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Task 1. e-Commerce Website builders or software solutions
Today, creating an online store has become much easier thanks to e-Commers website builders. These platforms help people build and manage their own online shops without needing to code. They offer ready-made templates, payment systems, and marketing tools that make selling online faster and simpler. Some of the most popular e-Commerce builders today are Shopify, Wix eCommerce, and Magento. Each of them has it’s own advantages and limitations, depending on the type and size of the business.
1.1 Shopify
One of the most used platforms is Shopify, which is known for it’s professional and reliable service. Shopify offers a variety of features such as store templates, an integrated payment system called Shopify Payments, product and inventory management, marketing tools, and mobile-friendly designs. It also allows users to sell products on other channels like Facebook, Instagram, and Amazon. One of Shopify’s biggest advantages is that it is easy to set up and manage, even for beginners. It also provides strong customer support and large app store for adding extra features. However, Shopify has some downsides. The monthly cost can be quite high, especially when using paid themes or apps. Also, users have to pay additional fees if they use a payment method outside Shopify Payments. In addition, full customisation can be limited unless the user knows coding. Overall, Shopify is perfect for people who want a simple and scalable way to run their online store, but it might not be the best choice 	for those who want total design freedom.
1.2 Wix eCommerce
Another popular platform is Wix eCommerce, which focuses on easy design and creativity. Wix lets users build an online store through a drag-and-drop editor with hundreds of templates to choose from. It also includes SEO tools, marketing features, and the ability to sell on social media. Wix is great for small business owners who want to create a good-looking website without much technical knowledge. It’s also more affordable than Shopify and gives more freedom in design choices. However, Wix also has some weaknesses. It is not as powerful for large or fast-growing stores. There are fewer advanced e-commerce tools compared to Shopify, and some users say that sites can load slower if they include a lot of images or videos. So, Wix is a good choice for small and creative businesses, but not the best for companies planning to grow quickly or sell in big volumes.
[bookmark: _Toc160375385]In conclusion, both Shopify and Wix eCommerce are strong platforms that help people build successful online stores. Shopify is better for bigger businesses that want strong tools, advanced features, and scalability. Wix, on the other hand, is easier and more about design and simplicity. The best choice depends on the business’s goals, size, and budget. No matter which platform is chosen, e-commerce builders make it possible for almost anyone to start and manage an online store effectively.

Task 2. Mind-map of Contemporary Software Applications 
Task 2 (a) 
Mind Mapping: How It Helps in Business Operation
It is a mind map-a diagram used to visually organize information around some central idea, branching off into related topics and subtopics. Being nonlinear, it thus gives a reflection of the way the brain naturally thinks in associations and images. It is especially useful in fast capture, structuring of complex information, and relationships that can be lost in linear notes.
It finds broad practical application in business, since mind mapping is the basis of many day-to-day operational activities. First, clarity and planning are enhanced. Project managers will be able to use a mind map to break down a project into tasks, milestones, and responsibilities-make the scope and dependencies visible immediately. Second, it accelerates brainstorming and creative processes since teams can add ideas freely on the branches for grouping, prioritizing, and developing them into actionable plans. Third, mind maps support decision-making and problem-solving. By laying out options, pros/cons, and risks around a central decision node, stakeholders can visually compare alternatives and reach consensus faster. Other business benefits are improved communication and alignment. A mind map can be a mutual visual reference during meetings, which minimizes misunderstandings and keeps discussion focused. It is also supportive of knowledge management and onboarding: mapping procedures, roles, and key contacts helps new employees learn more about processes. During training and presentations, mind maps can make sure that enhancement of retention is ensured since visual structure and keywords are more memorable compared to textual listings. Other advantages would be the fact that it does ascertain operational efficiency. Mind mapping fast-tracks the preparation for meetings: agendas are mapped visually, processes are effectively mapped showing steps and decision points, and strategic planning-in connecting objectives, KPIs, and initiatives. In risk management and product development, mind maps surface early dependencies and constraints that reduce costly rework. To apply mind mapping effectively in business, one needs to keep the maps clean, have one central topic per map, use short keywords instead of long sentences, apply colours and icons for priority/role, and export or version maps into tasks for performing. Modern digital mind-mapping tools, such as MindMeister,  XMind,  Lucidchart, support collaboration, real-time editing, export to the most common formats.
Sources
1. Tony Buzan — official site (about mind mapping).
https://www.tonybuzan.com/about/mind-mapping/
2. Jisc — Getting started with e-portfolios / study skills and mind-mapping guidance (useful educational guidance).
https://www.jisc.ac.uk/guides/getting-started-with-e-portfolios (also search Jisc or Open University pages about note-making and mind maps)
3. Lucidchart — Mind mapping in business (practical guide & benefits)
https://www.lucidchart.com/blog/mind-mapping-in-business
[bookmark: _Toc160375387]                                                              Task 2 (b)[image: ]


Task 3. Office Applications for Creating, Storing, Presenting, and Analysing Data
Task 3 (a)
Microsoft Word
Microsoft Word it is a word-processing application designed for creating, formatting and sharing text documents. It is widely used in business for reports, letters, policies, proposals and documentation.
Major features.
· Rich text formatting: styles, headings, fonts, paragraph and age layout controls.
· Templates: built-in templates for reports, letters, CVs, proposals.
·  Review and collaboration: Track Changes, comments, comparing documents, version history (OneDrive/SharePoint).
·  Mail Merge: generate mass letters/emails from data sources (EndNote/Access).
· Integration: save/share OneDrive, export to PDF, embed tables/images, and integrate with Outlook and Teams.
· Accessibility and proofing: spellcheck, grammar suggestions (Editor), read-aloud, alt-text for images.
Benefits for business operations.
· Standardised documentation: styles and templates ensure consistent corporate documents.
· Efficient collaboration: Track Changes and comments allow multiple reviewers to contribute and approve.
· Automation: mil merge and templates speed up repetitive communication tasks (invoices, letters).
· Professional output: extensive layout and reference tools produce publishable reports and manuals.
Limitations.
· Complex layout for long documents: very large documents can become slow or require careful master-document management.
· Reference features limited: built-in citation manager is basic – heavy academic referencing often needs third-party tools.
· Collaboration nuances: simultaneous editing works via cloud, but complex tracked-change histories can be confusing.
· File format issues: different Word versions or non-MS editors may alter layout.
Microsoft PowerPoint
PowerPoint is a presentation application for creating slide-based displays used in meetings, training, pitches and marketing.
Major features.
· Slide templates and themes: ready designs and master slides for consistency.
· Multimedia support: images, video, audio, animations and transitions.
· Presenter tools: presenter view, notes, timers, in-slide navigation.
· Collaboration and sharing: co-authoring, export to PDF/video, sharing Teams/OneDrive.
· SmartArt and charts: visual diagrams, embedded charts from Excel, icons.
· Accessibility and design suggestions: Designer (suggests layout), Accessibility Checker.
Benefits for business operations.
· Clear communication: visual help present strategies, KPIs and progress succinctly.
· Brand consistency: master slides and templates keep presentations on-brand.
· Training and sales: multimedia support makes workshops and sales pitches more engaging.
· Reusability: slides can be reused across presentations, saving time.
Limitations.
· Risk of (dead by slides): poorly designed slides or excessive text reduce effectiveness.
· Interactivity limits: PowerPoint is linear by nature; highly interactive learning experiences may require additional tools.
· Overreliance on visuals: presenters may rely on slides instead of planning narrative and delivery.
Microsoft Excel
Excel is a spreadsheet application for numeric calculation, data analysis, modelling and basic data storage. It is central to business tasks: budgets, forecasts, lists, dashboards.
Major features.
· Formulas and functions: vast library (SUM, IF, VLOOKUP/XLOOKUP, INDEX/MATCH, logical and statical functions).
· Data tools: sorting, filtering, conditional formatting, data validation, Text-to-Columns.
· Analysis tools: PivotTables, PivotCharts, Goal Seek, Solver, What-If analysis.
· Data import and connections: import from CSV, databases, webqueries and Power query for ETL-style transforms.
· Charts and dashboards: a variety of chart types and interactive dashboards via slicers and PivotCharts.
· Collaboration: shared workbooks OneDrive/SharePoint, version history.
Benefits for business operations.
· Powerful analysis: PivotTables and functions allow rapid summarisation of large datasets.
· Flexibility: Excel suits quick ad-hoc analyses and pro forma modelling.
· Interoperability: export/import to many formats; integrates with BI tools (Power BI).
· Automation opportunities: macros/ VBA automate repetitive workflows.
Limitations.
· Scalability and data integrity: Excel is not a database; very large datasets or multi-user transactional scenarios risk corruption and version conflicts.
· Human error risk: manual formula mistakes or wrong ranges lead to incorrect outputs; auditing can be hard.
· Maintainability: complex spreadsheets with many macros can be difficult to maintain and document.
· Security and governance: storing sensitive data in spreadsheets can be insecure without controls.
Microsoft Access
Access is a desktop relational database management system (RDBMS) that provides tables, queries, forms and reports for structured data storage and small-to-medium business applications.
Major features.
· Relational tables: design normalized tables with primary/foreign keys.
· Queries: SQL-based queries and a visual query builder for filtering/aggregating data.
· Forms: custom data entry forms for users.
· Reports: formatted outputs for printing and distribution.
· Macros and VBA: automation of tasks and custom logic.
· Integration: can link/import data from Excel, SQL Server and SharePoint.
Benefits for business operations.
· Structured data management: avoids redundancy and maintains data integrity with relational design.
· Rapid application development: build simple data-driven applications (inventory, CRM-lite, booking systems) without full software development.
· Better reporting: Access reports produce printable records and summaries.
· Offline desktop use: useful for small offices without complex infrastructure.
Limitations.
· Scalability and concurrency: Access is not suitable for large multi-user enterprise environments; performance degrades with many concurrent users.
· Deployment and maintenance: desktop-based; distributing updates and ensuring version control is more complex than cloud solutions.
· Learning curve: designing normalized databases and queries requires database understanding.
· Migration needs: growing organisations often need to migrate to server RDBMS (SQL Server) for robustness.
[bookmark: _Toc160375391]Task 3 (b)
VLOOKUP
What it is: VLOOKUP searches for a value in the first column of a table and returns a value in the same row from a specified column. It’s commonly used to join data from two tables (e.g., product codes to product names or prices).
Product table:[image: A screenshot of a product list

AI-generated content may be incorrect.]This is the Product sheet containing information needed to complete another table in this Excel Worksheet.
Incomplete Sales table:[image: A screenshot of a table

AI-generated content may be incorrect.]This is the Product sheet containing information needed to complete another table in this Excel Worksheet.
Incomplete Sales table:[image: A screenshot of a table

AI-generated content may be incorrect.]This is the Sales sheet before it is populated with information from the Product sheet using VLOOKUP.
Sales table populated with VLOOKUP information:[image: A screenshot of a computer

AI-generated content may be incorrect.]This is the Sales table containing information collected from the Product sheet using the VLOOKUP function. The formula takes data from the relevant columns and rows within the Product sheet, pasting duplicated results into the selected cell on the Sales sheet. This increases efficiency and reduces human error.
Sales table with complete VLOOKUP information:[image: A screenshot of a computer

AI-generated content may be incorrect.]This table represents a complete sheet of information, also filled with data from a different sheet. The VLOOKUP function can gather statistics from the same sheet, or conveniently, another sheet within the Excel Worksheet. Populated above is the price of the product taken from another sheet as duplicate, therefore the user does not have to input the date more than once.
Finished Worksheet:[image: A screenshot of a computer

AI-generated content may be incorrect.]This table shows the finalised worksheet, filled with examples of the VLOOKUP formula, and complete with a total of revenue from the sales, using simple formulas integrated within Excel, such as the =SUM formula.
Mail Merge
Mail Merge is a tool used to send the same document to many people, while automatically inserting individual details such as names, addresses, or departments.
Worksheet Containing information of mail merge recipients:[image: A screenshot of a phone

AI-generated content may be incorrect.]This is the sheet pf information about employees who will receive a duplicate word document, automatically editing their personal information.
Connecting Excel to Mail Merge in Word:[image: A screenshot of a computer

AI-generated content may be incorrect.]Above shows the recipient information taken from the relevant Excel worksheet using the mail merge feature in Microsoft Word.
Inserting Excel merge fields into a standard letter template in Word:[image: A screenshot of a black screen

AI-generated content may be incorrect.]The word document displays the inserted merge fields highlighted within the arrow symbols (« »). These fields represent personal information unique to the recipient, personalising to whom the letter is being sent to.
Previewing Mail Merge records:[image: A screenshot of a computer

AI-generated content may be incorrect.][image: A screenshot of a computer

AI-generated content may be incorrect.]These two screenshots show the letter with information retrieved automatically from the Excel worksheet. The fields selected with the « » symbols have changed their information, making the letter relevant to the recipient. Included in the screenshots is the ribbon showing how you can preview the results and change the recipient of whom you are previewing.


[image: A screenshot of a black screen

AI-generated content may be incorrect.]Completing Mail Merge:
[image: A screenshot of a black screen

AI-generated content may be incorrect.]




















After merging, a word document is created displaying each letter and the details of the representative receiving the letter.
Task 4. Communication and Collaboration applications.
Task 4 (a)
Communication Application: Microsoft Teams
Microsoft Teams is one of the most implemented communication tools within a modern enterprise. The application allows business actors to communicate with one another by using messages, voice calls, video conferencing, and even the sharing of various types of files. Microsoft Teams is part of Microsoft 365 and especially helpful for those businesses that operate on flexible working conditions.
One of the most vital features of Microsoft Teams is Instant Messaging. The platform allows conversations through private messages and even messages that go to team channels, set up for specific projects or departments. This helps in message organization, and hence there is no need to make use of emails. Another vital feature on Microsoft Teams is Video & Audio Meetings. Through such a service, teams have the ability to hold virtual meetings.
Microsoft Teams also has the capability of sharing files in both chats and channels. The file would be saved on OneDrive or SharePoint, providing a way for the members of a team to refer to a given document at any one time. It is also easy to use with other Microsoft application offerings such as Word, Excel, or PowerPoint. This provides a means for employees to work on one platform without having to use a variety of platforms.
The most significant benefits of Microsoft Teams in a business setting are increased collaboration and communication. The application is helpful in ensuring that teams remain connected, especially at times when the workforce is working from different geographical sites. The application also ensures that a lot of time is saved, especially when one considers the various services offered, including messages, meeting, and sharing of files. This application is, however, not easy to use, especially because of the many functionalities.
Web-Based Collaboration Tool: Google Docs
Google Document: Collaboration tool to edit a document among targeted contributors. Google Docs forms part of Google Workspace.
Google Docs are used in a web browser, meaning individuals can view all documents from any location if that location has access to the internet.
Some of the most useful things offered by Google Docs are real-time collaboration. This means that multiple users can edit a document in real time, and changes would also show in that real time. In this case, it is very helpful when you need to work with more than one person on some kind of project. Google Docs allows a user to comment on a document and give suggestions without requiring changes to the master copy.
Another significant advantage of Google Docs is its auto-save feature. This means changes are saved automatically, meaning no work can be lost. The version history tool is used to revert to the previous version of a document. This is helpful because with this tool, a user can go back in time with a document and change anything back. Another major advantage of Google Docs is in how easily it allows one to share documents.
The two most outstanding strengths of Google Docs are simplicity and accessibility. Working with Google Docs is simple and can be managed even by a complete beginner; collaboration with people situated in different parts of the world is easy. As for its weaknesses, there are not that many formatting possibilities available as there are in Microsoft Word. Secondly, Google Docs requires internet connectivity, meaning that some features cannot be used when offline.
The conclusion is where one summarizes all that has been discussed above. Microsoft Teams and Google Docs have currently been ranked among the most used applications within a business setup. Fundamentally, Microsoft Teams is a communication tool for chatting and video conferencing, while Google Docs, on the other hand, is collaboration software for documents. The two applications make it easy to work with teams in a rather efficient way.
Task 4 (b)
Microsoft Teams
Screenshot 1. 
App icon.
[image: ]
Screenshot 2.
On this screenshot, I added the email of the person with whom I am going to start communicating.[image: ]

Screenshot 3.
The last screenshot shows that I sent the message and started our correspondence.[image: ]
Google Docs
Screenshot 1.
Site icon.
[image: ]

Screenshot 2.
When we open the page of the site, we choose ‘’Blank document’’.[image: ]
Screenshot 3.
When we have chosen this, an empty document appears in front of us where we can start our work.[image: ]

Screenshot 4.
The 4th screenshot shows the written text. We can share this document with other people, for example, colleagues at work so that they can see our work and evaluate it.[image: A screenshot of a computer

AI-generated content may be incorrect.]


Screenshot 5.
The last screenshot shows that the people with whom you shared the document can leave a comments and highlight certain sentences in the document so that you better understand what they leave a comment to.[image: ]
Sources
1. Microsoft — Microsoft Teams overview
https://www.microsoft.com/microsoft-teams
2. Google — Google Docs overview
https://www.google.com/docs/about/
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[Your Organization Name]
[Your Address]

[City, State, ZIP Code]
[Phone Number]

[Email Address]

Date: «Date»

Dear «First_Namev«Last_name»

We are pleased to inform you that this letter is being sent to you as part of our official
communication.

‘This message is intended for the «Department» department and contains important information
relevant to you. Please read the details carefully and contact us if you require further clarification.

‘Thank you for your time and cooperation.

Yours sincerely,

[Your Name]

[organization Name]
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[Your Organization Name]
[Your Address]

[City, State, ZIP Code]
[Phone Number]

[Email Address]

Date: «Date»

Dear Johnsmith

We are pleased to inform you that this letter is being sent to you as part of our official
communication.

“This message is intended for the HR department and contains important information relevant to you.
Please read the details carefully and contact us if you require further clarification.

‘Thank you for your time and cooperation.

Yours sincerely,

[Your Name]

[Organization Name]
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[Your Organization Name]
[Your Address]

[City, State, ZIP Code]
[Phone Number]

[Email Address]

Date: «Date»

Dear Marylones

We are pleased to inform you that this letter is being sent to you as part of our official
communication.

“This message is intended for the Finance department and contains important information relevant to
You. Please read the details carefully and contact us if you require further clarification.

‘Thank you for your time and cooperation.

Yours sincerely,

[Your Name]

[Organization Name]





image12.png




image13.png
.

W s oy ht i bl st 120 34t f .

T messg s tendd for the e deparimntand cesin mparn frmaon elean o
e Pls e th e ey nd conc s o e s clrfcaion

LR ———

f—

Doueme]
[romm—

[ s————
D]

oty st 20 o]
(honenumber
[E—

W s oy ht i bl st 120 34t f .

i messg s tendd for the 1 departmntad s gt frmtion vt 1.
Pl e et corfay nd oo o e e o,





image14.png
ﬁ Microsoft Teams

Microsoft Corporation




image15.png
Q CODY Young 30081297 ¢p. Fies photos

%
Catyoung @stent cnlndsck

You're starting a new conversation

Type your first message below.

Hi, | created this chat to develop my knowledge in the field of IT and | hope you can help me with this. &5

@B 2 +|»





image16.png
Q CODY Young 30081297 (10 Fies photos "8 Q
‘CodyNoung1 @student.oakiandsacuk

Today 2027

oo e e e

Type a message ©8 2 +|>




image17.png
B Google Docs
https://docs.google.com




image18.png
= aDocs

Q  Se:

Start a new document

You

+

Blank document Res
Ser




image19.png
Untitied document
Fia €t View msort Format Tocs Exensions Help

QMens 5 e & A F wox - Nomstien - ael - =[]+ 8 7 UAZ 0@ @ E Tawalals oty o I8
T I RN T T NN NI )

i€
Oocumenttabs .
® o1 i B vesingroes @ Ersidon @ o

oot o it e





image20.png
Untitled document % B &
File Edit View Insert Format Tools Extensions Help

QA o e ® A § 100% - Nomaltet v | Adal - | —-[2]+ B I U A 2|

viogdoa et 388 T 8 0 20 0 220, 8, 18 05 R T B
<«
Document tabs +
1 B Tt i The cat (Felis catus), also referred to as the domestic cat, is a small carnivorous |
; mammal. Itis an obligate camivore, requiring a predominantly meat-based diet. Its
1 Headings that you add to the

retractable claws are adapted to killng small prey species such as mice and rats. It
has a strong, flexible body, quick reflexes, and sharp teeth, and its night vision and
sense of smell are well developed. Itis a social species, but a solitary hunter and a
crepuscular predator. Cat communication includes meowing, purring, tilling, hissing,
, growling, grunting, and body language. It can hear sounds too faint or too high in

1 frequency for human ears, such as those made by small mammals. It secretes and

: perceives pheromones. Cat intelligence is evident in its abilty to adapt, leam through
1 observation, and solve problems. Female domestic cats can have kittens from spring
: to late autumn in temperate zones and throughout the year in equatorial regions,
with ltter sizes often ranging from two to five kittens.

document will zppear here.

The domestic cat is the only domesticated species of the family Felidae. Advances in
archaeology and genetics have shown that the domestication of the cat started in the
Near East around 7500 BCE. Today, the domestic cat occurs across the globe and is
valued by humans for companionship and its abilty to kill vermin. It is commonly kept
as a pet, working cat, and pedigreed cat shown at cat fancy events. Out of the
estimated 600 million domestic cats worldwide, 400 million reside in Asia, including
58 million in China. The United States leads in cat ownership with 73.8 million cats,
followed by the United Kingdom with approximately 10.9 million cats. It also ranges
freely as a feral cat, avoiding human contact. Pet abandonment contributes to
increasing of the global feral cat population, which has driven the decline of bird,
mammal, and reptile species. Population control includes spaying and neutering





image21.png
Tooks Extensions Help.

100% ~

Nomatin < | i < [ ~(@)+8 I U AP @@ D

RN N AR R AR A A A

The cat (Folis catus), also referred 0 s the domestic cat,is a small camivorous
mammal. itis an obigate camivore, requiring a predominantly meat-based diet Its
etractable clays are adapted to kiling smallprey species such as mice and rats. It
has a strong, flexible body, quick reflexes, and sharp teeth, and ts night vision and
sense of smell are well developed. It s a social species, but a soltary hunter and a
crepuscular predator. Cat communication includes meowing, purring, triling, issing,
‘growing, grunting, and body language. It can hear sounds 100 faint or o0 high in
frequency for human ears, such as those made by small mammas. It secretes and
percenes pheromones. Cat inteligence is evident in s abilty to adapt, lear thiough
observation, and soive problems. Female domestic cats can have kitens ffom spring
tolate autumn in temperate zones and throughout the year in equatoral regions,
with iter sizes often ranging from two to five kitens.

The domestic catis the only domesticafed species of the family Felidae. Advances in
archagology and genetics have shown that the domesiication of the cat sarted n the
Near East around 7500 BCE. Today, the domestic cat occurs across the globe and is
Valued by humans for companionship and it abilty o kil vermin. It s commonly kept
as a pot, working cat, and pedigreed cat shown at cat fancy events. Out of the.
estimated 600 milion domestc cats worldwide, 400 millon reside in Asia, including
58 milion in China. The Uniled Stafes leads in cat ownership with 73.8 millon cats,
followed by the United Kingdom with approximately 10.9 milion cas. t also ranges
freely as a feral cat, avoiding human contact. Pet abandonment contributes o
increasing ofthe globa feral cat population, which has driven the deciine of bird,
mammal, and reptie species. Population control includes spaying and neutering





