Task 1: E-Commerce We{Citation}bsite Builders / Software Solutions

1.Shopify
[image: ]Shopify is a standout modern e-commerce website builder that empowers both individuals and businesses to create, operate, and expand their online stores effectively. As a cloud-based platform, it does not require users to download any software on their machines, and they can even run their stores on any device connected to the internet. Shopify is really a one-stop shop offering a broad array of features like website template designs, product and stock control, payment acceptance, and promotional functionalities.

Besides this, one major plus of Shopify lies in its simplicity and user-friendliness. The system provides an attractive interface equipped with drag-and-drop elements which is so easy to understand that even those with limited technical background can craft websites that look professional. Another great thing is that Shopify permits numerous payment options so that businesses can accept money from all over the world. What's more, it works well with other external applications like social media and shipment world services, thus boosting one's efficiency.

Besides, Shopify also stands out for its factor being the scalability of websites, allowing customers to start from simple packages and move on to more advanced ones as they develop, thus serving the needs of small businesses as well as those of big companies at the same time. What is more, there are built-in business intelligence features in Shopify that will reveal important data such as sales figures and customer traits to the owners.

By the way, in some aspects, Shopify will be found wanting. First off, it is a subscription model service and hence it might be quite a headache for small businesses to pay the fee on a regular basis. To make matters worse, extra features might come from either downloading paid apps or knowing how technically to do things yourself, both of which will escalate the cost of everything [1].

2.WIX Wix
[image: ]Wix, as a matter of fact, is yet another e-commerce website builder that enjoys great popularity among users allowing them to establish pretty websites as well as operate an online shop. In particular, it is extremely useful to small enterprises, freelance workers, and startups that usually operate on a tight budget due to its cheapness and simplicity of use. Wix gives a drag-and-drop site creator together with a host of nicely produced templates which players can modify in order to fulfil their business requirements specifically.

One of the greatest advantages of Wix is that the user can freely decide on their design without the need of having programming knowledge. Besides, Wix has a feature of Artificial Intelligence (Wix ADI) that helps generate instantly a website on the basis of user instructions. As far as the e-commerce aspect of Wix is concerned, it deals with such areas as merchandising, safe payment processing, and marketing tools including email campaigns and SEO optimisation.

Additionally, Wix can be combined with various apps from outside sources to make the business more functional. For instance, it allows website owners to share their sites on social media or connect them to CRM instruments. What is more, Wix optimises mobile web pages so that a user's site can function equally well irrespective of the device type being used.

In spite of its strengths, Wix still shows some weaknesses as compared with more specialised solutions such as Shopify. For instance, it will probably not be a good fit for really big companies with very large and complex product ranges. Plus, it will be quite a chore to even change one's website template after it has been made live, thus future flexibility could be considerably reduced [2].

Task 2: Mind Map of Contemporary Software Applications
a. Mind Mapping and Its Benefits in Business Operations
[image: ]
Mind mapping is a method where information is visually structured in a branch format around a central theme. The primary idea is placed at the center of the diagram, and we add connected ideas and concepts around it. This is a kind of visual note-taking that mirrors the brain's natural way of processing and associating different pieces of information.
Mind mapping significantly improves clarity and organisation. It presents a visual summary of the information to show the complete picture, enabling a firm to breakdown a complex process into small easier parts. This technique will come in handy in project management as it involves the planning of several tasks and their dependencies.
Another great feature of mind mapping is that it leads to creativity and innovation. Mind maps allow thinking to flow in a continuous manner and a person can come up with many ideas at the same time, in contrast to the traditional linear way of note-taking. That is why mind mapping is an excellent technique for brainstorming, generating diverse ideas is the main factor for business growth and innovation.
Finally, mind mapping leads to increased productivity and better time management. By visually organizing the work elements, tasks are more easily identified and prioritised. Also, decisions become faster. As a matter of fact, this goes a long way to making the organisation more efficient and of a better overall performance [3].
b. Mind Map of Contemporary Software Applications
[image: ]
One way of presenting a mind map of business software applications in the context of modern business is to use a central theme of business software applications and then have branches for major categories of software with examples.
Central Idea:
Business Software Applications
Main Categories and Examples:
· Office Applications 
· Most widely used types of office application software include: Microsoft Word, Microsoft Excel, Microsoft PowerPoint and Microsoft Access.
· Most widely used types of office application software include: Microsoft Word, Microsoft Excel, Microsoft PowerPoint and Microsoft Access.
· Communication Tools
· From a business communication perspective. Microsoft Teams and WhatsApp are good examples.
· From a business communication perspective. Microsoft Teams and WhatsApp are good examples.
· [image: ]Collaboration Tools
· Workplace productivity tools such as Google Workspace and Slack are widely used in a business setting.
· Workplace productivity tools such as Google Workspace and Slack are widely used in a business setting.
· E-commerce Platforms
· Shopify and Wix are online retail platforms available for business-related activities.
· Shopify and Wix are online retail platforms available for business-related activities.
· Accounting Software
· QuickBooks is the most popular accounting software among small and medium businesses.
· QuickBooks is the most popular accounting software among small and medium businesses.
· Customer Relationship Management (CRM)
· The CRM software Salesforce helps businesses manage the customer lifecycle, customer relationships and marketing efforts.
· The CRM software Salesforce helps businesses manage the customer lifecycle, customer relationships and marketing efforts.
Such a business mind map presents the set of software applications that supports each organisational function from communication and data management to marketing and financial management as well. Understanding the software in this way, allows a business to get a clearer picture of how technology fits in their day-to-day activities and how it leads to efficiency gains.[4].



Task 3: Office Applications for Creating, Storing, Presenting, and Analysing Information/Data
a. Office Software Solutions for Business Operations
Nowadays, organisations base almost all of their operations on office software applications to manage information, aid decision-making, and enhance productivity. Microsoft Word, Microsoft Excel, Microsoft PowerPoint, and Microsoft Access are four essential software applications that are still very commonly used in everyday business operations. Each of these tools is indispensable in the processing of business data and communication.
1. Microsoft Word
[image: ]
Microsoft Word is a word processor that helps in creating, modifying and formatting text documents like reports, letters, and business proposals. It offers a broad array of functions such as templates, spell check, grammar correction, formatting tools, and document collaboration.
Main Features:
· Text formatting (fonts, styles, headings)
· Spell and grammar checking
· Templates for professional documents
· Mail merge for bulk document creation
· Real-time collaboration and comments
Advantages:
Microsoft Word allows business to create high-quality, well-organized content. Collaboration feature offers multiple users the capability to edit a document simultaneously, which naturally enhances army cock. It also increases efficiency by offering automation functions like templates and mail merge.
Disadvantages:
Besides its advantages, Word can be barely faced with complex data analyses. Large documents may also be difficult to navigate, and subscription is required for full access.[5]


2. Microsoft Excel
[image: ]
Microsoft Excel is a primarily spreadsheet program that is versatile enough for data analysis, financial modelling, and reporting. It gives users the ability to structure data into rows and columns and carry out calculations by means of formulas and functions.
Main Features:
· Formulas and functions (e.g., IF, VLOOKUP)
· Charts and graphs for data visualisation
· Pivot tables for summarising large datasets
· Data filtering and sorting
· Goal Seek and What-If analysis
Advantages:
Excel is perfect for working with large volumes of data and for business decision-making. It can carry out calculations automatically, decrease human error, and visually reveal data through charts and dashboards. It is extensively used in finance, marketing, and operations.
Disadvantages:
Excel might be very difficult for beginners to learn and, if a user performs an error in a formula, the result may be incorrect without the user realising it. Apart from it, if one needs managing gigantic DBs, one must turn out specialized systems.[6]
3. Microsoft PowerPoint
[image: ]
Microsoft PowerPoint is presentation software that can create visual slide shows for meetings, training, and business presentations.


Main Features:
· Slide design and templates
· Multimedia integration (images, videos, audio)
· Animations and transitions
· Presenter view and notes
· Collaboration and sharing
Advantages:
PowerPoint is a great tool for businesses to share their ideas through visual presentations. It helps the audience stay attentive. Besides this, multimedia visuals promote comprehension and memory.
Disadvantages:
The presentation might not be interactive if prepared inappropriately. Furthermore, too much animation and text-heavy slides can result in the loss of effectiveness.[7]
4. Microsoft Access
[image: ]
Microsoft Access is a database management system meant for data storage, organisation, and management of huge amounts of structured data. The most frequent scenarios of its use are inventory systems, customer records, and business databases.
Main Features:
· Database creation and management
· Tables, queries, forms, and reports
· Data relationships and linking
· Automated data entry forms
Advantages:
Access makes it a very simple process for businesses by allowing them to store and find their data rapidly. It also supports various features of data integrity while eliminating redundancies of data. Furthermore, Queries and reports help in converting the stored information into knowledge that the users can understand and act upon.
Disadvantages:
Access seems less appropriate for the large institutional systems and may need one to have advanced database knowledge.[8]

[bookmark: _Toc212037709]Practical demonstration of Two Office Features
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1. IF Function

IF function executes a logical test and returns one value if the condition is TRUE and another if it is FALSE.
Example:
We made a table with the marks of the students. This was the formula that we used:
=IF(A2>=50, "Pass", "Fail")
Breakdown:
· Marks are in the column A
· IF function is put in the column B
· The formula checks if the value is equal to or more than 50
· If so, the formula returns "Pass", "Fail" otherwise
Proof:
· Typed data
· Formula bar input

Conclusion
Apart from Microsoft Word, Excel, PowerPoint, and Access, there are many other office applications that profoundly affect business operations at different levels. These applications facilitate the creation, storage, analysis, and presentation of data and help businesses work efficiently. While each program has its unique features and weaknesses, collectively, they offer a one-stop solution for managing business information. The training/uses of those excel features such as IF functions and Pivot Tables wherein they can produce highly enhanced productivity and support the data-driven decision-making.
[bookmark: _Toc212037712]Task 4. Communication and Collaboration applications
1. [bookmark: _Toc212037713]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc212037714]MS Outlook
Microsoft Outlook is still one of the most widely used communication tools in major companies. It significantly enhances professional interaction, information exchange, and workflow management. Outlook, a personal information manager from Microsoft, combines several communication-related functions in one platform. This results in making it a highly effective tool for business environments. Although mainly recognized as an emailing tool, its functions are not limited to messaging only. It features many other communication and time management tools like calendar scheduling, contact management, and task organisation. These features help users to easily manage their daily activities and at the same time keep a structured communication flow within the organisation.
Research has shown that email still predominates as a medium of communication in workplaces, for both formal and informal occasions. It is used not only for communication with colleagues but it also helps in the decision-taking processes and enhancing productivity. Besides, Outlook acts as a focal point for communication by ensuring that a well-organised system of handling large amounts of emails is always there and dependable.
Microsoft Outlook's most impressive feature is arguably its excellence in handling email communication. Users can not only send and receive mails but can also organise them in multiple ways such as using folders, categories, and filters. All these help to reduce clutter and at the same time, prioritize the important ones. The function of searching is so efficient that finding a specific mail just requires a few clicks thus warding off wasting time and improving efficiency. On top of that, Outlook provides users with extra features like spam filtering and security controls, which not only safeguard users from phishing but also improve the safety of communication. This is very important in professional settings as there is a lot of sharing of confidential data and thus the need to maintain data security becomes a necessity. Besides, support for multiple email protocols like POP3 and IMAP by Outlook means that users can even have different email accounts on the same platform.
Another useful feature that Outlook is blessed with is the capability of time management and coordination through calendar and scheduling. Users can mark the time for meetings, put up reminders for their tasks, and even manage appointments, thereby ensuring that work is done punctually. It is only a matter of seconds to find when your co-workers or team members are free if you are using the shared calendar, which promotes easier organisation of meetings and avoids double bookings. This is a necessity for united planning in cases when cross-departmental collaboration is mandatory. By presenting a lucid table of schedules, Outlook not only speeds up the work-flow but is also a very good tool for planning and making informed decisions. Besides, it is so convenient to have the meeting invitations along with email communication at your fingertips, because it almost eliminates mis-communication.
But the mission of Outlook is not over yet. The inclusion of contact management and task management features make it even more powerful as a communication tool. Users can even forget where they last held the conversation because the system allows storing and organising all the contact information of colleagues, clients, and stakeholders in one place, thus facilitating the maintenance of professional relationships. On the other hand, task management tools are there to help users with their productivity and accountability through the creation of to-do lists, deadline assignments, and progress tracking.[9]
Ms Team
Microsoft Teams is the go-to software for teamwork and communication in many organisations. This application brings together different means of communication and allows users to carry out instant messaging, video calls, and sharing of files all at the same time on a single platform. There are numerous researches that back up the fact that Microsoft Teams really helps end-users organise their work since Teams is a single-place work environment where people can communicate and share information without the need of switching to other applications. Integrating all these functions lead to less time wasted swapping between tools and more time for work, which is something that not only organisations but also fast-paced ones really care about. The author Melati (2025) mentioned one of the ways Microsoft Teams helps employees is by communicating in various ways with just one tool, integration of the tool with other applications helping users to get more done with less effort working collaboratively.
The ability of Microsoft Teams that changes the game is its availability of live interaction, which decision-making and organisation coordination are the nature of. Teams, in contrast to traditional communication channels, like email, is capable of instantaneous connection of users via chat and voice/video calls, which cut down on waiting and raises responsiveness. It has been found that this very promptness leads to an increase in collaboration outcomes because team members who interact very quickly are able to clear up any misunderstandings easily, share ideas, and come up with decisions. Teams also supports users with the burglar chat function, which basically means that logs of chat can be kept and team members can access the logs at any time so it is convenient to use and also helps in learning and knowledge retention. This is a feature that works well for teams that need continuous communication especially during the project lifecycle.
Microsoft Teams have a lot of features to work and learn together and that is also how it creates a knowledge sharing environment. According to research, Teams not only offers users a platform to perform shared tasks but also working on projects jointly and actively-learning environment. They do this through file sharing and co-authoring, which gives the users the ability to edit document at the same time and this is a great way to get more done and in fact, result in a more engaged and collaborative team. Both in the teaching and business world, this has been associated with better results and skill enhancement, since users, as you might expect, collaborate more and learn from one another.
Besides the notable features, Microsoft Teams is an enabler for the remote and hybrid workforces. Teams is the answer to the organisation's need for a medium which can connect colleagues irrespective of location, even as the demand for flexible working arrangements grows day by day. Teams is the answer to the organisation's need for a medium which can connect colleagues irrespective of location, even as the demand for flexible working arrangements grows day by day. [10]
Conclusion
To sum up, MS Outlook and MS Teams are two fundamental systems that in most part facilitate communication and collaboration in business today. MS Outlook acts as a neat and formal medium through which you can send emails, arrange meetings and keep track of your work using tasks thus it's a very suitable platform for the formal side of communication and it has all the necessary features for documentation.
MS Teams, however, is a live and interactive setting through which people can have discussions, perform joint work, share files etc. This is a vital aspect of collaboration especially when one is working in distributed and blended office arrangements.
Outlook focuses on correctness, arrangements, and archives whereas Teams is all about increasing participation, speedy decision-making, and joint work.
The complementary use of both systems in the Microsoft 365 environment enables businesses to simplify procedures, raise output and sustain excellent communication within and between departments.
Basically, using both MS Outlook and MS Teams together generates a well-rounded product that serves the communication and collaboration needs of present-day companies in all aspects.
[bookmark: _Toc212037716]b. One feature of a freely available Communication (1) and one feature of a Collaboration (1) application
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