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AI-generated content may be incorrect.]Contemporary e-commerce websites play an important role in modern business, and Shopify is one of the most popular platforms for creating online stores. It allows entrepreneurs and companies to design, launch, and manage their shops without deep technical knowledge. The interface is simple and user-friendly, so beginners can start selling products in just a few hours. One of the main features of Shopify is its customizable themes and templates. Users can choose different layouts, colours, and fonts to match their brand identity. The platform also provides secure payment systems, supporting credit cards, PayPal, and many other gateways. This makes transactions safe and convenient for customers.
Another important advantage is the large app store. With additional applications, sellers can add marketing tools, analytics, inventory control, and customer support services. For example, email campaigns, discount codes, and SEO optimization help businesses attract more visitors and increase sales. The system also offers mobile management, which allows owners to check orders and update products from their smartphones.
In conclusion, Shopify represents a contemporary e-commerce solution that combines simplicity, flexibility, and powerful functionality. It supports small startups as well as large brands, making it suitable for different business needs. Thanks to its reliable infrastructure and constant updates, Shopify helps companies grow quickly and compete in the digital marketplace with confidence and efficiency. Overall, it remains a practical choice for students and professionals who want to build modern online stores without large investments or complicated programming, ensuring accessibility and long-term success for many users worldwide today. [1]


[bookmark: _Toc212037699]1.2 Amazon
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AI-generated content may be incorrect.]Amazon is a contemporary e-commerce platform that connects millions of buyers and sellers around the world through one powerful digital marketplace every day easily today online. Customers can search products quickly, compare prices, read reviews, and receive recommendations that match their interests using advanced algorithms for better shopping decisions each day. One important feature is the secure payment system which supports cards wallets and bank transfers ensuring safe transactions and protecting personal information for all users. Amazon also offers fast delivery through its logistics network warehouses and couriers allowing customers to receive orders in hours instead days with tracking updates included. Moreover, sellers benefit from tools for inventory management advertising analytics and customer service that help small businesses grow and compete globally with steady profits daily.
Another strength is the subscription program Prime which provides free shipping streaming entertainment and exclusive discounts making the experience more convenient for members worldwide everywhere. The website interface is clean and organized with clear categories filters and search bars so users can easily navigate and find desired items quickly today. Amazon collects data about sales behaviour and trends and provides detailed reports that help companies understand customers plan strategies and improve performance for future growth. In addition, the platform supports third party apps integrations and cloud services which expand functionality and allow automation of many routine tasks for business efficiency. Overall Amazon demonstrates how a modern e-commerce website combines technology convenience and trust creating opportunities for both consumers and entrepreneurs worldwide every single day online. [2]
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a. [bookmark: _Toc212037701]Mind mapping and explain the benefits of using mind mapping in business operations
A mind-map is a simple way to organize ideas around one main topic. It helps people see how different ideas are connected. In this case, the main topic is contemporary software applications. These are modern programs that people use every day on computers, tablets, and smartphones. A mind-map helps us divide this big topic into smaller and clearer categories. [3]
The first branch of the mind-map can be communication software. These applications help people communicate with each other quickly and easily. For example, people use WhatsApp, Zoom, and Telegram to send messages, make video calls, and share files. Communication software is very important for both personal life and work. Many companies use these tools to hold online meetings and discuss projects.
The second branch is productivity software. These programs help people complete tasks, write documents, and organize information. For example, Microsoft Word is used for writing documents, and Microsoft Excel is used for working with data and numbers. Another example is Google Docs, which allows people to write and edit documents online together. Productivity software is very important for students and office workers because it helps them work faster and more efficiently. Another important branch is entertainment software. Many people use software applications for fun and relaxation. For example, streaming services like Netflix allow users to watch movies and TV shows online. Music applications like Spotify let people listen to music anywhere. Video games are also part of entertainment software. These applications help people relax and enjoy their free time. The next branch in the mind-map is educational software. These applications help people learn new knowledge and skills. For example, platforms like Duolingo help people learn foreign languages. Many universities also use learning systems such as Moodle to provide online courses and assignments. Educational software became especially popular during online learning because students could study from home. Another branch is e-commerce software. These applications allow people to buy and sell products online. Popular examples include websites and apps such as Amazon and Shopify. Customers can search for products, compare prices, and order items with just a few clicks. Businesses use e-commerce software to manage their online stores and reach customers around the world. [4]
Finally, the mind-map can include cloud and storage software. These applications help people store files and access them from different devices. For example, Google Drive and Dropbox allow users to save documents, photos, and videos online. Cloud software is very useful because people can work on their files anytime and anywhere.
In conclusion, contemporary software applications are an important part of modern life. A mind-map helps organize these applications into clear categories such as communication, productivity, entertainment, education, e-commerce, and cloud storage. Each type of software has its own purpose, but together they help people work, learn, communicate, and relax more effectively in today’s digital world. [5]

b. [bookmark: _Toc212037702]Create a mind map of contemporary software applications

[image: A diagram of software applications

AI-generated content may be incorrect.]

Bibliography

[1] 	Giuseppe Destefanis, Fabrizio Assabese, “Scale, Concentration, and Entry Timing in the Shopify App Ecosystem,” 2026. [Online]. Available: https://smartbridgelab.co.uk. [Accessed 27 February 2026].
[2] 	Ben williamson, Kalervo n. gulson, Carlo perrotta , “Harvard Education Publishing Group,” June 2022. [Online]. Available: https://www.harvardeducationalreview.org. [Accessed 27 February 2026].
[3] 	J. M. Guerrero, “Science Direct,” 2020. [Online]. Available: www.sciencedirect.com. [Accessed 5 March 2026].
[4] 	Ugochukwu O. Matthew, Jazuli S. Kazaure, Nwamaka U. Okafor, “EAI Endorsed Transactions on Cloud Systems,” 07 2020. [Online]. Available: https://d1wqtxts1xzle7.cloudfront.net. [Accessed March 2026].
[5] 	Novi Anggraeni, Aan Listiana., “The Role of Contemporary Pedagogical Technology in ECE: A Systematic Literature Review Authors,” 2020. [Online]. Available: https://ejournal.undiksha.ac.. [Accessed 05 March 2026].





[bookmark: _Toc212037703]Task 3. Office Applications
0. [bookmark: _Toc212037704]Four office software solutions for business operations
[bookmark: _Toc212037705]MS Word
[image: A blue and white logo

AI-generated content may be incorrect.]  Microsoft Word is one of the most popular word-processing programs in the world. It is developed by Microsoft and is part of the Microsoft Office productivity suite. People use Microsoft Word to create, edit, and format documents such as essays, reports, letters, and business documents. It is widely used by students, teachers, office workers, and businesses because it is easy to use and has many helpful tools.
One of the most important features of Microsoft Word is text editing. Users can type text, delete it, copy and paste words, and move text to different places in the document. This makes writing and editing very fast and convenient. Word also allows users to change the font style, size, and color, which helps make documents look more professional and readable. Another key feature is formatting tools. Microsoft Word allows users to format paragraphs by changing alignment, line spacing, and indentation. Users can also create bullet points and numbered lists, which are useful for organizing information clearly. These formatting options help structure documents and make them easier to understand.
Microsoft Word also provides templates. Templates are pre-designed document layouts that help users quickly create documents such as resumes, reports, newsletters, or business letters. Instead of designing everything from the beginning, users can choose a template and simply add their own text and information. A very useful feature is spell check and grammar check. Microsoft Word automatically checks spelling mistakes and grammar errors while the user is typing. If there is a mistake, Word underlines the word and suggests corrections. This helps improve writing quality and makes documents more accurate and professional. Another important tool is the insert function. With this feature, users can add different elements to a document such as tables, pictures, charts, shapes, and hyperlinks. Tables are helpful for organizing data, while pictures and charts can make documents more visually attractive and easier to understand. Microsoft Word also includes collaboration features. Multiple people can work on the same document by using comments and track changes. This is especially useful in schools and workplaces where documents need to be reviewed and edited by different people. Users can see what changes were made and who made them.
In addition, Word supports saving and exporting documents in different formats, such as DOCX and PDF. This allows documents to be easily shared and opened on different devices. Many people also use Word together with cloud services like Microsoft OneDrive to store documents online and access them from anywhere.
In conclusion, Microsoft Word is a powerful and user-friendly tool for creating documents. Its features such as text editing, formatting tools, templates, spell checking, and collaboration make it an essential program for both education and business. Because of its flexibility and wide range of functions, Microsoft Word remains one of the most important software applications for document creation and management. [6]
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[image: A logo with a letter p

AI-generated content may be incorrect.]Microsoft PowerPoint is a popular presentation program used around the world. It was developed by Microsoft and is part of the Microsoft Office productivity suite. PowerPoint allows users to create visual presentations using slides. These presentations are often used in schools, universities, business meetings, and conferences. The main purpose of PowerPoint is to present information in a clear, visual, and organized way.
One of the main features of Microsoft PowerPoint is slide creation. A presentation in PowerPoint is made up of slides, and each slide can contain text, images, charts, or other elements. Users can add new slides easily and choose different layouts depending on the type of information they want to show. This helps organize the presentation step by step and makes it easier for the audience to follow. Another important feature is design and themes. PowerPoint provides many built-in themes and templates that help users create professional-looking presentations. A theme includes colors, fonts, and slide styles that automatically apply to the whole presentation. This means users do not need to design everything manually, and their slides will look consistent and visually attractive.
PowerPoint also offers many multimedia features. Users can insert pictures, videos, audio files, icons, and charts into slides. Adding multimedia elements helps make presentations more engaging and interesting for the audience. For example, a chart can help explain data, while a video can demonstrate a process more clearly than text alone. Another useful feature is animations and slide transitions. Animations allow text or images to move, appear, or disappear in different ways during the presentation. Slide transitions control how one slide changes to the next. These effects can make a presentation more dynamic and interactive, but they should be used carefully so that they do not distract from the main message. PowerPoint also includes presentation tools for the speaker. For example, the presenter can use Presenter View, which shows notes, the current slide, and the next slide on the presenter’s screen. This helps the speaker remember key points while presenting. There are also tools for timing slides and rehearsing the presentation before showing it to an audience. Another important function is collaboration. Multiple people can work on the same presentation, add comments, and make edits. This is useful in business teams and group projects at school. Presentations can also be shared online using cloud services such as Microsoft OneDrive, which allows users to access their files from different devices. Finally, PowerPoint allows users to export presentations in different formats, including PDF and video. This makes it easy to share presentations with others or publish them online. Some users also print slides as handouts for the audience.
In conclusion, Microsoft PowerPoint is a powerful tool for creating visual presentations. Its features such as slide creation, design themes, multimedia support, animations, and collaboration tools make it very useful for education and business. Because of its flexibility and ease of use, PowerPoint remains one of the most widely used presentation programs in the world.
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AI-generated content may be incorrect.] Microsoft Excel is one of the most widely used spreadsheet programs in the world. It was developed by Microsoft and is part of the Microsoft Office productivity suite. Excel is mainly used for working with data, numbers, and calculations. It is commonly used by students, businesses, accountants, and analysts to organize information, perform calculations, and analyse data. One of the main features of Microsoft Excel is the spreadsheet system. Excel documents are made up of worksheets that contain rows and columns. The intersection of a row and a column is called a cell, and each cell can store numbers, text, or formulas. This structure allows users to organize large amounts of information in a clear and structured way. Another important feature of Excel is formulas and functions. Users can perform calculations automatically by entering formulas into cells. For example, Excel can add numbers, calculate averages, find percentages, and perform many other mathematical operations. Excel also provides built-in functions such as SUM, AVERAGE, COUNT, and IF, which help users perform complex calculations quickly and accurately.
Excel also includes powerful data analysis tools. Users can sort and filter data to find specific information within large datasets. For example, they can organize numbers from highest to lowest or filter results based on certain conditions. These tools help users analyze data more efficiently and make better decisions based on the results. Another key feature is charts and graphs. Excel allows users to convert numerical data into visual charts such as bar charts, line graphs, and pie charts. These visual elements make it easier to understand trends, comparisons, and patterns in the data. Charts are often used in reports, presentations, and business analysis.
Microsoft Excel also provides formatting tools that help improve the appearance of spreadsheets. Users can change fonts, colors, borders, and cell styles. One useful tool is conditional formatting, which automatically changes the color of cells based on certain conditions. For example, numbers above a specific value can appear in a different color to highlight important data. Another useful feature is tables and data organization. Users can create tables that automatically organize and manage data. Tables make it easier to sort, filter, and analyse information. Excel also allows users to freeze rows or columns, which helps keep important labels visible while scrolling through large spreadsheets. Excel also supports collaboration and file sharing. Multiple users can work on the same spreadsheet, leave comments, and track changes. Files can also be stored online using cloud services such as Microsoft OneDrive, which allows users to access their spreadsheets from different devices.
In conclusion, Microsoft Excel is a powerful tool for working with data and numbers. Its features such as spreadsheets, formulas, charts, data analysis tools, and collaboration options make it very useful for both education and business. Because of its ability to organize and analyze information efficiently, Excel remains one of the most important software applications used in many professional fields today. [7]
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AI-generated content may be incorrect.] Microsoft Access is a database management program used to store, organize, and manage large amounts of information. It was developed by Microsoft and is part of the Microsoft Office suite. Microsoft Access is commonly used by businesses, organizations, and students to manage data efficiently. It allows users to create databases that help store and retrieve information quickly and accurately. One of the most important features of Microsoft Access is the database structure. A database in Access is made up of tables that store data in rows and columns. Each row represents a record, and each column represents a field. For example, a company database may contain information about employees such as names, job positions, phone numbers, and salaries. This structure helps organize large amounts of data in a clear and logical way. Another key feature of Access is relationships between tables. Users can connect different tables in a database using relationships. For example, a table containing customer information can be linked to another table with orders. This means the database can easily track which customers made specific purchases. Relationships help reduce duplicate information and make the database more efficient.
Microsoft Access also includes queries, which allow users to search and analyse data. Queries can filter specific information from large datasets. For example, a user can create a query to show only customers from a certain city or employees with a specific job title. Queries make it easier to find useful information quickly without searching through every record manually. Another useful feature is forms. Forms provide a user-friendly way to enter and edit data in a database. Instead of working directly with tables, users can use forms that look like simple data entry screens. This makes it easier for people to add or update information, especially if they are not familiar with database systems.
Access also allows users to create reports. Reports are used to present data in a clear and organized format. For example, a report can show a list of sales, customer information, or employee data. Reports can be printed or shared digitally, which makes them useful for business analysis and presentations.

Another advantage of Microsoft Access is its integration with other Microsoft programs. Data from Access can be connected with tools like Microsoft Excel for data analysis or Microsoft Word for document creation. This integration allows users to combine database management with other productivity tools. Microsoft Access also provides templates and automation tools. Users can start with ready-made database templates for tasks such as inventory management, contact lists, or project tracking. Access also supports simple automation through macros, which can perform tasks automatically and save time.
In conclusion, Microsoft Access is a powerful tool for managing and organizing data. Its features such as tables, relationships, queries, forms, and reports help users work with large amounts of information efficiently. Because of its flexibility and ability to organize complex data, Microsoft Access remains an important database management tool for many businesses and organizations. [8]
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a. [bookmark: _Toc212037713]One contemporary Communication and one Online Collaboration applications/tools
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AI-generated content may be incorrect.]  Microsoft Outlook is one of the most popular email and personal information management applications in the world. It was developed by Microsoft and is included in the Microsoft Office package, now known as Microsoft 365. Outlook is widely used by students, employees, managers, and business organizations because it offers many useful tools for communication, planning, and productivity. It is more than just an email program, as it combines several important functions in one place.
The main feature of Microsoft Outlook is email management. Users can send, receive, and organize emails quickly and efficiently. Outlook allows people to create folders, sort messages, mark important emails, and search for old messages easily. This is especially useful for professionals who receive many emails every day. The application also has spam filters that help reduce unwanted messages and improve security. In addition, Outlook supports attachments, so users can send documents, pictures, and other files directly through email. Another important feature of Outlook is the calendar. The built-in calendar helps users schedule meetings, appointments, and reminders. People can view their daily, weekly, or monthly plans and organize their time better. In companies, Outlook calendars are often shared among team members, which makes it easier to arrange meetings and check availability. This feature saves time and improves teamwork because everyone can stay informed about schedules.

Microsoft Outlook also includes a contacts section. Users can store names, phone numbers, email addresses, and other personal or business information in one convenient place. This makes communication faster because people do not need to remember every contact detail. Outlook can also create contact groups, allowing users to send messages to several people at once. For businesses, this is very practical when contacting departments or teams. Task management is another valuable part of Outlook. Users can create to-do lists, set deadlines, and track progress on important tasks. This helps people stay organized and productive. For example, a student can use Outlook to remember assignment deadlines, while an office worker can track projects and meetings. By combining tasks with the calendar and email system, Outlook becomes a complete productivity tool.

[bookmark: _Toc212037715]MS Teams
[image: ]Microsoft Teams is a modern communication and collaboration platform developed by Microsoft. It is part of the Microsoft 365 ecosystem and has become one of the most widely used tools for teamwork, education, and remote communication. Microsoft Teams allows people to chat, make video calls, share files, organize meetings, and work together in one digital space. It is used by businesses, schools, universities, and organizations around the world because it improves communication and productivity.
One of the main features of Microsoft Teams is instant messaging. Users can send private messages to one person or create group chats with several colleagues or classmates. This makes communication faster and more convenient than email in many situations. Messages can include emojis, reactions, links, and files, which helps create a more interactive and friendly environment. Chat history is also saved, so users can return to previous conversations when needed. Another important feature of Teams is video conferencing. Users can organize online meetings, webinars, and virtual classes with many participants. During meetings, people can turn on cameras, use microphones, share screens, and present documents or slides. This became especially important during the global pandemic, when remote work and online education became necessary. Microsoft Teams helped millions of people continue working and learning from home.
Microsoft Teams also offers channels and teams for organized collaboration. A team can represent a company department, school class, or project group. Inside each team, users can create channels for different topics such as marketing, finance, homework, or planning. This structure helps keep conversations organized and easy to find. Instead of using many separate apps, users can manage communication in one place. File sharing is another valuable function of Microsoft Teams. Users can upload documents, spreadsheets, presentations, and other files directly into chats or channels. Since Teams is connected with OneDrive and SharePoint, multiple people can work on the same file at the same time. For example, several employees can edit a report together, or students can prepare a group presentation. This saves time and improves teamwork.
One of the strongest advantages of Microsoft Teams is its integration with other Microsoft applications. It works smoothly with Word, Excel, PowerPoint, Outlook, and Planner. Users can schedule meetings through Outlook, edit Word documents inside Teams, or manage tasks with Planner. This integration creates a complete working environment where people can communicate and complete tasks efficiently. Microsoft Teams is available on computers, tablets, and smartphones. This means users can stay connected from almost anywhere. Whether a person is at home, in the office, or traveling, they can join meetings, send messages, and access files. Notifications also help users stay informed about important updates.
However, Microsoft Teams has some disadvantages. New users may need time to learn all its features because the platform includes many tools. Sometimes notifications can become distracting if there are too many chats or messages. In addition, video meetings require a stable internet connection, and technical problems may occasionally happen. Despite these minor disadvantages, Microsoft Teams remains one of the best platforms for communication and collaboration. It supports remote work, online learning, and efficient teamwork. It helps people stay connected and organized in a fast-changing digital world.
In conclusion, Microsoft Teams is a powerful and practical platform that combines messaging, meetings, file sharing, and teamwork tools in one application. Its connection with Microsoft 365 makes it even more useful for professional and educational purposes. Although it may seem complex at first, Microsoft Teams provides excellent opportunities for communication and productivity, making it an essential tool in modern life.
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[bookmark: _Toc212037719]Conclusion
In conclusion, Microsoft Outlook and Microsoft Teams are two essential tools that improve communication, organization, and productivity in modern life. Outlook is highly effective for managing emails, calendars, contacts, and daily tasks, while Teams provides excellent opportunities for messaging, online meetings, collaboration, and teamwork. Together, these applications create a complete digital working environment for students, employees, and organizations. Their integration within Microsoft 365 makes work faster, easier, and more efficient. Despite some minor disadvantages, both programs remain valuable solutions for personal, educational, and professional success.
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