended on the market, and is a great representative of contemporary communication, simply because it replaced email with real-time messaging and an option for organized messages. Information sourced from [9]. Slack is a popular, leading company in this field that replaces email with real-time messaging and organizes it according to the user's choice. Core functionality is a function that sends routes to create and interacts with people in the relevant department concerning the topic and criteria, ensuring the personnel have been given the relevant information immediately.

Interaction style supports synchronous & asynchronous for leaving messages later in the day, with a natural dialogue. However, the benefits are that it will erase some of the unwanted data and use a natural flow of interaction. SLACK is combined with AI technology robots that can shorten long message threads, while offering different options/suggestions that can dramatically change the outcome, increasing efficiency.

 

Core Functionality
· Channel-Based Architecture: Slack organizes work into channels—dedicated spaces for specific projects or topics—which reduce the "noise" and silos of traditional email.
· Asynchronous & Real-Time: Features like huddles for quick audio calls and clips for video memos allow teams to balance live collaboration with flexible, asynchronous updates.
· Deep Integration: With a marketplace of over 2,600 apps, it acts as a central hub where users can access tools like Salesforce, Google Drive, and Zoom without switching contexts. 

Contemporary Evolution
· Native AI: Modern Slack utilizes generative AI to summarize lengthy threads, explain technical jargon, and automate routine workflows.
· Challenges: Despite its efficiency, users frequently cite information overload and a "false sense of urgency" as significant mental health stressors in high-intensity environments. 

Ultimately, Slack's value lies in its polysynchronicity—the ability to scale communication from instant pings to searchable, long-term knowledge logs. 




                                                     


                                                               





TASK 4A)    
                                                               GOOGLE DOCS 


Information sourced from [10] Google Docs is a cloud-based word processor that has redefined teamwork by enabling real-time collaboration from any device. Its primary strength lies in its ability to let multiple users edit the same document simultaneously, with visual cues like coloured cursors showing exactly where others are working. This eliminates the traditional "email back-and-forth" and ensures everyone is always on the latest version. Google Docs, Google Sheets, Google Slides, and Google Meet are part of G Suite.

GOOGLE DOCS has been used even more in the digital age [10], with more people working from home or using it for remote work in conjunction with distributed teams, which has been vital for contemporary business, especially for individuals in different geographic areas, providing excellent collaboration with options ranging from videoconferencing, editing documents, sharing files, and instant messaging.

Google Workspace’s position in providing seamless collaboration is expected to play a critical role in supporting organizational achievements and success, concentrating on uses in geography education, creating powerful presentations using Google Slides, and therefore giving the option to present work or meetings and presentations from a distance. Real-time collaboration and financial analysis for projects are also an option that can be used with the tool.

During the COVID-19 pandemic period, due to public facilities being closed, there was a rise in online learning with no face-to-face interaction. Combining formal and informal digital tools or apps can be very effective, remains popular, and continues to grow.
Key collaborative features include:
· Permission Management: Owners can grant collaborators "Editor," "Commenter," or "Viewer" access.
· Communication Tools: Built-in comments, emoji reactions, and a "Suggesting" mode allow for precise, non-destructive feedback.
· Revision History: Users can track every change, see who made it, and revert to previous versions if needed.
· Smart Features: Integration with Google AI and third-party plugins (like GPT) streamlines content creation and meeting notes.
While highly effective, users may face challenges like formatting limitations for complex academic styles or "bystander effects" where large groups struggle with delegated ownership. Overall, its centralised storage and accessibility make it a dominant tool for both professional and educational collaboration. 








TASK 4B)   

                                              FREELY AVAILABLE COMMUNICATION 
                                                               SLACK (FREE VERSION)

Information sourced from [9]. While there is no single feature officially named "tested," the 90-day message and file history is a core limitation of the Slack free version. On this plan, any messages or files older than 90 days are hidden from your workspace, and anything over a year old is permanently deleted. 

Other key features available for use on the free version include:
· One-on-one Huddles: You can start audio and video calls, but they are limited to only two participants.
· 10 App Integrations: You can connect up to 10 third-party apps (e.g., Google Drive, Zoom) to your workspace.
· Audio and Video Clips: You can record and share short clips within channels or DMs.
· Canvases: You can create and edit canvases, though they are restricted to channels and DMs rather than being standalone documents.
· Two-Factor Authentication: Basic security features like 2FA are available to all free users. 
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TASK 4B)
                                                          FEATURE OF A COLLOBARATION   
                                                                         GOOGLE TEAMS 


From information sourced from [10] This allows multiple people to work on the same document simultaneously, with the options of google workplace also available to use that can off the user :

· Instant Updates: You can see your teammates' cursors and watch their edits happen as they type.
· No More Version Conflicts: Because everyone is working on the same "live" version, you don't have to worry about emailing files back and forth or getting confused about which copy is the latest.
· Seamless Feedback: You can use the Commenting feature to highlight specific text and leave notes or @-mention someone to assign them a task.
· Suggesting Mode: Instead of editing directly, you can make suggestions that the owner can then accept or reject, keeping the original text safe while you offer ideas. 
You can also use the Version History to see exactly who made which changes and revert to an older version if needed.
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TASK 3 

                                                        MICROSOFT  WORD
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