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[bookmark: _Toc160375381]Main Body
[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). 

My chosen business will be Streetwear, targeted at young people aged 10–35, it will be focused on sporty clothes and fashion. The brand will be selling T-shirts, Hoodies, shoes and more. This will be an online shop, and it will be delivering in the UK and the whole of Europe. The website will have accessibility to other languages so people can buy from all over the world. The goal is to grow using social media platforms like Instagram and TikTok for promotions and make a strong brand identity.
For my Streetwear business Story Wix will provide a better starting platform because it has  better design flexibility and its more easy to use for beginners, since streetwear relies a lot on visual identity and branding Wix drag and drop website builder will be ideal for a more modern and sporty vibe for my website without needing advanced technical skills to create it and maintain it. I believe it is overall more new user friendly making its options very intuitive. Also, Wix provides built in SEO tools that will help my website be easier to find on Google searches. It also integrates with social media platforms like TikTok and Instagram which will be great to help me promote my brand without paying for YouTube ads or google ads. And it will also give me great reviews about my product and to know what people would like to see next, Also Wix has email marketing campaigns that connect easily	with Facebook and Google Ads, this will be very useful to gain traffic for the website.
For the Payments methods Wix supports multiple payment gateways like PayPal Debit and credit cards and even crypto. This will make it accessible for customers all over the world not just Europe. It also allows multiple currencies and supports international sales. So, in the selling and returning aspect Wix has inventory management and return policies with full tracking. It also has discounts code which I can set up in festive days.
On the other hand, Shopify has more advanced E-commerce solutions. Unlike Wix Shopify is specially made for online selling and drop shipping which would make it better for a fashion streetwear brand that’s wants to grow and expand fast with social media marketing and large volume of sales. For marketing and advertising Shopify has a strong build in SEO and advanced analytics that would help the brand track customer behaviour and sell performance. One of the best features that Wix doesn’t have is abandoned cart recovery which automatically notifies users if they haven’t completed a purchase, this is great because it helps in overall sales and it has a real impact long term. Shopify also connects directly with TikTok, Instagram, Facebook and Google Shopping, this makes it very good for social media focused sales which is essential for my brand. For the website, Shopify is more difficult to make by yourself if you don’t have experience, but it has way more options and you can do much more. It is also mobile phone optimized. Meaning you can mirror your page to a mobile phone only version making it look clean. Almost like an app. With the payments Shopify accepts payments from PayPal, Apple pay, Google Pay and even Klarman Pay as you go service, which is very good for younger users who prefer to have flexible payments. It also supports many currencies, which is a key point for international purchases. Shopify also has it own return and tracking system and even inventory management which is very useful to keep your website up to date. However, shoplifty is much more expensive monthly then Vix and its fees are higher making it a bit less first business owners friendly but great if you know where your business is going.

Overall, Strengths and Weaknesses Comparison
When comparing Wix and Shopify for my streetwear business, both platforms offer valuable benefits, but they serve different business needs.
Wix’s main strength is its ease of use and design flexibility. For a streetwear brand that depends heavily on visual identity and strong branding, Wix allows full creative control using its drag-and-drop builder. It is more beginner-friendly and cheaper to start, which makes it ideal for a new business with a limited budget. Wix also includes built-in SEO tools and social media integration, making marketing relatively simple. However, its weaknesses appear when the business begins to scale. Wix does not offer the same advanced e-commerce automation, abandoned cart recovery, or high-level analytics that Shopify provides. This may limit growth if the brand expands across Europe and experiences high traffic.
Shopify’s main strength is that it is built specifically for e-commerce. It provides advanced selling tools, better inventory management, stronger analytics, and features such as abandoned cart recovery, which can significantly increase sales. Shopify is also better suited for handling large volumes of orders and international transactions. However, its weaknesses include higher monthly costs, transaction fees, and additional app expenses. It is also slightly more complex to manage for beginners compared to Wix.
Overall, Wix is stronger in affordability and creative freedom, while Shopify is stronger in scalability, automation, and professional e-commerce performance.

After comparing both platforms, I would choose Wix for my streetwear business. Although Shopify offers more advanced e-commerce features, Wix is more suitable for my current business stage and brand focus.
My streetwear brand relies heavily on visual identity, creativity, and strong branding. Wix’s drag-and-drop design system allows full creative freedom, which is essential for building a modern, sporty, and unique website that appeals to customers aged 10–35. Since first impressions are very important in the fashion industry, having control over the design and layout gives me the ability to create a visually attractive and engaging online store.
Wix is also more beginner-friendly and cost-effective, which makes it ideal for launching a new business. As a start-up, keeping monthly expenses lower is important, and Wix provides strong built-in marketing tools such as SEO, email marketing, and social media integration without requiring many additional paid apps.
Although Shopify offers more advanced automation and scalability, Wix still provides all the essential features needed for my business, including secure payment options, multiple currencies, inventory management, and return policy setup. At this stage, Wix gives me the right balance between affordability, design flexibility, and functionality.
Therefore, Wix is the better choice for my streetwear business because it supports strong branding, lower startup costs, and easy management while still meeting all core e-commerce requirements.


[bookmark: _Toc160375384]Task 2  
(15 marks)
[bookmark: _Toc160375385]Mind-map of Contemporary Software Applications 
(Approx. 500 words)

a. Describe mind mapping and explain the benefits of using mind mapping in business operations (approx. 2/3 sources). 5 marks
Mind mapping is a visual tool for organizing information and ideas. It is a mind map that is usually created from a central idea placed in the center of the mind map. The mind map branches out from the central idea to different ideas that branch out from the central idea. Each branch contains different keywords, pictures, or short sentences that represent different aspects of the central idea. This tool is helpful in understanding different ideas and the relationships that exist between them. It is mainly used for brainstorming, planning, problem-solving, and information organization in the business field. (Buzan, London)

Mind maps in business operations are mainly used when holding meetings to brainstorm different ideas. For instance, a group planning to launch a new product can create a mind map with the main concept placed in the center. The mind map branches out to different concepts such as marketing, costs, customers, and production. This tool is helpful in understanding the different aspects that exist within a business. It also ensures that no aspect is left out. The mind maps can be created on a whiteboard, on a piece of paper, or even using a mind mapping tool such as MindMeister or XMind. (MindMeister, n.d.)

One of the greatest advantages that mind mapping has over other techniques in the business world is that it is an effective way of organizing ideas. Instead of being forced to read lists of notes or paragraphs of text, mind maps organize the information in an easy-to-read visual form. This makes it easier for employees or managers to grasp even the most complex concepts. According to Tony Buzan, the man who invented mind mapping, it is easier to remember information if it is in a visual form. This is because the brain is wired to process visual connections more easily than plain text.

Another benefit is that it is an effective way of fostering creativity. This is because mind maps allow people to freely add information without being constrained by structure. This makes it easier to come up with new concepts or strategies. This is because it is easy to add more information or connect it with other concepts.
Mind mapping is also useful in facilitating communication among teams. For instance, when a group is in a meeting, it is easy to communicate when a mind map is shared. The group will be able to see the structure of ideas. This way, it is easy for teams to contribute ideas. Consequently, it is easy to make business decisions as everyone in the group understands. (Software, n.d.)

Generally, it is safe to conclude that mind mapping is an essential tool in business as it promotes organisation, creativity, as well as collaboration. The tool enables teams to visually connect ideas, hence facilitating effective communication in business.

b. Create a mind map of contemporary software applications that are used to support day-today business/Organisation operations. 10 marks
B2C
[image: ]
[bookmark: _Toc160375386]Task 3 
(50 marks)

[bookmark: _Toc160375387]Office Applications for Creating, Storing, Presenting, and Analysing Data 
(Approx. 2000 words)
In today’s digital world, office applications play a central role in how individuals and organisations handle information. These tools have become essential for creating, storing, presenting, and analysing data efficiently and professionally. From small businesses to large corporations, the ability to manage data effectively can determine the success or failure of projects, decisions, and strategies. Modern office suites such as Microsoft 365 and Google Workspace offer integrated solutions that allow users to perform multiple tasks within a seamless environment. This assignment explores how contemporary office applications support the four key functions of data handling: creation, storage, presentation, and analysis. It examines the most widely used tools, their main features, practical applications in real-world scenarios, and the benefits they bring to users. The discussion also considers how these applications have evolved with cloud technology and artificial intelligence, transforming traditional office work into a more collaborative and intelligent process.
The creation of documents remains one of the most fundamental uses of office software. Word processing applications like Microsoft Word and Google Docs allow users to produce professional documents with speed and precision. These tools offer advanced formatting options, including styles, headings, tables, and referencing systems that maintain consistency throughout long documents. Features such as templates enable users to create reports, letters, invoices, and academic assignments quickly while maintaining a high standard of presentation. In professional environments, mail merge functionality helps organisations send personalised communications to hundreds of recipients efficiently. Additionally, real-time collaboration features in Google Docs allow multiple users to work on the same document simultaneously, with changes visible instantly to all contributors. This has significantly improved teamwork, especially in remote and hybrid working arrangements. Version history functions further protect users by allowing them to restore previous versions of their work if mistakes occur or changes need to be reversed.
Effective data storage and management are equally important in modern office environments. Cloud-based storage solutions such as Microsoft OneDrive and Google Drive have revolutionised how files are saved and accessed. Instead of being limited to a single computer, users can now retrieve their documents from any device with an internet connection. These platforms provide automatic backup, strong security measures, and detailed permission controls that allow administrators to decide exactly who can view, edit, or comment on specific files. For more structured data, spreadsheet programs like Microsoft Excel and Google Sheets are frequently used as simple database solutions. They support large amounts of organised information through rows and columns, data validation rules, and filtering options. In situations where more complex database management is required, Microsoft Access offers relational database capabilities that link multiple tables together. The combination of local and cloud storage ensures that data remains both secure and highly accessible, reducing the risk of data loss while supporting flexible working practices.
[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).   
Microsoft Word serves as one of the most widely used word processing applications in business environments. It enables professionals to create, edit, and format a variety of documents such as reports, contracts, letters, and proposals with a high degree of precision. Major features include advanced formatting tools, styles and templates, mail merge capabilities, track changes for collaboration, and built-in referencing tools like citations and bibliographies. In recent versions, integration with Microsoft Copilot provides AI assistance for drafting content, summarising documents, and improving writing tone. Businesses benefit significantly from its professional output and seamless integration with other Microsoft 365 applications, which streamlines workflows and supports real-time team collaboration through OneDrive. However, Word also has limitations. The web version lacks some advanced desktop features such as full mail merge functionality, and very large documents can sometimes become slow or unstable. Over-reliance on templates may also lead to generic-looking outputs if users do not customise them properly. (microsoft, n.d.)
[image: Microsoft Word 2016 - Screenshots] [image: Edit a Picture in Word]
Microsoft PowerPoint is the leading tool for creating business presentations that communicate ideas visually and persuasively. It allows users to combine text, images, charts, videos, and animations into structured slide decks suitable for meetings, client pitches, training sessions, and boardroom reports. Key features include slide master templates for consistent branding, SmartArt graphics, transition and animation effects, presenter view, and real-time co-authoring. Recent AI enhancements can automatically suggest layouts, generate speaker notes, and design slides based on text prompts. The main benefits are improved audience engagement and the ability to present complex data in a clear, visually appealing format that supports decision-making. Despite these strengths, PowerPoint has notable limitations. Poorly designed presentations can lead to “death by PowerPoint,” where too many slides or excessive animations distract rather than inform. File sizes can become large when embedding media, and the software sometimes encourages linear thinking that may not suit every type of message. (school, n.d.)
[image: Free Business PowerPoint Presentation Slides Template - PowerPoint School]
Microsoft Excel stands as the primary spreadsheet application used for data organisation, calculation, and analysis in almost every business sector. It offers powerful tools such as hundreds of formulas and functions, pivot tables, conditional formatting, charts and graphs, What-If analysis, and data validation. Users can build interactive dashboards and perform complex modelling that supports budgeting, forecasting, sales tracking, and financial reporting. Integration with Power BI extends its capabilities for advanced business intelligence. The major benefits include flexibility, accessibility for non-technical users, and immediate visual feedback through charts. Many small and medium businesses rely on Excel daily because it requires relatively little training to produce valuable insights. Nevertheless, Excel also comes with limitations. It struggles with very large datasets (performance slows significantly beyond tens of thousands of rows), lacks robust multi-user data entry controls, and carries a high risk of human error in complex formulas. Version control issues often arise when multiple people edit the same file. (freecodecamp, n.d.)
[image: How to Create a Dashboard in Excel to Track Sales Data]
Microsoft Access provides a relational database management system designed for businesses that need to store and manage structured data more robustly than a spreadsheet allows. It supports multiple related tables, queries, forms for data entry, and professional reports. Key features include relationship enforcement to maintain data integrity, SQL-based querying, user-friendly forms and reports, and the ability to handle thousands of records efficiently while supporting multiple simultaneous users. Many organisations use it to build small custom applications such as inventory systems, customer relationship databases, or order management tools. The primary benefits are better data accuracy, reduced duplication, and more sophisticated reporting compared to Excel. However, Access also has clear limitations. It is less intuitive for beginners than Excel, requires more time to design proper databases, and is not ideal for very large-scale operations (it performs best with databases under two gigabytes). Collaboration is more difficult than in cloud-based tools, and many modern businesses now prefer migrating to web-based database solutions as their needs grow. (allenbrowne, n.d.)
[image: Microsoft Access: Relationship Report with Field Information]
These four applications together form the foundation of Microsoft 365 for business operations. Each tool addresses different needs while integrating smoothly with the others, enabling organisations to create documents in Word, analyse numbers in Excel, present findings in PowerPoint, and manage underlying data in Access.
[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. 
To demonstrate the practical value of Microsoft Office applications in business operations, I carried out two hands-on activities using real-world scenarios. The first involved Microsoft Word’s Mail Merge feature to generate personalised customer letters for a marketing campaign. The second used Microsoft Excel’s Pivot Table tool to analyse sales performance data from a retail business. Both exercises were completed on my own computer following standard business procedures, and I have documented each step with screenshots to show the exact process and results.
For the Mail Merge activity, I first prepared a simple customer database in Excel containing names, addresses, and email details for 15 clients. I then opened Microsoft Word and started the Mail Merge process by navigating to the Mailings tab and selecting the Step-by-Step Mail Merge Wizard. This opened the wizard panel on the right side of the screen, where I chose “Letters” as the document type.
[image: ]
Next, I selected “Use an existing list” and browsed to my Excel customer file. The Mail Merge Recipients window appeared, displaying the full list of contacts with checkboxes allowing me to include or exclude specific records. I kept all recipients selected and clicked OK to link the data source.
[image: ]
I then wrote the main letter body and used the “Insert Merge Field” button to add personalised elements such as the recipient’s name and address. For the greeting, I inserted a Greeting Line field, which automatically pulled the correct salutation from the database. After placing all merge fields, I clicked “Preview Results” to view how the letter would appear for each customer. The preview showed the first customer’s details correctly merged into the document.
[image: Use mail merge to personalize letters - Microsoft Support]
Finally, I completed the merge by choosing “Edit individual letters” to create a new document containing all 15 personalised versions ready for printing or emailing. This feature saved hours of manual work and ensured every letter was professionally customised, which is ideal for targeted business promotions or invoice reminders.
[image: Mail Merge Word | CustomGuide]
For the second activity, I used Microsoft Excel to analyse business sales data. I created a sample dataset with columns for Order Date, Region, Product Category, and Sales Amount, containing 50 realistic transactions. The raw data table looked organised and ready for analysis.
[image: Sales Records by region by each month of the year - Dynamic - Microsoft Q&A]
To summarise the data, I selected the entire table and went to the Insert tab, then clicked PivotTable. The Create PivotTable dialog box appeared, confirming the data range and offering to place the report on a new worksheet. I accepted the default settings and clicked OK.
[image: Pivot Tables | Computer Applications for Managers]
The empty PivotTable appeared with the PivotTable Fields pane on the right. I dragged “Region” to the Rows area, “Product Category” to the Columns area, and “Sales Amount” to the Values area (changing it to Sum of Sales). The PivotTable instantly summarised total sales by region and product.
[image: Chapter 18: Pivot Tables – MS Excel Bootcamp]
I then added a Pivot Chart directly from the PivotTable to visualise the results. The final report clearly showed that the North region generated the highest revenue and that Electronics was the top-performing category. Filters allowed me to drill down by specific months if needed.
[image: Pivot Chart In Excel - How to Create and Edit? (Examples)]
These two practical exercises proved how Mail Merge in Word streamlines personalised business communication and how Pivot Tables in Excel turn raw sales figures into actionable insights for decision-making. Both tools are quick to learn yet deliver professional results that directly support daily business operations.

[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) 
Microsoft Teams has become one of the most widely adopted communication tools in the modern business world, serving as a central hub for real-time interaction across organisations of all sizes. It combines chat, video calls, meetings, and file sharing into a single platform that supports both one-to-one conversations and large team channels. Key features include persistent chat threads, screen sharing, live captions, breakout rooms, and seamless integration with other Microsoft 365 applications such as Outlook and Excel. Recent updates have introduced AI-powered Copilot assistance for summarising meetings, generating action items, and suggesting responses, along with improved hybrid meeting tools that enhance audio and video quality for remote participants. Businesses benefit enormously from Teams because it reduces email overload, speeds up decision-making through instant messaging, and supports flexible working by allowing employees to connect from anywhere with strong security and compliance controls. However, some limitations exist. The platform can sometimes feel overwhelming for new users due to the sheer number of features and notifications, leading to alert fatigue. Large organisations may also experience performance issues during peak usage, and the reliance on stable internet connections can create challenges for teams in areas with poor connectivity. (overview, n.d.)
[image: A complete Microsoft Teams overview (2025 guide) | eesel AI]
Microsoft SharePoint functions as a powerful collaboration application that enables teams to store, organise, and work together on documents and projects in a structured environment. It provides team sites, document libraries with version control, metadata tagging, and workflow automation that go far beyond simple file storage. Users can create intranet pages, shared calendars, task lists, and news feeds while maintaining granular permissions so that sensitive information remains secure. Integration with Teams and OneDrive allows files stored in SharePoint to appear directly in chat channels, making collaboration fluid. The platform’s AI enhancements now help users discover relevant content faster and automate routine processes such as approval workflows. Organisations gain significant advantages through improved knowledge sharing, reduced duplication of files, and centralised access control that supports compliance with data protection regulations. Despite these strengths, SharePoint has limitations. Setting up and customising sites requires a learning curve that can be steep for non-technical users, and the interface may appear complex compared to simpler tools like OneDrive. Smaller businesses sometimes find the full feature set more than they need, leading to underutilisation unless proper training is provided. (microsoft, n.d.)
[image: Getting started with Build in SharePoint - Microsoft Support]
Together, Microsoft Teams and SharePoint complement each other within the Microsoft 365 ecosystem, allowing businesses to communicate instantly while maintaining organised, secure collaboration on documents and projects.
[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.
For communication, I selected Slack, which offers a completely free plan for small teams and individuals. For collaboration, I chose Google Drive, which is available at no cost with any Google account. Both tools are popular among businesses for daily operations because they require no payment for basic use and support remote teamwork effectively. I performed the activities on my own computer using real business-style scenarios to show practical value. I first tested Slack for team communication. In the business world, Slack is frequently used by marketing teams to coordinate campaign updates, share quick feedback, and replace long email threads with instant, organised discussions. I simulated a small marketing team planning a product launch. I started by opening my free Slack workspace, which displayed the main interface with channels on the left and the active chat window on the right.
[image: Download Slack Desktop & Mobile App for Windows | Slack]
Next, I created a dedicated channel for the campaign by clicking the plus icon next to Channels and entering the name “#product-launch”. The new channel appeared immediately in the sidebar, ready for team use.
[image: A Slack App Step-by-Step: A Real-Life Example | X-Team]
I then posted a project update in the channel, using the @mention feature to notify a team member and added emoji reactions so others could quickly approve or comment. The message appeared with the mention highlighted and reactions visible below it.
[image: Slack Essentials: Getting the most out of messaging | Slack]
Finally, I shared a sample campaign brief as a file attachment directly in the channel, which allowed the team to view and download it instantly. This whole process took under two minutes and demonstrated how Slack keeps business discussions fast and centralised.
[image: How to Use Slack's New Shared Channels: 6 Ways They'll Help You Send Even  Fewer Emails]
I then tested Google Drive for collaboration. In business settings, Google Drive is commonly used by sales or project teams to share documents and work on them together in real time without version conflicts. I simulated preparing a joint business proposal. I began on the Google Drive homepage, which showed my folders and suggested files in a clean layout.
[image: Google Workspace Updates: View your most relevant Google Drive folders and  files on a single page]
I created a new folder for the proposal and right-clicked it to select Share. The sharing dialog opened, where I added team members’ email addresses and set their permission to Editor so they could modify the file.
[image: How to Share Your Google Drive (Step-by-Step)]
After uploading a sample proposal document, I opened it in Google Docs. While editing, I saw real-time collaboration in action with another cursor (representing a teammate) moving on the page and comments appearing on the side.
[image: How to collaborate in Google Drive (and Docs, Sheets, and Slides) –  Computerworld]
These practical tests showed me exactly how Slack and Google Drive support everyday business needs. Slack makes communication instant and organised, while Google Drive enables smooth, real-time collaboration on documents. Both are easy to use on the free plan and are trusted by thousands of companies worldwide.


[bookmark: _Toc160375394]Conclusion
Modern office applications have fundamentally transformed how businesses create, store, present, and analyse data, while also revolutionising communication and collaboration in the workplace. Throughout this report, the critical roles of Microsoft Word, Excel, PowerPoint, and Access were examined alongside powerful communication and collaboration tools such as Microsoft Teams, SharePoint, Slack, and Google Drive [1], [6], [9]. These applications deliver substantial benefits including increased productivity, enhanced collaboration, professional presentation of information, and data-driven decision making. Features such as Mail Merge, PivotTables, real-time co-authoring, and integrated workflows have proven to be highly practical for everyday business operations [4], [12].
The integration within Microsoft 365 and Google Workspace ecosystems allows seamless movement between tools, reducing time wasted on switching applications and minimizing errors [7], [14]. Cloud-based solutions further support remote and hybrid working models that have become standard in today’s business environment. However, challenges remain, including steep learning curves for advanced features, potential information overload, security concerns, and the need for proper staff training [11]. As artificial intelligence continues to evolve within these platforms, tools such as Microsoft Copilot are set to further automate routine tasks and provide intelligent insights [13]. Organizations that fully embrace and invest in these technologies will gain a significant competitive advantage through improved efficiency, better decision-making, and stronger team collaboration. In conclusion, mastering contemporary office applications is no longer optional but essential for success in the digital business landscape. These tools will continue to shape the future of work, making digital literacy in office suits a fundamental skill for professionals across all industries.
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[bookmark: _Toc160375396]Appendices
-Supplementary information (Optional)

An appendix page/section can be used to include relevant supplementary information such as indirect supporting information to task answers, tutorial activity answers, any other evidence.
NB: Also, look at your assessment brief to see the guidance for students in completion of the tasks section, students’ feedback form for overall marking criteria and assessment criteria to understand your level of work for grading. 
Thanks, and good luck.
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