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[bookmark: _Toc212037698]1.1 WooCommerce
One of the most popular open-source e-commerce platforms is WooCommerce, which was created especially as a WordPress plugin. Since its 2011 launch, it has been a leading platform due to its adaptability, customisation options, and robust developer community. Users need to have their own server, domain name, and WordPress installation because WooCommerce is based on WordPress. Store owners now have complete control over their data, web environment, and security setup.
Because the core WooCommerce plugin is free to install, small businesses and startups can use it. With features like product listings, shopping carts, checkout pages, tax and shipping settings, and interaction with well-known payment methods like PayPal and Stripe, it transforms a regular WordPress website into a fully functional online store once it is active. WooCommerce's flexibility is one of its greatest benefits. Thousands of free and paid extensions are available to increase functionality, including complex shipping rules, bookings, inventory management, subscription management, and multi-currency support. Additionally, themes are highly customisable, enabling companies to establish a distinctive brand identity.
Performance is dependent on the hosting company selected because WooCommerce is self-hosted. While many hosting firms offer WooCommerce-optimized services, store owners are responsible for managing security features, backups, and upgrades. WooCommerce is the best option for companies who require customised features or anticipate growing over time because it offers a higher degree of control than hosted systems. WooCommerce powers a large percentage of e-commerce websites worldwide, according to reviews and market analysis, which reflects its appeal with developers, independent contractors, and companies that want an open-source, highly flexible approach.[1]




[bookmark: _Toc212037699]1.2 Wix
Wix is a cloud-based platform for creating websites, including e-commerce sites, that is easy to use and visually appealing. Since its launch in 2006, it has gained popularity thanks to its drag-and-drop editor, which enables non-technical users to easily create webpages that seem professional. Wix eCommerce, a collection of integrated technologies designed specifically for online retail, provides Wix's e-commerce capabilities.
In contrast to WooCommerce, Wix is a fully hosted platform, which means that hosting, security, upgrades, and speed optimisation are all handled by the company. All users have to do is select a membership plan and start creating their website. Many of the hundreds of configurable templates that Wix offers are made especially for online stores. While the integrated Wix Store Manager manages product listings, inventory tracking, order administration, shipping restrictions, coupons, and automatic emails, users may attractively arrange elements using the drag-and-drop interface.

Additionally, Wix offers integrated payment methods including PayPal, Stripe, and Wix Payments. Mobile-friendly designs, abandoned cart recovery, integrated SEO tools, social media integrations, and multi-channel selling on Facebook and Instagram are among the extra features. Although it is not as comprehensive as WooCommerce's ecosystem, Wix's App Market provides other plugins to expand functionality.

Wix is frequently commended for its user-friendliness, which makes it a desirable choice for freelancers, small businesses, and individuals looking for a simple way to start an online store without bothering about technical setup. However, compared to open-source platforms, its scalability and customisation are more constrained. Upgrading to more costly plans could be necessary due to advanced features or intricate shop needs.

Wix offers a simple, all-in-one hosted solution for users that desire ease and convenience, but WooCommerce gives full flexibility and control through a self-hosted, open-source architecture. Both platforms are current leaders in the e-commerce sector, catering to various business kinds based on their long-term objectives, financial constraints, and technical proficiency [2].


Conclusion
When everything is considered, Wix and WooCommerce are both excellent choices for building an online store, but they meet distinct requirements. WooCommerce is ideal for those who desire complete control and bespoke features because of its strength and flexibility. Wix is perfect for novices or small organisations who simply want to be online quickly because it is considerably simpler and easy to use. These platforms are popular nowadays and provide trustworthy resources for creating a profitable e-commerce business.

[bookmark: _Toc212037700]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc212037701]Mind mapping and explain the benefits of using mind mapping in business operations
Mind mapping is a visual method used for organising thoughts, concepts, and information. Because it enables users to arrange information in an understandable and organised manner, it is extensively utilised in business, education, and personal planning. Buzan (2018) claims that mind maps increase learning effectiveness by stimulating both sides of the brain, which enables people to connect concepts more logically and creatively.
Mind mapping has several significant advantages for corporate operations. It enhances brainstorming, which is one of its key benefits. Teams can easily come up with fresh ideas and identify the connections between various concepts when they use mind maps during meetings or planning sessions. Decision-making becomes quicker and more efficient as a result. By dividing complex material into manageable chunks, mind mapping also aids in its simplification. This is helpful for task organisation, project planning, and business process analysis.[3]
Enhanced team communication is another advantage. Compared to lengthy written paragraphs, mind maps provide information in a visual format that is typically easier for people to understand. Mind maps can be used by managers to illustrate team structures, describe workflows, or clarify project needs. This makes it easier for workers to understand what must be done and how various tasks relate to one another.[4]
Organising the various software programs used in day-to-day corporate operations is another benefit of mind mapping. From databases and data analysis tools to communication platforms, modern companies rely on a wide range of apps. Sorting these items into categories and comprehending their functions in the workplace is made simpler with a mind map. It also assists in determining which tools are necessary, which
ones require updates, and how various systems work together to support the organization's objectives. [4. 4. 5].
In general, mind mapping facilitates problem-solving, teamwork, creativity, and better thinking. It is now a useful tool in many commercial settings since it organises and visualises information.

b. [bookmark: _Toc212037702]Create a mind map of contemporary software applications
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0. [bookmark: _Toc212037704]Four office software solutions for business operations
[bookmark: _Toc212037705]MS Word
Nowadays, Microsoft Word is probably the most widely used office program. It is used by almost every organisation for composing papers, including reports, notes, correspondence, and corporate regulations. Word's ability to be both user-friendly and sophisticated is what makes it so beneficial. You don't need to search for tools when you launch Word because everything you need is prominently displayed on the Ribbon.

Word's simple document formatting is one of its key advantages for businesses. Changing fonts, adding headings, adjusting space, adding tables, and adding photos can all be done with a few clicks. This enables staff members to create papers that seem tidy and professional without the need for specialised design knowledge. To maintain consistency, most businesses also develop their own Word templates, such as standard report formats or branded letterheads.

Word is helpful while employing other Microsoft programs as well. Everything remains connected when you add a PowerPoint slide or an Excel chart to a Word document. The Word chart automatically refreshes if the underlying Excel data changes. Reports are accurate and time is saved as a result.

Word has certain drawbacks despite all its advantages. Large files may become sluggish or slow performance. Additionally, the formatting may not always appear the same if a Word document is opened with a different version or software. Additionally, even if Word facilitates collaboration, it still lacks the ease of use of cloud-based programs like Google Docs.
For writing business papers, Microsoft Word is still among the most dependable programs. It facilitates clear communication, facilitates teamwork, and aids in the production of professional and well-organised products by staff.[6].

[bookmark: _Toc212037706]MS PowerPoint
The main program used by corporations to make presentations is Microsoft PowerPoint. PowerPoint facilitates the visual communication of ideas in meetings, training sessions, sales pitches, and project updates. Presenters can utilise slides to display pictures, graphs, bullet points, or diagrams to make the information easier to understand rather than talking for an hour without any visual aids.

There are lots of features in PowerPoint that make presentations appear polished. To fit the design of your company, you can select from a variety of themes, layouts, colours, and fonts. Animations and transitions can also be included, but they should be used sparingly to avoid detracting from the content. Slides may be made more interesting by adding elements like SmartArt, tables, charts, icons, and pictures.

Presenter View is one feature that many users find useful. As a result, the audience only sees the slide while the presenter can view their notes on their own screen. When the speaker needs reminders but doesn't want the audience to see them, this is helpful in training sessions or business meetings.

Word and Excel function incredibly well with PowerPoint as well. A finance team might, for instance, create budget charts in Excel and then immediately include them into a PowerPoint presentation. The graphic refreshes automatically if the data changes later, which is quite useful.

PowerPoint has certain drawbacks despite its strength. A poorly constructed presentation has the potential to overwhelm the audience. Text-heavy slides are difficult to read and typically deter viewers. Additionally, some people could focus too much on the slides rather than speaking clearly. Technology is another problem; a presentation frequently relies on projectors, cables, and computers; if any of these component’s malfunction, the presentation may be interrupted.
PowerPoint is still a crucial tool for business communication despite these drawbacks. It is adaptable, simple to learn, and facilitates the visual and comprehensible presentation of complicated concepts.[7].
[bookmark: _Toc212037707]MS Excel
Organisations use Microsoft Excel, a spreadsheet program, for any task involving numbers, computations, or data analysis. It can manage a wide range of activities, from straightforward budgeting to intricate financial modelling, and is incredibly strong. Excel is utilised in nearly every sector, including operations, marketing, sales, finance, HR, and more, due to its versatility.

Excel's functions and formulas are some of its best features. Workers can utilise basic addition and subtraction formulas or more complex ones for statistical analysis, forecasting, and financial computations. Pivot tables in Excel enable users to rapidly evaluate vast volumes of data and identify patterns or trends. Important information, such as low stock products or strong sales figures, can be automatically highlighted with conditional formatting.

Excel is also excellent for making dashboards and charts. Because managers must swiftly interpret information, visualisation is crucial in business. Bar charts, pie charts, line graphs, and even interactive dashboards that update with fresh data are simple to construct using Excel.

Excel has the ability to link to additional data sources. Users may import, clean, and integrate data from many systems using tools like Power Query and Power Pivot. Because of this, Excel is a useful tool for organising data even for people who don't know anything about databases.

Excel does have certain restrictions, though. Large spreadsheets with numerous formulas, for instance, may become sluggish or challenging to handle. Additionally, if users are careless when entering data or using calculations, they can easily create mistakes. If the data is used for crucial choices, even little mistakes could result in inaccurate outcomes.

Although Excel is incredibly helpful, it isn't intended to be a complete database system. Excel might not be sufficient if a company has a lot of data or if numerous people need to update information simultaneously. A complete database system or a tool like Microsoft Access is better suited in these situations.

Excel's strength, adaptability, and abundance of features make it one of the most useful tools for managing and evaluating commercial data.[8].

[bookmark: _Toc212037708]MS Access
Businesses use Microsoft Access, a database management application, to store and arrange data in an organised manner. Access is intended to handle relational data, or data that must be related across multiple tables, in contrast to Excel, which is ideal for computations and spreadsheets.

Access's ability to enable users to construct bespoke databases without requiring sophisticated programming knowledge is one of its primary benefits for businesses. Tables can be created to hold several kinds of data, including orders, staff, items, and customers. Relationships can be used to connect these tables, preventing duplication and ensuring accuracy.

Additionally, Access offers forms that facilitate data entry for staff members. Users can enter data using an easy-to-use form rather than typing into a spreadsheet. This keeps the data structured and lowers errors. Another crucial component is reports, which aid in concisely summarising data for meetings or decision-making.

Additionally, Access has capabilities like queries that let users search and filter for particular data. For instance, a company may use a query to identify all clients who made purchases in a particular month or all goods that require replenishment. Because of this, Access is useful for general record-keeping, stock management, sales tracking, and customer service.

Access does, however, have certain restrictions. It is not intended for use by hundreds of people at once or for particularly large datasets. Small to medium-sized businesses or individual departments benefit most from it. Additionally, Access is limited to Windows machines, which may be problematic for businesses that employ Mac systems.

Access is still an effective tool for handling organised corporate data despite these drawbacks. It still provides many of the functions that businesses require for information storage and analysis, but it is simpler to use than sophisticated database systems.[9].
0. [bookmark: _Toc212037709]Practical demonstration of Two Office Features
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[image: Insert mail merge fields - Microsoft Support]

An Excel file with columns for First Name, Last Name, and Street Address is displayed in the image, along with arrows showing how this information is used to automatically fill out a personalized letter (name, address, and greeting). Linking spreadsheet data to a document for customized output is an example of a mail merge concept.
[bookmark: _Toc212037711]If Statement
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The picture displays an Excel sheet that determines a student's status using an IF and OR function. The outcome displays "Pass" if a student passes either math or chemistry; otherwise, it displays "Fail."
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a. [bookmark: _Toc212037713]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc212037714]MS Outlook
One of the most often utilised communication tools in contemporary businesses is Microsoft Outlook. Although its primary use is for email, Outlook is much more than that. A calendar, task organiser, contacts directory, notes, reminders, and connection with other Microsoft 365 apps are also included. As a result, Outlook is essential for managing schedules, organising communication, and maintaining team coordination.
Outlook's ability to assist users in organising their email is one of its greatest advantages. Every week, workers in hectic workplaces receive hundreds of messages. To prioritise jobs and respond quickly, Outlook users can arrange their inbox using folders, categories, flags, and filters. Additionally, rules can be made to automatically forward messages, highlight crucial information, or organise emails into folders. This saves a tonne of time and lessens the stress that comes with having a full inbox.
The calendar feature in Outlook is another essential tool for business operations. Employees and managers use it to schedule meetings, set reminders, and share availability with colleagues. When employees create a meeting invitation, they can check when team members are free, attach documents, and choose whether the meeting is in person or online (using Teams). This reduces scheduling conflicts and speeds up planning.
Additionally, Outlook facilitates professional communication by offering features like message encryption, automated signatures, and "Out of Office" autoreplies. Sensitive data is protected by encryption, while signatures aid in upholding a uniform brand image throughout the company. When staff are on leave, the "Out of Office" feature is helpful because it immediately notifies others of their absence and offers substitute contact details.
Outlook's extensive interaction with the Microsoft 365 environment is another advantage. Tasks, meetings, and notes can all be connected to emails. You can attach files from SharePoint or OneDrive without having to download them. From an Outlook reminder, users can initiate a Teams meeting. Because information is easily transferred across various tools, this connectivity between applications greatly facilitates day-to-day work.
Outlook does have certain restrictions, though. For instance, the interface's numerous functions and options may first overwhelm novice users. The performance of the app may also be impacted by large inboxes. Another problem is that Outlook functions well within the Microsoft environment; integration may be weaker if team members use alternative platforms.[10].

MS Outlook continues to be one of the most reliable business communication tools despite these drawbacks. It is crucial for organising everyday work because it combines email, calendar, tasks, and contacts. Outlook facilitates professional communication within the company, helps employees stay connected, and helps them manage their time well. It is crucial for boosting productivity and facilitating effective communication, whether it is utilised by individuals or entire departments.[11].
[bookmark: _Toc212037715]MS Teams
Businesses use Microsoft Teams, a platform for collaboration and communication, to enable staff members collaborate more successfully. Teams has become one of the most crucial tools for meetings, communication, and teamwork because remote and hybrid work have become more prevalent. It facilitates everyday collaboration for companies of all sizes by combining chat, video conferencing, file sharing, group workspaces, and app integration into one location.

Instant communication is one of MS Teams' key advantages. Employees can share files, start group discussions, and send brief notes via the chat feature instead of sending lengthy emails. This expedites conversations and facilitates quicker problem-solving in teams. To keep material organised and accessible later, chats can also be divided into channels for projects or departments.[12].
Teams is also frequently used for video calls and online meetings. Workers can use a computer or mobile device to participate in meetings from any location. Screen sharing, backdrop blurring, recording capabilities, and breakout spaces for small-group conversations are all possible during meetings. Teams can be used for remote collaboration, interviews, workshops, online training, and team meetings because of these qualities. Teams allows companies that operate internationally to interact without having to travel.[13].
File sharing and co-authoring are two other crucial features. Teams has a direct connection to OneDrive and SharePoint, allowing many users to upload, share, and edit files simultaneously. Because everyone may alter the same document without making separate versions, this is especially useful for collaborative projects. By maintaining file organisation within each channel, it also promotes teamwork.
Additionally, Teams integrates well with other Microsoft 365 programs. For instance, you can use Outlook to organise meetings, create tasks in Planner, share files from OneDrive, and add documents from Word, Excel, or PowerPoint. Because of this, users may work in a linked environment without constantly switching between programs. Additionally, Teams allows organisations to adapt it according to their needs by supporting third-party apps like Adobe Sign, Zoom, Trello, and many more.
Teams does have certain restrictions, too. Because of its numerous features and tabs, it may be too much for novice users to handle. A team may find it challenging to stay on top of information if they establish too many channels. A strong internet connection is also necessary for users, particularly for video conferences. To manage security settings and user permissions, large businesses may require IT support.
Despite these difficulties, Microsoft Teams remains one of the best platforms for collaboration on the market. It facilitates rapid communication, information sharing, and more coordinated workgroup management for companies. By combining communication and collaboration into a single application, Teams facilitates remote work, links workers worldwide, and increases productivity. Teams has emerged as a crucial instrument for effective and adaptable work in contemporary enterprises.[14].

b. [bookmark: _Toc212037716]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application
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The picture displays an Excel spreadsheet included in an Outlook email composing window, which is used to exchange data and request that the recipient review i
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This how you set up meeting in MS Teams as you can see, I added two of my friends and set up meeting time.








[bookmark: _Toc212037719]Conclusion
This project explored several contemporary applications that facilitate and improve workplace processes. It is evident from looking at e-commerce website builders, mind mapping tools, office productivity apps, and communication and collaboration platforms that technology is essential to enhancing corporate productivity, efficiency, and decision-making. The practical testing of a few aspects showed how these tools may be used in actual business situations to facilitate collaboration, automate operations, and analyse data efficiently. In general, businesses may enhance communication, optimise operations, and adjust to the changing digital business environment by utilising the right software solutions.
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