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          Task 1 – E-Commerce Website Builders
1. Introduction to E-Commerce Website Builders
E‑commerce website builders are online platforms that let anyone set up and run an online shop without needing to know how to write code or build a website from scratch. They come with ready‑made designs, payment systems, and tools to manage your products and orders all in one place. This means small businesses or people just starting out can get online quickly and cheaply, without paying a web developer [1].
Everything runs over the internet, so you can log in from any device to update your shop, check stock, or change prices. They also make sure your site works properly on phones, which is important because most people now shop using their mobiles. Before these tools existed, setting up an online store meant hiring developers, writing code, and paying for expensive hosting and technical support – something most small start‑ups could not afford. Builders like Shopify and Wix have changed this completely, making e‑commerce open to everyone regardless of their budget or skills. They also take care of important security updates, payment safety, and keeping the site running smoothly, so business owners can focus on their products and customers instead of technical problems. This lowers barriers for new businesses and lets them focus more on selling and serving customers, rather than technical setup.
2. Shopify
Description
Shopify is one of the biggest and most well‑known platforms, used by over 5 million businesses worldwide. It is fully cloud‑based, so you don’t need to install anything or buy extra hosting. It is designed to be an all‑in‑one system – you can build your store, take payments, track stock, and run marketing all from the same place [2].
Features
· Easy drag‑and‑drop store building
· Built‑in payment system that works with lots of currencies
· All designs already work on mobile phones
· Marketing tools and sales reports included
· Helps spot suspicious orders to keep your safe

Benefits
· You can add products and start selling very quickly
· You can change how things look and process orders without help
· It supports many different currencies and checks for fraud [2]
· Reliable and stays online almost all the time
          Limitations
· You can only have 100 different versions of one product (like size or colour)
· If you sell lots of different items, uploads can slow down
· Extra fees if you don’t use their own payment system
3. Wix  E-Commerce
Description
Wix E‑Commerce is famous for being very easy to use, with a simple drag‑and‑drop editor that requires no coding knowledge at all. You can place text, images, buttons, and other elements anywhere you want on the page, giving you full creative control over how your store looks. You can sell physical items, digital files, subscriptions, or use it for drop shipping, so it works well for almost any type of business. There are over 900 professionally designed, mobile‑responsive templates to choose from, covering every industry and style – all fully customizable to match your brand colors, logo, and unique look [3].
Features
· Move anything anywhere on the page
· Sell on Instagram, Facebook and Amazon all from one place
· Tools to help people find your site on Google
· Automatically emails people who didn’t finish paying
· Secure checkout with encryption
Benefits
· You don’t need any technical skills to make a good‑looking store
· Sites automatically adjust to look good on phones
· Help is available 24 hours a day


Limitations
· Once you pick a design you can’t change it without starting again
· If you have a very large number of products, the site may run slower
4. Comparison
	Feature
	Shopify
	Wix E‑Commerce

	Ease of Use
	Easy
	Very Easy

	Best For
	Medium & Growing Businesses
	Small & New Businesses

	Customization
	Good range
	Very flexible design

	Scalability
	Excellent
	Good for smaller stores

	Cost
	Higher monthly plans
	Lower starting cost



Summary: Shopify is better if you plan to grow fast and need it to handle lots of sales. Wix is perfect if you want something simple, cheap, and want full control over how your site looks [3]. Your choice depends on what you need most: if you plan to grow quickly, sell in many countries, and manage large orders, Shopify is the safer long‑term choice. If you want a simple, low‑cost store with full control over every part of how it looks, Wix is ideal. Both options remove the hardest parts of running an online business, which is why they have become so popular around the world.

Task 2 – Mind Mapping
Task 2a – Explanation of Mind Mapping
What is Mind Mapping
Mind mapping is a visual way of organising ideas. You start with one main topic in the centre, then draw lines out to linked subjects, and then smaller branches for details. It was developed by Tony Buzan and works the way our brains naturally make connections – not just writing things one after another in a list [4].
Benefits in Business
· Helps you come up with new ideas freely without strict rules
· Makes complicated plans or information much easier to understand
· Great for teams – everyone can see how things link together
· Helps you remember information better than plain notes [5]
· Studies show it can speed up planning and problem‑solving by around 15–20% [6]

Instead of long paragraphs, you can use colours, shapes and keywords to show what is most important. It stops you getting lost in too much writing and helps you spot gaps in your plan. Mind mapping is also very useful for revising, planning reports, or working out how different parts of a project link together. Unlike lists or paragraphs which only show information in one order, mind maps show connections instantly – you can see which ideas belong together and which ones are missing. Many businesses use them in meetings to collect ideas from everyone at once, so no one’s thoughts get left out. It also helps teams agree on what is most important before they start doing the actual work. It is also very flexible – you can change or add branches whenever you need to, as your ideas grow.




Task 2b – Mind Map (Business Software Applications)
Mind Map Created Using PowerPoint SmartArt:
[image: C:\Users\ADMIN\Pictures\Screenshots\Screenshot 2026-07-30 151119.png]

Figure 1: Mind Map showing categories and examples of common business software applications
I created this mind map using PowerPoint SmartArt because it is neat, easy to read, and quick to change if I think of something new. It shows clearly how different tools fit together – for example you might use Word to write a report, Excel to work out numbers, and Zoom to talk about it.
The map groups tools into four main areas:
· Communication: Zoom, Teams, Slack, WhatsApp
· Office Tools: Word, Excel, PowerPoint, Access
· Collaboration: Google Docs, Trello, Google Drive, Asana
· Finance & Customers: QuickBooks, Xero, Salesforce, HubSpot

Task 3 – Office Applications
Microsoft Word
3a. Overview of Four Key Applications
These four programs – Word, PowerPoint, Excel and Access – are the most widely used tools in almost every workplace. They all work well together, which is why so many businesses rely on them for daily tasks.
What it is
Microsoft Word is the industry‑standard word processing tool used across almost every workplace and organisation to create, edit, and format all kinds of written work – including formal reports, business letters, CVs, meeting minutes, essays, and official documents. You have full control over how everything looks, from fonts and spacing to page layout and styles, and built‑in tools automatically check spelling, grammar, and readability to help you produce professional, error‑free work. It also supports adding tables, images, charts, and bullet points to make content clear and well‑organised, and you can save or export files in many different formats including PDF, so anyone can open and view them correctly even if they do not have Word installed [7].
Features
· Full control over fonts, spacing and layout
· Ready‑made templates for almost any type of document
· Easy to add tables, pictures and bullet points
· Built‑in spelling and grammar checker
Benefits
· Saves time and keeps work looking neat and professional
· Works on almost any computer or device
· Very easy to learn and use
Limitations
· Files can become slow or large if you add lots of images
· Layout can sometimes shift if opened on a different version of Word
Word is used in almost every job – from sending formal letters to keeping meeting minutes or creating reports with tables and diagrams. It also works well with other programs: you can copy a chart from Excel straight into a Word report, or send a document to others to read. The spelling and grammar checker helps you avoid mistakes that could look unprofessional, and you can save files in different formats like PDF so anyone can open them even if they don’t have Word installed.
Microsoft PowerPoint
What it is
Presentation software used to make slideshows for meetings, lessons or pitches. You can combine text, pictures, videos and charts to share information clearly [7].
Features
· Automatic design suggestions to make slides look professional
· Add video, sound and smooth transitions between slides
· Presenter view shows you your notes while only slides are displayed to others
Benefits
· Helps keep your talk organised and easy to follow
· Makes information more interesting and easier to understand
· Lets you create polished work quickly
Limitations
· Large files with lots of media can be slow to open or send
· Too many animations can look messy or distract from your message
PowerPoint is not just for presentations – it can also be used to make simple posters, handouts, or visual summaries. Being able to add charts from Excel or photos from Word means you can put all your information together in one place. The presenter view is very helpful when speaking to an audience: you can see your own notes and the next slide on your screen, while only the slides themselves are shown to everyone else. This helps you speak confidently without reading off the screen.
Microsoft Excel
What it is
A spreadsheet tool arranged in rows and columns, used to store, sort and calculate numbers. It can do calculations automatically and help you spot patterns in data [8].
Features
· Use formulas to add, multiply or work out averages instantly
· Sort or filter lists to find exactly what you need
· Create charts and graphs to show trends clearly
· PivotTables summarise large datasets in seconds
Benefits

· Saves hours of manual calculation and reduces mistakes
· Helps you make decisions based on facts and figures
· Flexible enough for simple lists or complex analysis
Limitations
· Advanced functions take time to learn properly
· Not designed to stop you typing the same information multiple time

· Very large datasets can slow it down
Excel is used for everything from simple budgets to advanced financial forecasts. Formulas let you calculate totals, averages, or percentages automatically – if you change one number, all linked results update straight away. This saves hours of work and removes the mistakes that happen when calculating by hand. Charts and graphs turn numbers into pictures that are much easier to explain to other people who may not understand spreadsheets. PivotTables are especially useful because they let you look at your data in different ways without rearranging or copying it yourself.


Microsoft Access
What it is
Microsoft Access is a relational database tool designed specifically to store, organise, and manage large amounts of linked information efficiently. It is far more reliable and powerful than Excel when you need to keep records consistent, avoid repeating the same details over and over, and search or sort thousands of entries quickly [9]. Unlike spreadsheets where data is all kept in one big sheet, Access lets you split information into separate, connected tables – for example, one table for customer details, another for orders, and a third for products – so every piece of information is only stored once. This stops mistakes like typing the same address differently multiple times, and keeps everything neat and easy to update. You can also build simple forms to make entering data straightforward, create custom reports that update automatically, and set rules to make sure only correct information is added.Features
· Store data in separate linked tables to avoid repeating information
· Simple forms make entering data easier and more accurate
· Create custom reports that update automatically
· Automate tasks using macros or basic code
Benefits
· Keeps data accurate and consistent
· Much faster to search and sort large amounts of records
· Reduces mistakes caused by duplicate entries
Limitations:
· Only works on desktop computers, not phones or tablets
· Has a maximum file size limit of around 2 GB
· Harder to learn than the other three applications
Access is designed for storing information that you need to search, sort, or link together – like customer lists, stock records, or student details. If you keep this kind of data in Excel, you will often end up typing the same information over and over again, which leads to mistakes. Access stops this by keeping each piece of information in only one place, and linking it to other parts of your records. You can also create simple forms to make entering data easier, and reports that update automatically whenever your records change.


Task 3b – Practical Work (Completed Example)
1. 
Excel IF Function Example
This function automatically checks if a value meets a condition and shows the correct result. I used it to mark student scores: if the mark is 40 or more, it shows “Pass”, otherwise “Fail”.
How I created it:
1. Set up three columns: Student, Marks, Result
2. Clicked cell C2 and typed the formula
3. Pressed Enter, then dragged the small square down to apply it to all rows
The IF function is one of the most useful tools in Excel because it lets you set rules that run automatically. Instead of marking each student result one by one, which takes a long time and can lead to errors, the formula applies the same rule to every entry instantly. This is very useful for teachers, HR staff, or anyone who needs to check if something meets a set standard – like checking if an order is over budget, or if a sale has reached a target
Excel Table Screenhot: [image: ]


Formula Bar Screenshot:
[image: ]

2. Pivot Table Example
This tool summarizes data quickly without manual adding. I used it to calculate total sales for each product type, making trends very easy to see.
How I created it:
1. Highlighted my product and sales data
2. Clicked Insert → PivotTable
3. Put Product in Rows and Total Sales in Values
PivotTables are powerful because they do all the adding and sorting for you, without you needing to write long formulas. If you have hundreds or thousands of sales entries, you can find out totals, averages, or best‑selling items in seconds. You can also change what you see very easily – for example swapping ‘Product’ for ‘Month’ to see how sales change over time. This makes it much faster to spot patterns and make good business decisions.




















Pivot Tabe Result Screenshot:
[image: ]

Task 4 — Communication & Collaboration Tools (1000 words)
4.1 Introduction
In modern business, being able to talk clearly and work together easily is just as important as the actual work you do. More people now work from home or in different places, so digital tools are the main way teams stay connected. This part looks at Zoom for communication, and Google Docs for collaboration – what they do, how they are used, and how I tested them myself.
4.2 Communication Tool: Zoom
What it is
Zoom is a cloud‑based video calling platform used for meetings, training, interviews and presentations. It became very widely used because it is simple to set up and works well even on slower internet connections [10]. Unlike older systems that required special software or expensive equipment, Zoom runs through a web browser or a lightweight app, so anyone can join a meeting just by clicking a link – no account or complicated setup needed. This accessibility is one of the main reasons it became the go‑to tool for businesses, schools, and organisations around the world. It supports high‑definition video and clear audio, and can handle meetings with just two people or hundreds of participants at the same time. Businesses can also pay for extra features like longer meeting times, more storage for recordings, and better security controls to keep discussions private.
Key Features
· Clear high‑quality video and audio
· Screen sharing – show slides, documents or anything on your screen
· Record meetings to watch later or share with people who couldn’t attend
· Breakout rooms – split big groups into smaller teams to talk
· Built‑in chat box to send messages, links or notes during the call
· Calendar links so you can send invites and reminders automatically
How businesses use it
· Hold meetings with staff or clients anywhere in the country or world
· Run training sessions without having to pay for travel or rooms
· Do job interviews remotely
· Give product demos or presentations to customers
· Cut down travel time and costs, and make it easier to work with people who live far away
Summary
Zoom makes it feel like everyone is in the same room, even when they are not. It keeps communication fast and clear, which helps work get done quicker. Before tools like Zoom were widely used, people had to travel long distances just for a short meeting – which cost money and took up a lot of time. Now you can meet with anyone in the world instantly, which saves businesses thousands of pounds every year and reduces travel time. The screen‑sharing feature is especially useful because you can show exactly what you mean, rather than trying to explain it over the phone. Recording meetings also means people who could not attend can watch later, so no one misses important information.
4.3 Collaboration Tool: Google Docs
What it is
Google Docs is a free, cloud‑based word processor that runs entirely in your web browser. You don’t need to install any software or buy a license, and the biggest difference compared to traditional desktop tools like Microsoft Word is that multiple people can open, view, and edit the exact same document at the same time [11]. Every change you make saves automatically within seconds, so you never lose your work even if your internet cuts out or your device turns off unexpectedly. All files are stored securely online in your Google account, which means you can access them from any computer, tablet, or phone anywhere you have an internet connection. You can also adjust permissions easily – choosing whether people can only view, leave comments, or make full edits – giving you full control over who sees and changes your work.

Key Features
· Real‑time editing – you can see exactly what others are typing as they do it
· Comment and suggest mode – give feedback without changing the original text
· Auto‑save every few seconds – you will never lose your work if your computer turns off
· Access from any phone, tablet or computer just by logging in
· Choose who can view, comment or edit your file
How businesses use it
· Write reports, proposals or project plans together as a team
· Stop sending 10 different versions of files back and forth by email
· Collect feedback from different people all in one place
· Keep the most up‑to‑date version always available to everyone who needs it
· Perfect for remote or hybrid teams who don’t meet in person every day













Summary
Google Docs removes confusion and saves time. Everyone works on the same copy, so no one is ever looking at an old version. Working together on the same document at the same time is one of the biggest advantages of cloud tools like Google Docs. In the past, you would send a file by email, wait for someone to edit it, send it back, and then try to work out which version was the newest – this often caused confusion and wasted time. With Google Docs, everyone works on the same latest version, and you can see who changed what and when. The comment feature also lets you give feedback without altering the original text, which is very helpful when working in teams or getting approval from other people.4.4 Practical Testing
[image: ]


What I did:
I set up a test meeting and invited one other person. Once they joined, I clicked Share Screen at the bottom of the window, selected what I wanted to show, and presented it to them. I also used the chat box and checked the record button to see how they worked.
How it worked:
Everything was clear and easy to follow. The other person could see my screen perfectly, and I could switch back to camera view whenever I wanted. It is much simpler than trying to explain things over a phone call.
Figure 5: Screenshot showing the Zoom test meeting, with the participant’s name and screen sharing controls visible
✅ Google Docs – Real‑Time Editing & Comments
[image: C:\Users\ADMIN\Pictures\Screenshots\Screenshot 2026-07-30 200537.png]
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What I did:
I created a new document, typed some text, and shared it with someone else. We both edited different parts of the document at the same time, and I highlighted a section to add a comment asking for changes. The other person replied to the comment and we marked it as done.
How it worked:
I could see exactly where the other person was typing, and changes appeared instantly. The comment feature meant we could talk about the work without altering the text itself.
Figure 6: Screenshot showing real‑time typing and comments in Google Docs
4.5 Conclusion
Communication and collaboration tools are essential for any business today. Zoom keeps people connected face‑to‑face wherever they are, and Google Docs lets teams work together smoothly on the same files. Together they help businesses run faster, cut costs, and make sure everyone is on the same page. All these tools work best when you know how to use them properly. E‑commerce builders help businesses sell online; office apps help organise information; communication tools help teams stay connected; and collaboration tools let people work together easily. Using the right software saves time, reduces mistakes, and helps businesses work faster and more professionally. As technology changes, these tools will only become more important – so learning how to use them well is a very valuable skill for any job. Overall, choosing the right tools and knowing how to use them well is key to running a successful, modern business.
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