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E-commerce platforms are software that allows businesses to sell their products and services online. These platforms provide all the tools needed to create online stores, manage products, process digital payments, and handle customer orders efficiently. In recent years, e-commerce has become an important part of modern business, as many customers prioritise online shopping over physical shopping.
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[image: ]Shopify is one of the most popular and widely used e-commerce platforms worldwide. It allows users to create and manage an online store without requiring advanced technical skills [1].Figure 1: Shopify home page
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Shopify provides a drag-and-drop store builder that lets users easily design their online stores. It allows businesses to accept digital payments from customers through different payment gateways. Another important feature is its inventory tracking, which helps businesses monitor stock levels and manage product availability. Shopify also has marketing tools that help businesses promote products through email campaigns, discounts, and social media [2].
Benefits
One of the most important advantages of Shopify is its ease of use. People with limited technical knowledge can also create professional online stores. Shopify is scalable, so we can expand our store as our business grows. Shopify protects customer information and provides secure payment methods, which increases trust and reliability.

Limitations
Shopify also has some limitations. Shopify requires monthly subscription fees, which can be costly for small businesses. In addition, Shopify charges transaction fees for certain payment gateways.
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Wix is another popular website-building platform that small businesses can use to make a strong e-commerce website. It allows users to create any kind of website without having any programming knowledge [3].
[image: ]FeaturesFigure 2: Wix home page

Wix is a platform that anyone can use without having technical knowledge. It is easy to use. Wix offers customisable templates you can use to build your e-commerce website. It also provides tools for online store businesses, which can use them to add products and discounts and manage orders and sales. Another advantage of Wix is that it works well on mobile phones and other smart devices.
The latest Wix feature allows users to create a store with AI. In the AI feature, users just need to give a prompt to ‘Aria,’ an AI bot from Wix, and Aria will generate a customised website for you based on your requirements.
Benefits
The best benefit of Wix is that it is easy to use. Users can quickly create any website without programming or technical knowledge. Wix has lower costs than other e-commerce platforms, making it a suitable option for small businesses and startups. Everyone can use Wix easily, and it offers a wide range of templates that users can customise for various business types.
Limitations
However, Wix is not suitable for large businesses. Because as companies grow, they require more advanced e-commerce features that Wix cannot provide, it is only suitable for small businesses; they may need to move to more powerful platforms.
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Mind Mapping is a visual way of generating ideas. It is used to organise ideas and information based on the main idea.  With mind mapping, users and teams structure their thoughts clearly and logically [4]. The main topic is placed in the centre, and related ideas are connected to it through branches in the mind map. Each branch represents a key idea, while sub-branches contain more detailed information. 
Mind mapping is commonly used in education, business planning, and project management. We can also use it in problem-solving. It helps people to see relationships between different ideas and understand complex topics more easily [5]. Mind maps are used to represent ideas visually rather than writing a whole paragraph of information. To understand complex ideas, we can use a mind map to present information in a clear visual format, making it easier to grasp. 
In business environments, we can organise large amounts of information and generate new ideas using a mind map. It can be used to generate ideas, plan projects, and discuss strategy. Mind maps make it easier to identify connections between different concepts and improve understanding among team members by presenting information visually.
Mind maps can be generated manually with a pen and paper or on a whiteboard. There are a number of online tools that help generate mind maps easily, for example, mindmeister.com, mindmapai.com, and many more.
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Mind mapping provides many benefits for businesses and organisations. Some of them are. 
Idea generation
One of the main advantages of mind mapping is idea generation. While generating ideas, mind mapping allows team members to brainstorm freely, add any idea or concept, and connect them to other related concepts. This encourages creativity and helps businesses develop innovative problem-solving solutions.
Project planning
By using mind maps, managers can organise tasks, responsibilities, and timelines. Teams can easily understand the workflow by visually displaying projects and identifying important steps required for project success. 
It becomes easier for employees to understand complex information when ideas are presented visually. This reduces confusion and makes sure that all team members have a clear understanding of project goals and tasks.
Problem-solving
Businesses usually face challenges that require careful analysis and planning. Managers can break down problems into smaller parts, analyse all possible solutions, and identify the most effective strategies for solving them with the help of a mind map.
Improve collaboration
Mind maps also help to improve communication and collaboration among the team.	 Team members are encouraged to share their ideas openly, and they can see how their ideas are linked to others, which fosters participation and teamwork. This makes communication clearer.

[image: ]
Figure 3: Mind map
This is the mind map that I have created using the website www.mindmiester.com.  This mind map explains the use of different software used in organizations today.  
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In this task, we will explore some of the office applications used widely in organizations today. The organization that I have chosen is Boots. Boots is a British pharmacy and health and beauty retailer.
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Features
Microsoft Word is a widely used word processing application for creating, editing, and formatting documents [6]. It is part of Microsoft Office and is commonly used in businesses, schools, and organisations to create documents.
Document creation is a primary feature of Microsoft Word. Users can create different types of documents, such as reports, letters, resumes, and proposals. Word offers many formatting tools that help users change fonts, adjust paragraph alignment, add headings, and organise text professionally. 
Formatting tools are another important feature of Word. Microsoft Word includes options for text styling, page layout, margins, spacing, and themes. These tools help people make documents that are well organised and easy to understand [7].
Mail Merge is another feature of Word. This feature allows users to automatically generate multiple documents using data from a list or database. For example, a company can create hundreds of personalised letters by merging names and addresses from a spreadsheet.
Word has templates for different types of documents. Users can choose from different templates for resumes, business reports, meetings, and other documents, saving time and ensuring professional formatting.
Benefits
Microsoft Word provides many benefits for businesses and organisations. One major advantage is that it helps users to create professional documents quickly and efficiently. With built-in formatting tools and templates, users can produce documents that meet professional standards.
Another important benefit is that users can easily edit and revise the document. Word includes tools such as spell check, grammar check, word count, word predict, and track changes. By using these tools, users can easily identify mistakes and improve the quality of their documents.
Microsoft Word also supports collaboration. Multiple users can review and edit documents using comments. This feature is very useful for teams working on shared reports or projects.
Limitations
Microsoft Word is very useful for document creation, but it has some limitations. One limitation is that it lacks robust data analysis capabilities. While tables can be created in Word, advanced calculations and data processing are better handled in spreadsheet software. 
Microsoft Word has compatibility issues when documents are shared between different versions or converted into other formats, such as PDF. Sometimes, when users change formatting fonts or layouts, this can affect the appearance of the documents. 
Another limitation is that when documents contain many images or complex formatting, it can slow down the system performance. Microsoft Word is not suitable for real-time collaborations as compared to cloud-based tools. 
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Boots use Microsoft Word for documentation and communication. It mainly uses MS Word for;
· Creating business reports
· Creating Meeting notes
· Writing internal memos and policies
· Letters [8]
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Features
Microsoft PowerPoint is a presentation software application used to create visual presentations. It helps users to present information using slides that contain text, images, charts, and multimedia.
One important feature of PowerPoint is its slide-based presentation design. Users can organise information into slides that present ideas clearly and visually. Each slide can contain titles, bullet points, or paragraph, images, or diagrams [9].
PowerPoint also contains animations and transitions. Animation allows text or objects to move with motion effects, while transition controls how one slide transitions to the next. These features make presentations more engaging and visually attractive.
Another important feature of PowerPoint is visual storytelling. In PowerPoint, users can present complex ideas through charts, diagrams, images, and infographics. This helps other people understand information more easily.
PowerPoint also contains tools for creating charts and diagrams. These tools help users present data in a simple, understandable format.

Benefits
One of the main advantages of Microsoft PowerPoint is that it enables users to communicate easily. Presentations allow speakers to explain ideas clearly to an audience. PowerPoint also supports visual learning. When information is presented visually, such as with images, diagrams, charts, and tables, users understand it better than with text alone.
Another benefit is that PowerPoint helps organisations present ideas professionally and visually. Businesses usually use presentations to explain strategies, show products, or present project results. 
Another important benefit of PowerPoint is its flexibility. Users can share presentations in many formats, such as slideshows, videos, or PDFs. This makes it easy to share information with anyone. By using PowerPoint, presenters can use speaker notes and presenter view, which help organise their presentations. This improves confidence and ensures that important points are not missed during presentations.
Limitations
Despite its advantages, PowerPoint has some limitations. Creating effective presentations requires good design skills. If slides have too much text or poor visuals, the presentation may become difficult for the audience to understand.
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Boots use MS PowerPoint for; [10]
Presentations
· Creating presentations for training purpose
· To present sales report and business strategies
· To deliver marketing ideas and promotional strategies
· Sharing information in meeting across different store locations.
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Features
Microsoft Excel is a spreadsheet application used for organising, calculating, and analysing data in a spreadsheet. It is one of the most powerful tools in the Microsoft Office and is commonly used in businesses for financial and data analysis tasks.
One of the important features of Excel is spreadsheets. Data is organised into rows and columns, which allows users to store large amounts of information in a structured format.
Another important feature is the use of formulas and functions. Excel provides hundreds of built-in formulas that perform calculations automatically. For example: mathematical, statistical, and logical functions.
Excel also allows users to create charts and graphs to visually represent data. These charts help businesses understand trends and patterns more easily.
Another important capability is data analysis. Excel includes tools such as sorting, filtering, conditional formatting, and pivot tables that allow users to analyse large datasets.
Benefits
Excel provides many advantages for businesses. One of the most important benefits of Excel is better decision-making. Managers can identify trends and make informed decisions by analysing data.
Another benefit of Excel is its ability to track finances. Businesses can use Excel to manage budgets, calculate profits, and track expenses. Excel also contains mathematical formulas and functions [11]. This decreases manual calculations and saves time.
Limitations
Excel can be challenging for beginners. Excel contains many mathematical formulas, but some require technical knowledge and practice to use effectively, including advanced functions. Another disadvantage is that it does not handle extremely large datasets as efficiently as other data systems. Excel performance slows as data size increases, slowing calculations and analysis. If the formulas are incorrect, they will produce incorrect results, which can affect businesses if not carefully checked. Excel lacks robust security features for sensitive data, making it less suitable for highly sensitive information.
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MS Excel allows Boots to carry out financial forecasting and modelling [10].
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Features
Microsoft Access is a database management system that allows users to store, organise, and manage large amounts of structured data. Access is designed specifically for handling relational databases. Access is not like a spreadsheet.
One of the main features of Microsoft Access is database creation. Users can create databases that contain multiple tables to store different types of information.
Another important feature is data storage and organisation. Information is stored in tables that can be linked together through relationships. This helps to stop duplication and improve data organisation.
Access also supports queries that allow users to retrieve specific data from the database. Queries can filter, sort, and analyse information quickly.
Another feature is forms and reports. Forms provide an easy interface for entering data, while reports allow users to generate structured summaries of stored information.
Benefits
One of the main advantages of access is the organised management of data. It helps businesses to store large datasets efficiently. Another main advantage of access is that it supports relational databases. By linking tables together, Access can manage complex information systems.
Limitations
Microsoft Access is not as popular today as modern cloud-based database systems. Many organisations now use online database services that are easier to use and allow easier remote access and collaboration.
Business Use Example
Boots use MS Access for database management [10].
· To maintain customer records
· To store product information
· To manage inventory and orders
· To produce a report from stored data.
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Mail merge is a feature in MS Word that allows users to create multiple documents automatically by combining a main document with a data source (MS Excel)
Mail merge is also used to send emails to multiple recipients.
To start a mail merge, go to the Mailings tab in MS Word and select Start Mail Merge.
[image: ]
A drop-down menu will appear under the Start Mail Merge tab
[image: ]
Now, here you can select the document you wish to send. I choose email messages.
Then, you will be redirected to a blank page where you can write your email or select from the pre-defined template. I chose this template from.
[image: ]
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Now, the next step is to send the recipients. Recipients can be selected from the pre-existing list or can be made one.
[image: ]
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Now, the mail merge is complete.
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You can further print or edit letters individually. 
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Vertical lookup (VLOOKUP) is a function in MS Excel that searches for a value in the first column of a table and returns related information from another column in the same row. It is used to retrieve information quickly.
The general syntax is;
=VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup])
In this syntax, 
· Lookup stands for: the value you want to search
· Table array: the range of cells containing data
· Col_index_num: the column number from which the result will be returned
· Range_lookup: FALSE for exact match, TRUE for approximate match
To practice the Vlookup function, I have used the module excel file.
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This was the data. My job was to find out the salary of employee 1030. The syntax I Task 4entered was;
=VLOOKUP(1030, A2:H20, 8, FALSE)
Where; 
· 1030: employee if
· A2:H20: the table range containing employee data
· 8: Salary column number
· FALSE: ensures an exact match
Using this formula, the result was 64717.
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Microsoft Teams is a communication platform which is developed by Microsoft. It is designed to improve communication and support teamwork in modern places [12]. It is designed to help organisations. The platform has different features: messaging, video meetings, file sharing, and collaboration tools.
Many businesses and organisations use Microsoft Teams to manage communication across departments and teams, especially when employees work online. Also, teams are used in studies when universities are not offering in-person classes; they are used for online classes.
Features
The main feature of Teams is instant messaging; you can message anyone, anywhere. Employees can communicate with each other through private messages or group chats. With the help of these team members can quickly share information and discuss work-related tasks without sending emails.
 Another important feature of teams is video meetings. In Microsoft Teams, users can organise online meetings where participants can join from any location. In online meetings, users can use video, audio, screen sharing, and presentation features. This makes it easier for teams to join, even if they are not physically present at the meeting or in the same office.
Microsoft Teams also offers file sharing and document collaboration. Users can upload any documents or files and share them with team members on a chat or channel.
Team members can open files directly and edit them from the platform, which improves productivity and decreases the need for multiple software tools.
Teams also include channels used to communicate. Businesses can organise communication within different departments or projects. For example, a company can create separate channels for marketing, finance, or product development teams. This helps keep discussions organised and easy to manage.
Benefits
Microsoft Teams has many advantages. Teams are used to benefit businesses. One major benefit is improved workplace communication. With the team's help, employees can communicate more efficiently. By providing messaging and meeting tools on one platform, teams make communication easier.
Another benefit of teams is that they support remote work. When employees are working from home or not physically present in the office, the work does not stop; they can work from different locations and easily join meetings and communicate with colleagues through Microsoft Teams. This has become very important in modern work environments, and teams solve many problems. 
Teams also improve collaboration by enabling employees to share files, discuss projects, and manage tasks on the same platform. This reduces confusion and ensures that everyone involved in a project can access the same information at the same time.
Limitations
Despite its advantages, Microsoft Teams has some disadvantages. One limitation is that teams require a stable internet connection for meetings and communication. Without reliable internet access, users may experience interruptions during calls or meetings.
Another limitation is that new users may experience a learning curve when first using the platform because it includes many features and settings.
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Google Docs is a cloud-based document editing application developed by Google. By using Google Docs, users can create, edit, and share documents online. Google Docs is not like traditional word processors; It works over the internet, and users can save files automatically to cloud storage [13]. 
Google Docs is widely used in businesses, educational institutions, and organisations because multiple users can collaborate in real time. Many people can work on the same document at the same time, making docs a powerful tool for teamwork [8].
Features
Real-time editing is one of the most important features of Google Docs. Multiple users can edit the same document at the same time. When users make changes, they appear instantly, allowing teams to collaborate and work efficiently.
Another important feature of Google Docs is cloud storage. Documents created in Google Docs are automatically saved to Google Drive. This means users can access their files from any device with an internet connection.
Google Docs also contains a commenting system. Team members can suggest edits and changes, or ask any questions, by using comments, and can add comments to any specific section where they want a correction. This feature helps to improve communication during document editing.
Another useful feature is document sharing. Users can share documents with others through a link or email. They can also control access permissions, allowing others to view, comment, or edit the document.


Benefits
Google Docs has many advantages for collaboration. Teamwork and collaboration are two of the major advantages of Google Docs. Since multiple users can work on the same document at the same time, it improves productivity and reduces delays.
Another advantage of Google Docs is its ease of sharing. Documents can be shared immediately, so users don’t need to send attachments through email. This saves time and makes sure everyone is working with the latest version of the document.
Google Docs also offers version control. The software keeps a record of all changes the user makes to a document. Users can view the editing history and restore previous versions if they want to.
Limitations
Although Google Docs is very useful, it also has some limitations. One limitation is that it does not fully function without a stable internet connection. Without internet connectivity, users cannot collaborate in real time.
Another limitation is that it may not provide all the advanced formatting features available in traditional desktop word processors.
Another limitation of Google Docs is data privacy. Organisations handle sensitive information, which is why privacy is very important. In Google Docs, documents are stored in the cloud, which is why users depend on Google's security. Google Docs depends on internet speed; if the connection is slow, it can reduce efficiency. When organisations work on large documents or collaborate with multiple users, they require a reliable internet connection.
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Software has become a necessary and important component of modern business operations. Organisations depend on various software tools to improve business productivity, manage large amounts of data, communicate with employees, and support decision-making. This software allows companies to automate tasks, organise information efficiently, and, with its help, deliver better services to their customers.
This assignment examined several important categories of software used in business environments. E-commerce platforms such as Shopify and Wix help businesses sell products online and reach a global audience. Mind mapping techniques were also used in business to organise ideas and improve business planning.
The assignment analysed Microsoft Office applications, including Microsoft Word, Microsoft Excel, Microsoft PowerPoint, and Microsoft Access, which support document creation, data analysis, presentations, and database management.
Finally, communication and collaboration tools such as Microsoft Teams and Google Docs were discussed. These tools help teams communicate effectively and collaborate on projects, making them essential for modern organisations.
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Outlook is an online communication tool. The feature that I tried is Email. Email is considered the most formal and professional way of communication. To send a email in outlook.
Go to the new email tab
[image: ]
Add the email address you wish to send the email to and the subject of the email.
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Then, click send. It's done.
You can also create a group. In the drop-down menu, select Group
[image: ]
Step2: Name the group
[image: ]
Step 3: Click on create, then add the members using the email addresses. 
A group is formed.
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Sign in to Microsoft Teams using your ID and password.
[image: ]
Now, to send a message to a group of people simply click on New chat. Add the number of people you wish to add using their email address. Just type the message and send it. All the members of the group can easily join the chat, discuss, share files, images and much more.
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