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[bookmark: _Toc223291686]Task 1 – e-Commerce Website Builders / Software Solutions
The expansion of digital commerce has made e-commerce website builders a necessary technology for businesses. These platforms help organizations to create, manage and grow online stores without programming. Two accepted modern solutions are Shopify and WooCommerce.
[bookmark: _Toc223291687]1.1 Shopify
Shopify is managed online e-commerce platform launched in 2006, operates over 4.4 million online stores. It runs on Software-as-a-Service (SaaS) model, companies pay to use of a service or product. When businesses use Shopify, they don’t have to worry about managing the website or updating the software. Shopify manages everything for the business owners instead of dealing with technical problems.
Shopify’s main features are drag-and-drop shop creator, a complete product management system, built in payment handling via Shopify Payments and built-in SEO and sales tools. The platform gives over 8,000 third party application you can connect Shopify with other apps and tools using its App Store, this support businesses with extra features for marketing, inventory, CRM and analytics.
When you observe how operations work, Shopify keeps all orders in one place, stock tracking and customer data. The app makes it easy for owners to stay connected to all operations from anywhere, allowing people to work their own way. Shopify makes it easy to see sales result, how customers act and check the percentage of people who buy. 
[bookmark: _Toc223291688]One drawback of Shopify is the transaction fees. Businesses using third party pay extra, generally 0.5% to 2% per sale, as per their subscription plan. Complete control on how your store requires knowledge of Shopify’s own template system and Shopify’s Liquid template system, which might be confusing for users who don’t code.
1.2 WooCommerce
WooCommerce is a free plugin that lets you sell products on a WordPress website which was released in 2011 and earns income about 36% of all online stores worldwide. Unlike Shopify, which hosts your store for you, WooCommerce is Host it yourself, means companies are responsible to set up their own hosting, keeping the server safe and keeping software up to date. This makes it easier to adjust things the way you want.
WooCommerce works directly with WordPress ecosystem, giving you access to more than 59,000 plugins that can add features to cover business need. The main features include no limit on product listings, shipping choices, you can manage sales of physical and digital products. Once set up, you can handle taxes in one place. The platform uses payment gateways, such as PayPal, Stripe and bank transfers.
The businesses that already have a WordPress site, WooCommerce keeps costs low because the main plugin is free to use. Because it’s open source, developers can change all the code, build features closed platforms can’t offer. This makes WooCommerce perfect for businesses for the products that are not simple.
WooCommerce is hard to set up for those without technical skills, connected to hosting the site on your own. Companies are responsible for their own hosting setup, set up SSL certificates and manage security on their own. This needs technical skills within the company or getting IT help.
[bookmark: _Toc223291689]Comparison Summary
	Feature
	Shopify
	WooCommerce

	Hosting
	Fully hosted (SaaS)
	Self-hosted (requires own server)

	Cost
	Monthly subscription fee
	Free plugin (hosting costs extra)

	Ease of Use
	Simple to use
	Requires WordPress knowledge

	Customisation
	Restricted use of Liquid templates
	Unlimited (open source)

	Payment Fees
	Some plans charge transaction fees
	No platform transaction fees

	Best For
	Small / medium business, fast setup
	Special or advanced requirements


Table 1: Comparison of Shopify and WooCommerce

[bookmark: _Toc223291690]References – Task 1
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[bookmark: _Toc223291691]Task 2 – Mind-Map of Contemporary Software Applications
[bookmark: _Toc223291692]Task 2a: Mind Mapping – Description and Business Benefits
Mind mapping is a way to see your ideas on paper or screen it is developed by Tony Buzan in the 1970s. A diagram that shows how information spreads by linking a main idea. The web structure of a mind map shows the nature of human thought, making it effective for suggesting, planning and bringing together detailed information.
In managing a business, mind mapping sends many important advantages. Mind maps Improve creative thinking by giving teams the tools to explore ideas without sticking to a step by step format. The visual layout helps you think creatively and find links between ideas that are not in written notes.
Secondly, mind maps are very useful for project planning and task management. By laying out the parts of a project, links and duties shown visual, project managers share workflows with the whole team. Research by Farrand, Hussain and Hennessy show that mind mapping help people remember information longer compared to classic ways of learning, showing it is useful for both communication and learning at work.
Thirdly, digital mind mapping tools such as Mind Meister, Coggle and Microsoft Visio support working together on maps rapidly, letting teams in different locations work together at the same time. this matches how people work in remote and hybrid setups today and supports faster, more people involved in decision making. In the computer industry mind maps are used for system design, database planning and software architecture planning. This makes them useful at software development.
[bookmark: _Toc223291693]Task 2b: Mind-Map – Contemporary Business Software Applications
The mind map shows the main types of modern software used to support day to day business operations, for example, office tools, communication apps, e-commerce tools and software that help with projects and keeping track of information. The mind map was set up with "Business Software Applications" In the middle, with big branches for function such as work tools, Communication, Teamwork, Data handling, Project planning and Online sales. Each branch includes software that businesses use for everyday business tasks. It shows detailed information in a clear, logical way, makes it simple to understand the role of each software category. The mind map shows how software tools support business needs, making it easier for everyone to understand, whether they are technical or not.
	[image: ]


Figure 1: Mind-Map: Contemporary Software Applications for Business Operations 
[bookmark: _Toc223291694]
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1. T. Buzan and B. Buzan, The Mind Map Book: How to Use Radiant Thinking to Maximise Your Brain's Untapped Potential. London: BBC Books, 1993.
1. P. Farrand, F. Hussain, and E. Hennessy, “The efficacy of the mind map study technique,” Medical Education, vol. 36, no. 5, pp. 426–431, 2002.


[bookmark: _Toc223291695]Task 3 – Office Applications for Business Operations
[bookmark: _Toc223291696]Task 3a: Four Office Software Solutions
[bookmark: _Toc223291697]Task 3a.1 Microsoft Word
Microsoft Word is the most popular program for writing and editing documents, it includes Microsoft 365 set of tools. It lets users make, change, style documents and share documents from short letters, reports and contracts for business. Word has many tools to help create and share professional documents.
Is include formatting options styles, themes and templates, mail merge allows to send many personalized letters at once and track changes. Is a tool that shows all edits in a document so you can easily see and handle edits.
It lets multiple people work together on a document and leave comments, add tables and figures with captions, it can make a table of contents by itself and it works with SharePoint, OneDrive for cloud storage. Several people work on the same document at the same time.
[bookmark: _Toc223291698]Microsoft Word is helpful for businesses. Its layout makes it easy and uses the docx format. Tools like spell check, grammar proofing and clarity tools. Mail merge helps teams send emails. Magazines or technical diagrams, programs like Adobe InDesign are better for designs. 
3a.2 Microsoft PowerPoint
Microsoft PowerPoint is a popular program for making presentations, it helps users create slides that are clear, attractive, easy, training sessions, conferences and educational purposes. PowerPoint supports visual content including text, images, charts, tables, videos, animations and links.
PowerPoint includes useful features such as templates and themes for slides, SmartArt to show processes and hierarchies, animations and transitions, a presenter view with notes, real time teamwork through Microsoft 365 and options to save slides as PDFs, videos, or images. The Morph makes it easy to create animations between slides.
In business work PowerPoint communication helps presenters explain information and Ideas using clear and interesting visuals. Sales teams use it to present to clients, HR departments for presentations and executives use it to crate report for the board. Studies show that using clear and attractive visuals work better and are easier to remember than just text. 
The main drawback of PowerPoint presentations is that too much content on slides can make the message harder to understand. Also, large files with high quality images or videos can slow down presentations on less powerful computers.

[bookmark: _Toc223291699]3a.3 Microsoft Excel
Microsoft Excel is a spreadsheet application offer strong tools for data entry, mathematical calculation, statistical study, visualisation and financial modelling. Excel is used in every business task from financial account and budget management to sales, project monitoring and managing employee records and HR tasks.
It has a table for entering data supporting rows, built in mathematical, statistical, logical, text, date and lookup functions, PivotTables let you analyse data and chart creation tools, formatting highlights important data with colours or styles via Visual Basic for Applications (VBA). The IF function makes calculations based on conditions. VLOOKUP and XLOOKUP help retrieve data from other tables while Goal Seek shows what input is needed to get a result.
Excel's tools help businesses make decisions, by letting managers test different situations, spot patterns and create financial calculations accurately. It’s connection with Power BI and Power Query adds tools for advanced data analysis and processing.
[bookmark: _Toc223291700]Limitation is that mistakes can happen in formulas, spreadsheets calculations and wrong results. Excel isn’t perfect for large databases. Sharing files can also cause version issues.
3a.4 Microsoft Access
Microsoft Access is a relational database management system (RDBMS) in Microsoft 365 plans. It lets businesses store date, report on data using a table, link connections, query setup and report generation to use interface that doesn’t need SQL knowledge for basic tasks.
Important features include making tables with data types and rules, using keys to link tables, design to create queries, designing forms for easy data entry and creäte reports for printing. Access also lets you use VBA macros to do tasks automatically.
For small and medium businesses, Access is a cheaper option than big database systems like Oracle or SQL Server. It works where data storage is needed for managing inventory, customer information or event registrations. 
Access’s main limitation is handling large amounts of data. It is made for storing and managing data. up to 2GB  and supports a maximum 255 concurrent users, so it isn’t good for large business systems. It also doesn’t have the strong security and tools of server database systems.

	Application
	Primary Function
	Key Strength
	Key Limitation

	MS Word
	Word processing & documents
	Mail merge, collaboration
	Unsuitable for detailed designs

	MS PowerPoint
	Presentations & Visual Communications
	Animations, templates
	Frequent use lowers power

	MS Excel
	Data analysis & calculation
	PivotTables, formulas
	Formula errors, not a DB

	MS Access
	Relational database management
	Forms, queries, reports
	Limited ability to scale


Table 2: Summary Comparison of Four Microsoft Office Applications

[bookmark: _Toc223291701]Task 3b: Practical Testing – IF Function and VLOOKUP in MS Excel
[bookmark: _Toc223291702]Feature 1: IF Function
The IF function in Microsoft Excel checks a condition and gives one result if true and another if false based on condition values as TRUE or FALSE. The format is: =IF(logical_test, value_if_true, value_if_false). In the task below, a test employee performance data prepared. The IF function was used to automatically assign a ‘Performance Rating’ of ‘Exceeds Target’ or ‘Below Target’ built on checks if each employee sold more than the target.
For example, the formula =IF(B2>10000,"Exceeds Target","Below Target") it works on a set of sample sales figure. This method automatically puts items in categories. This saves time by doing tasks that checks each record, so performance reports are faster to make.
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Figure 2: MS Excel – IF Function applied to simulated employee sales performance dataset
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Figure 3: MS Excel – IF Function formula bar and output results column
[bookmark: _Toc223291703]This example shows how the IF function can automatically make decisions in a business. Checking every sales record one by one, employee’s sales target and the result. This saves time, reduces mistakes, makes accurate reports and helps managers to see who is working properly.
Feature 2: VLOOKUP
VLOOKUP finds a value you specify in a table. It checks the first column of a table and returns the value from the same row in a different column. The syntax is: =VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup]). A practice product catalogue with Product ID was set up for the test. It has Product Name, Category and Unit Price columns. VLOOKUP was used on another sheet that fills the product name, ID and price as soon as it is entered.
The formula =VLOOKUP(A2,ProductCatalogue!$A$2:$D$50,2,FALSE) was applied to return the Product Name and =VLOOKUP(A2,ProductCatalogue!$A$2:$D$50,4,FALSE) to return the Unit Price. Data does not need to enter twice by hand and makes sure the information is correct by getting it straight from the main product list. It shows a business way to reduce mistakes and make process orders more quickly.
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Figure 4: MS Excel – VLOOKUP formula retrieving product name from catalogue table
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Figure 5: MS Excel – VLOOKUP results showing auto-populated product details on order form

[bookmark: _Toc223291704]The use of VLOOKUP shows how Excel can automatically access product details, save time and reduce mistakes how Excel can support data accuracy in different sheets. By getting product information from a main catalogue, the risk of incorrect pricing or product descriptions is reduced. This shows how businesses operate in real life where primary data tables make sure orders are processed correctly, billing and stock management. Automating data recovery in this way improves day to day work processes.
References – Task 3
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1. J. Sweller, “Cognitive load theory: Recent theoretical advances,” in Cognitive Load Theory, J. L. Plass, R. Moreno and R. Brünken, Eds. Cambridge: Cambridge University Press, 2010, pp. 29–47.


[bookmark: _Toc223291705]Task 4 – Communication and Collaboration Applications
[bookmark: _Toc223291706]Task 4a: Analysis of Communication and Collaboration Tools
[bookmark: _Toc223291707]4a.1 Communication Application: Microsoft Teams
Microsoft Teams is a cloud based tool for communication and working in Team developed by Microsoft in 2017. The main tool for all communication in the Microsoft 365 system, use live chat, voice, video calling, file sharing and third party application linking everything into one interface. By 2024 more than 320 million people use Microsoft Teams every month, this made it one of the most used business communication tools in the world.
Main features of Microsoft Teams include chat and messages saved, sent directly to individual and group, high definition audio and video calling supporting up to 1,000 participants in a single meeting, screen sharing and whiteboard features serve the meeting recording with AI generated record. The platform supports media sharing, images, files, GIFs and links. 
From a business operations view, Teams improves workplace communication by gathering all team members. Tools that used to be separate, like email, phone calls and instant messaging are now in one platform. When it works with Microsoft Teams, SharePoint, OneDrive and the Microsoft 365 suite, any files shared in Teams chats are automatically saved in SharePoint.
Security features have full encryption from start to end for single calls, two-step verification, data loss safety rules and following key legal and industry rules including GDPR, HIPAA and ISO 27001 making Teams suitable for industries follow rules such as healthcare, finance and legal services. Teams can use resources requiring processing power and memory on end user devices, it run slow or have problems on older computers.
[bookmark: _Toc223291708]4a.2 Collaboration Application: Google Workspace
Google Workspace (formerly G Suite) is a cloud service production it can be accessed from any internet connected device. It is developed by Google, providing features of Gmail, Google Drive, Google Docs, Google Sheets, Google Slides, Google Meet, Google Calendar and Google Forms. It operates in a web browser there is no need for local software installation. 
Key features include working together on a document at the same time, meaning multiple users can simultaneously edit the same document with changes visible promptly. Google Drive provides cloud storage with sharing permissions, giving the ability to manage settings or access in detailed ways over who can view, comment on, or edit each file. Version history is saved automatically, so users can see and recover older versions of a document.
Google Workspace's teamwork is created for companies in a mixed office and remote work. Google meet provides embedded video calls up to 500 participants. Everything connects and works on one system, for example, attaching Drive files directly in Gmail or scheduling Meet calls from Calendar creates a workflow that makes management easier.
A key limitation of Google Workspace is that it may not support large projects and depend on an internet connection, it is different from Microsoft 365 programs you install, which keep full offline functions. Google Workspace can’t use all features when you’re not connected to the internet. Businesses in places with poor internet might have trouble using the platform. Companies already using Microsoft 365 might face problems when switching because some Word and Excel files may not work perfectly in Google Workspace.
	Feature
	Microsoft Teams
	Google Workspace

	Primary Focus
	Communication + teamwork
	Teamwork + productivity

	Video Meetings
	Up to 1,000 participants
	Up to 500 (Business Plus)

	File Storage
	SharePoint / OneDrive
	Google Drive

	Offline Access
	Full (desktop apps)
	Limited

	Integration
	Microsoft 365 ecosystem
	Google ecosystem

	Security
	GDPR, HIPAA, ISO 27001
	GDPR, ISO 27001


Table 3: Comparison of Microsoft Teams and Google Workspace
[bookmark: _Toc223291709]Task 4b: Practical Testing – Communication and Collaboration Features
[bookmark: _Toc223291710]Feature 1: Microsoft Teams – Creating a Channel and Posting a Message
As part of the hands on exercise, you must set up a team workspace or group in the software and channel within Microsoft Teams using a personal Microsoft account then writing a message, adding some style and attaching a file before sending. A new Team titled ‘SSB Project Team’ was created, with channels for ‘General’, ‘Task Planning’ and ‘Resources’. Task Planning section is a message created to show how to make text bold, add bullet points and attach a file. It explains how a real project team uses Teams to organise tasks and share important files.
	[image: ]


Figure 6: Microsoft Teams – Creating a new Team and channel structure
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Figure 7: Microsoft Teams – Composing and posting a formatted message with file attachment
[bookmark: _Toc223291711]A regular workplace communication situation, where teams manage talks using channels. Using separate channels makes messages easier to follow and avoids overload compared to email. Messages and attach files in the same place help to make everyone knows what to do and have all important files accessible to the team, which helps people work together.
Feature 2: Google Docs (Google Workspace) – Real Time Collaborative Editing
The practical test was about making a shared Google Docs document and showing how team members can work together at the same time editing. A new document titled ‘SSB Assignment Notes’ was created in Google Drive and shared with a second Google account using the editor’s permission. Both accounts at once edited the document, watching everyone’s cursor move while they work and changes updating immediately for everyone. The ‘Suggesting’ mode was also turned on to show how changes happen and review comments within Google Docs, running through a normal workplace document workflow.

	[image: Visually searched image]


Figure 8: Google Docs – Sharing settings and permission configuration
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Figure 9: Google Docs – Real-time collaborative editing with two simultaneous users
[bookmark: _Toc223291712]This example shows multiple people working on one document at once makes document review and teamwork faster and simpler. Different users can work on it at the same time without creating duplicate versions of the same file. Users can suggest changes rather than directly editing and comments are used to give clear feedback.
References – Task 4
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Conclusion
This coursework portfolio has shown practical skills how modern concepts are applied in theory software solutions used in current business environments. By reviewing e-commerce platforms, mind mapping techniques, office tools, communication and apps help people work together, the assignment has shown how software technologies improve how a business works, running and making decisions.
The practical tests showed how software features work, such as Excel functions and tools for working together, can be used in business. The computer skills are useful for different jobs. The assignment proves software solutions as per business requirements and shows why digital skills are important at work.

[bookmark: _Toc223291713]References
1. Shopify, “About Shopify,” Shopify Inc., 2024. [Online]. Available: https://www.shopify.com/about  [Accessed: 1 Mar. 2025].
1. WooCommerce, “WooCommerce – The Open-Source eCommerce Platform,” 2024. [Online]. Available: https://woocommerce.com [Accessed: 1 Mar. 2025].
1. M. Janssen, “Open source e-commerce platforms: A comparative analysis,” Journal of Information Technology Management, vol. 35, no. 2, pp. 44–58, 2023.
1. T. Buzan and B. Buzan, The Mind Map Book. London: BBC Books, 1993.
1. P. Farrand, F. Hussain, and E. Hennessy, “The efficacy of the mind map study technique,” Medical Education, vol. 36, no. 5, pp. 426–431, 2002.
1. Microsoft, “Microsoft 365 Apps for Business,” Microsoft Corporation, 2024. [Online]. Available: https://www.microsoft.com/en-gb/microsoft-365  [Accessed: 1 Mar. 2025].
1. J. Sweller, “Cognitive load theory: Recent theoretical advances,” in Cognitive Load Theory, J. L. Plass et al., Eds. Cambridge: Cambridge University Press, 2010, pp. 29–47.
1. Microsoft, “Microsoft Teams,” Microsoft Corporation, 2024. [Online]. Available: https://www.microsoft.com/en-gb/microsoft-teams  [Accessed: 1 Mar. 2025].
1. Google, “Google Workspace,” Google LLC, 2024. [Online]. Available: https://workspace.google.com [Accessed: 1 Mar. 2025].



image1.png
Enhancing Business Operations with Software

Operational Efficiency i Market Adaptation

Streamlines processes and
reduces costs

Helps businesses stay

Enhances collaboration and competitive in a changing

information sharing landscape

Contemporary Software
Applications

Performance
Improvement

Process Streamlining

Automates tasks and
improves workflow

Boosts productivity and
profitability





image2.png
EHdS0c-- Paler Com - ~ IR MSLE Colles Lo Sl

Home Insert Employee Portauterr Poductew Formulas Vivew Formulas Setiect ~ Q
AT\: t  [caetch JE AN == ¥ Bt Caned - ‘t‘é £ ,M ;:‘!::"‘f 3 % n

EET S LT L5 A B e e (32 O 41| ComRaicien, Sowmel g D20 NCL el

Seendatios @ Font fa Amozunt a Modut ] Sengs Nddags ~
E2 82 x ¢ R ¥

A C = B G N | z

1 Employee Name Sales Amount Target Status _Bonus

2 John Doe 3000  7000|=IF(B2>=5000 |

3 Jane Smith 6000 ~ Met Targe 10%

4 Jane Smith 7000 Met Target 10%

5 John Dymaoricy 6000 Below Target 10% $

6 John Doe 9000 - 10%

7 John Viiyn 5000 10%

8 Mckioe Smith 4000 20%

9 lraing Smith 6000 20%

10 Jane Smith 7000 10%

Sheet1 @® s [ »





image3.png
AHome Insert Draw Pagelayout Formulas » O Tell me

2 v i X « fx =IF(B2>50000,"Yes","No")

4 A B © (&

1 | Employee Sales Target Met?
2 | Alice 62000 Yes

3  Bob 45000 No

4 | Carol 78000 Yes

5 | David 52000 Yes

6 | Eve 31000 No




image4.png
AL v i X  fo =VLOOKUP(B10, A2:D7, 2, FALSE)

< A B (© €

pll Product ID  Product Name Category Unit Price
3 ‘P101 Wireless Mouse Electronics 19.99
4 P102 Desk Lamp Office Supplies 29.50
5 19103 Coffee Maker  Home Appliances 49.95
6 1?104 Travel Mug Kitchenware 12.99
7 P105 Bluetooth Speaker Electronics 34.99
8 P106 Office Chair Furniture 89.00
9

11 Order Form
12 |

13  Product ID:
14 Product Name: Coffee Maker
15  Unit Price: 49.95

12|
17





image5.png
A Home Insert Draw Page layout Formulas » O Tell me

2 v i X« fx =IF(B2>50000,"Yes","No")

4 A B c €

1 | Employee Sales Target Met?
2 Alice 62000 Yes

3 | Bob 45000 No

4 | Carol 78000 Yes

5  David 52000 Yes

6 Eve 31000 No




image6.png
Activity  Chat -Meemngs Files  Calls People Q @ @ e

=

o x

Create a team

O Fromscratch
Calendar
I

Calls
Fies ‘ O From a team template

2
people  Create a channel

Channel name
[ Channel name

Description

Apps |

Team 1
v Team1





image7.png
Marketing Team > Campaigns
jal Posts  Files  Wiki
Message
2
Paots B I U U & »2 | = =
B Here's the update for our upcoming project:

File

®

Vel

* Key Milestones
« Timeline details
* Next Steps

ProjectPlan.docx 52 KB

& You : Just now
Here's the update for our upcoming project:

+ Key Milestones
+ Timeline details
* Next Steps

@i ProjectPlan.docx 52 K8

@





image8.png
Share "How to share Google Docs

‘ Add people, groups, and calendar events

People with access

Damon Masnyi (you)
damon@sharedcontacts.com
markandersonnc@gmail.com
markandersonnc@gmail.com

General access

Anyone with the link ~

Anyone on the internet with the link can view

(o comm )

Editor ~

Viewer

Commenter

Editor

Add expiration

Transfer ownership

Remove access





image9.png
008b02fc-70b2-4520-a86e-7f50fe4d4a40.jpg

Document 1
File Edit View Leart View Shoppy Vect Help

ST 12 A U~ B 7 UM w|A

& 1 20

File
This is a sample document for demonstrating real-time

Edit collaboration X L%

View
Insert
Format

Tools

oG

**+  Sugges-tions

86%





