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Introduction
Technology has transformed modern society in the way of communication, educational institutions, how we shop, healthcare providers, and governments to improve efficiency, productivity and decision making. 
The assignment considers e-commerce website builders like Wix and Shopify, software applications such as Mind Meister, MS Word, Excel, PowerPoint, Access and e-mail Outlook for easy communication. 
Based on this report we will explore the advantages and limitations of these tools to demonstrate how technology helps people and businesses to work more effectively. 

[bookmark: _Toc237295563]Task 1. e-Commerce Website builders/software solutions
[bookmark: _Toc237295564]1.1 Wix
[image: Wix website builder review and information]Wix is a website-building platform that does not need coding, and it is highly popular due to being beginner friendly. Wix was created in 2006 by three founders because of how expensive it was to build a website and how difficult it was too[1]. It allows users to create professional websites, providing visual drag-and-drop editor, allowing users to arranging text, adding images and videos, and other elements on their webpage[2]. 
One of the greatest features of Wix is it provides a range of professional templates that can be customised for different purposes such as portfolios, business websites, blogs and online stores. For e-commerce businesses, Wix manage the inventory, process customer orders and accept online payments. Businesses can also use marketing features such as social media, email, analytics[3]. 
For e-commerce, Wix provides for small to medium stores, accessible solutions for creating and managing the website with visual design tools, templates and with the security of the technical support. They easy to use editor allows to see the stores features upfront, it is a great value to start for free or with upgrade premiums in which it is payable. It is all built in emails tools, discount codes and cart setups and including recovery options.   People can do all of this with a minimal technical experience themselves. 
    

[bookmark: _Toc237295565][image: Shopify Rounded Logo Design 67565523 PNG]1.2 Shopify

Shopify is an e-commerce platform designed to help individual and businesses to create and manage online stores. It was also founded in 2006 to allow businesses to sell products and provide business online to build an e-commerce system without having to start a website completely from scratch[4]. 
One of the main advantages of Shopify it is that has been designed specifically for e-commerce that can support businesses as they grow. It provides tools for adding products, managing stocks, processing orders and accept customers payment. It also provides inventory, marketing, analytics and searching engine optimisation features that helps businesses to understand customers and promoting their products. It offers beginners friendly easy to use templates, drag and drop editors, professional store without coding and advancing technical skills[5, 6]. 
Shopify have an all-in-one setup system web hosting, with certificates and payment processing, inventory management all in one place. It can be used for small start-up businesses to very large-scale businesses stores. To use this platform a monthly sign- up subscription is required, but there are different prices to suit different businesses. Overall, Shopify platform is a well-known reputable e-commerce website builder among business and considered as a widely one of the best for it is purposes[7]. 









[bookmark: _Toc237295566]Task 2. Mind-map of contemporary software applications
[bookmark: _Toc237295567]2.1 Describe mind mapping and explain the benefits of using mind mapping
[image: Want to Learn Better? Start Mind Mapping - Unicus Olympiads]
Mind mapping is a strategy many universities and businesses use to help students and employees to understand a particular topic, using a subject and many keywords to complement the main topic. In this way the subject becomes more interactive and easier to understand. 
In recent years many universities, much academia started to use software mapping tools for several related educational purposes. This tool helps to convey analytics skills for students, to unable students to see relationship between concepts and helping them improving assessments[8].  
Digital mid-mapping software have been helping many students from different academia background, regardless of their level of difficulty in understand a subject. Concepts become less boring using these tools as engaging with more colourful and easier to understand concepts that previously could have been challenging to understand. Educators and learners can use different types of software to help their teaching and learning. Digital mind maps display links between context and ideas through words and graphics[9]. 
Since 2007 Mind Meister, a digital mind map software it’s been used to help people from all over the globe. Its digital tools are easy to use, and many scholars can have access to help people think better. It is an online mind maps that puts everything in one view, and even the most complex idea becomes easier to understand. People can work together and share the online mind mapping with their team while working through their ideas without having to leave the map[10]. Below is an example of a digital mind map made with Mind Meister software. 
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[bookmark: _Toc237295570]3.1 Four office software solutions for business operations
[bookmark: _Toc237295571][image: ]Ms Word
Description
Microsoft Word, or simply Word, is a processing program developed by Microsoft. It was released on October 25, 1983. During the late 90s and early 00s, Word document became standard for Microsoft Office users. Word desktop is the most widely used word processing program on the market today. Word for the web is a free lightweight version as part of Office on the web[11].
Key Features
Microsoft Word provides businesses with a wide range of tools for creating and editing many different documents. Its features allow to correct grammar spellings, templates, tables, images, page formatting, design, sharing emails. It is a very versatile programs and business can use all these functions to produce letters, reports, meeting agendas and other documents.
Advantages
Microsoft Word being is a widely used software program used by businesses and scholars around the world. It is easy-to-use software; however, there are many tools and controls that users need to understand to use the program effectively for their work[11]. It is also very useful for scholars of many different levels for different ages. Many academic institution’s also use Word for their work, either teacher or learners. Word also supports collaboration, allowing people to review documents, add comments and track changes when working with colleagues. All these can be saved into the Word document for the safety of the work.    
Limitations  
Some features can be difficult for some users. Subscription may require for certain Microsoft Office 365 features to be paid. Some documents can be complex needing some experience due to formatting problems when opening a different using word-processing document[12]. 




[bookmark: _Toc237295572]Microsoft Excel
[image: Shortcuts in MS Excel - MakeMyAssignments Blog]
Description
Microsoft Excel or just Excel, is a spreadsheet software editor developed by Microsoft. It features calculation or computation, graph tools, pivot tables and a pattern programming to input to replace an output. Excel is part of Microsoft 365 and Microsoft Office software developed since 1985[13].
Key Features
Excel is a spreadsheet organised rows and columns. Rows are horizontally and are identified by numbers. Columns are vertically and are identified by letters. Whereas row and column meet, a cell is created. Cells can contain different types of data, including text, numbers, dates and formulas. 
Advantages
Users can perform calculations automatically by using formulas and functions, and that helps working with large amounts of information quicker and more accurate. Excell is widely used by businesses and scholar units on their offices to help them making data management and calculations more efficient. There is also Excell online, that is used on the go into the mobile’s apps, not having to rely just on your own personal computer. When opened the app the blank worksheet appears, but there are also templates available. When needed, many worksheets can open, within the worksheet numbers at the bottom of the spreadsheet. After a workbook is created data can then be created entering information inside the cells. The document can be saved and returned as many times as possible the user desires and can also been locked for only authorised users. Statistics show that in the new Era of Development of new Technology software’s are in great importance for Agriculture, Commerce, Medical, Education, Planning, Science, bank and financial sectors and so many more industry and Excel are very important for data analysis and management[14, 15]. 
Limitations
Excel can become difficult to manage spreadsheets containing large amounts of difficult data. Mistaking formulas and entering incorrect information can produce wrong results. Some functions are advanced and can require training and experience. Excel sometimes is not the best solution to manage large databases. 

[bookmark: _Toc237295573]Microsoft PowerPoint
[image: Microsoft PowerPoint 2016 - Purple Path]Description                                                                                                                                                                                      
PowerPoint is a presentation program developed by Microsoft. Many businesses, educational centres, trainers use it often. It is part of Microsoft Office. It is a software for presentation that allows graphics, slides, movies and videos recording[16].

Key Features
With PowerPoint users can create presentation slides from scratch or there are templates available. It is part of Microsoft Office 365, but there is also an online version. Many lecturers and businesses use this software for presentations. PowerPoint has become very popular among professional slides presentation for it looks clean and tidy and it is easy to use. The software has many advantages as it is cost saving, easy updating capability; internet access; multimedia functions such as pictures and videos with sounds and animation[17]. 
Advantages
Overall, PowerPoint is a very versatile user-friendly presentation tool. Its combination of templates, visual elements, multimedia features and editing capabilities enables users from different industries and educational background to create organised professional presentations.  Power Point software has become widely used for professional slides onto businesses or educational environments. 
Limitations
If slides contain too many texts, presentation can become difficult to present, same as if too many animations or visual effects. The software may not work in just any computer, as some features may only work with older versions or computer not having enough memory capacity storages. It is also part of Microsoft Office 365, therefore may need to be paid. 
 


[bookmark: _Toc237295574]Ms Access
[image: MOS Access 2019 and 365 Expert Online Course]
Description
Microsoft Access is a database management system from Microsoft that combines the relational Access Database Engine with a graphical user interface and software development tools. Access stores data and is part of Microsoft Office 365. It includes in professional and higher editions[18]. 
Key Features
Microsoft Access has become one of the most powerful consumer data programs available. Because is part of Microsoft Office, it can combine other Microsoft software such as Word and Excel. Its buttons shortcuts are familiar into the software’s making the user experience a lot easier to manage. Database can be created using the numerous templates already available or can be created from blank. The layout and forms can be adjusted, erased and creating a new one. With Access its users can create forms by using the Form tool, format forms and arrange the layout of forms and creating a data sheet[19]. 
Advantages
Microsoft Access enables users to quickly create good standard database system such as tables, forms and queries[20]. Businesses of all industries educational institutions also use the software to have their database. Users can maintain their customer information, inventory records, employee details or other organisational data. Microsoft Access provides useful tools for creating and manage relational database. The combination of tables, queries, forms and reports help users to organise information systematically and retrieve required data in an efficient way.   
Limitations
Users may need to have more knowledge on database software than for applications such as Word or PowerPoint. Unawareness of database design can create duplicate results or incorrect information. 

 
[bookmark: _Toc237295575]3.2 Test any two features
[bookmark: _Toc237295576]Mail Merge

	Title

	FirstName

	Surname
	Address
	Postcode
	Province
	Status

	Miss
	Isabel
	Brown
	101 Canary Garden
	NG2326N
	London
	No

	Mr
	Edward
	Writte
	87 New London
	SD28 6TR
	Kent
	Yes


	Sr
	David
	Attenbury
	51 Royal Street
	CD1 8PT
	Cambridge
	Yes

	Mrs
	Louise
	Richardson
	78 Commercial Avenue
	BR12 8ND
	New England
	Yes

	Mr
	Jhon
	McOwen
	60 Toronto Road
	TR89OPT1
	Canada
	No

	Ms
	Angela
	Bravo
	49 Huntter 
	CV96FR
	Australia
	No

	Sr
	Peter
	Excellency
	20 Byllingham Lake
	RF13 BT1
	New Zealand
	Yes

	Madam
	Rose
	Branbury
	01 State Gov
	LN4 8OM
	Wales
	No

	Mr
	George
	Selva
	93 Sao Paulo Avenue
	29250
	Brazil
	Yes



[image: ]Click on the mail merge
Click on mailings

[image: ]Click the select recipients.
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*Address* 
*Postcode* 
*Province* 
03/07/2026 
Dear*FirstName* 
Acceptance of Vacancy of house rent to*Title_**FirstName**Surname_* 
I am pleased to inform you the vacancy for rent a house have become available for you. 
I will require some further documentations before the conclusion of financial resources to finish the deal.  
 
Yours Sincerely, 
Rachel Almeida. 
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[bookmark: _Toc237295579]4.1 One contemporary Communication and one Online Collaboration


Microsoft Outlook
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MS Teams
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[bookmark: _Toc237295580]4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application
[bookmark: _Toc237295581]Microsoft Outlook
Description                                                                                                  Outlook is an email and calendar software included in Microsoft Office. It was developed by Sabeer Bhatia and Jack Smith in 1996 as Hotmail. Microsoft bought it in 1997.  In 2013 Hotmail became Outlook[21]. [image: Microsoft Is Updating Outlook on Windows and Web With Design Improvements]
Key Features
Outlook is free to use, part of Microsoft Office 365 and is widely used by business, educational institutions, and everyday people. Because Outlook is owned by the Microsoft family, it’s integration with other Microsoft applications such as Word, Excel, Access, Teams and PowerPoint, users can make data management a lot easier. Outlook can organise meetings, collaborate on important projects, set professional and important schedules. Send mail, letters, images, attach files, merging mails. 
Advantages
Outlook help users from all round the globe to communicate between themselves with just a click. Outlook is the standard tool for communicating, collaborating and organizing with hundreds of millions of people using it. It is easy to use, integrated with all Microsoft applications, and it is free. No subscription requires[22].

Limitations
Microsoft Outlook has many advantages, but it also has its limitations. Some advanced features require a Microsoft Office 365 subscription, because the free version have just a fewer feature. Due to the amount of features some users may take a few times to get used to it until it becomes familiar with its functions. Users may also find compatibility problems due to synchronization when Outlook relates to third-party email services. 


[bookmark: _Toc237295582]Microsoft Teams
                                                               
                                                               Description                                        
 [image: Microsoft Teams - Educational Development and Quality]Microsoft Teams is a collaboration platform developed by Microsoft. Microsoft retired Skype in favour of Teams, that took place on July 31, 2021. The platform saw a significant increase of its user during the COVID-19 pandemic, due to organizations shifted to work from home[23]. 

Key Features
With Microsoft Teams users, usually form from same organizations, sharing the same projects can use the software to chat, having online meeting, using audio and camera in real time, Live. The app bar features the activity, chats and teams; the panel displays the list of the team; the content pane displays the content the users have selected[24]. 
Advantages 
Not only member of business organizations is able to use Microsoft Teams, but also people interacting from educational institutions, clubs, friends and family members can take advantage of its features. Teams have also innovated the way people can work from home and still interacting with other user from the other side of the globe in real time. The software also provides features that users can writing also rather than just video. There is also a free version[25]. 



Limitations
Although, a free version of Microsoft Team is available, does not include all the features integrate with paid Microsoft Office 365 subscription[25]. Team can also require a stable internet connection for video in real-life time collaborations. For new user all features can become overwhelming in large number of guests at the same time requiring some knowledge. In addition, many organisations must pay for Microsoft 365 plans for more advanced businesses, administration and security. 

[bookmark: _Toc237295583]Conclusion
In conclusion to the different software’s applications and systems discussed in this report it demonstrates how technology has become an important part of modern society. The applications such as Microsoft Teams and Outlook and Microsoft 365 have improved the way people communicate, with collaboration and productivity. Whilst software’s such as Excel it provides useful tools for organising, calculating and analysing information. Website builders such as WIX and Shopify are platforms that makes it a lot easier for individual and businesses to stablish a professional online presence and to provide service for customers without the need to start from scratch. 
Each software application has its own key features, such as PowerPoint great for presentation slides, mind mapping to help users and scholar to understand subject easier in a more interactive way; each have their advantages depending on the purpose and intended users. However, they also coming with their limitations, including subscription costs, internet access, security concerns and restrictions on some versions. Software’s and digital systems continue to support individual, businesses and educational institutions by making their everyday life easier with the tasks, with efficiency and conveniency. Technology continues to develop, and systems are likely to become increasingly important in both our personal and professional lives. 
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