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[bookmark: _Toc224653851]TASK 1
The Two Sides of Digital Retail: Analysing Shopify and Adobe Commerce
When you look at how people sell things online today, the platform they choose usually depends on whether they want something easy or something they can completely control. Building an e-commerce site used to be a massive technical headache, but now there are specialized software solutions that do most of the heavy lifting. Two of the biggest names in this space are Shopify and Adobe Commerce. Even though they both help you run an online shop, they work in totally different ways and suit different types of business goals.
[bookmark: _Toc224653852]Shopify The Fast Track to Selling
Shopify is probably the most popular choice for startups and mid-sized brands because it is a Software as a service or SaaS. This basically means you are renting the software and the hosting as a package deal. For a student or a new entrepreneur, the best part is that you do not have to worry about the technical side of things like server maintenance or security updates. Shopify handles all of that automatically so you can just focus on your products and your marketing.
Setting up a store on Shopify feels a lot like using a social media app. You pick a theme, drag and drop some blocks to design your pages, and you are ready to go. It also has a huge app store where you can find tools for things like email marketing or tracking shipments. This "plug and play" style is great because you can launch a professional store in just a few days. However, the downside is that you do not actually own the code. If you want a very specific feature that their apps do not offer, you might be out of luck. You also must pay monthly fees and a small cut of every sale, which can get expensive as you grow.
[bookmark: _Toc224653853]Adobe Commerce: The Custom Powerhouse
Adobe Commerce, which many people still call Magento, is a completely different beast. It is an open-source platform, which means the actual code is open for anyone to see and change. This makes it the top choice for massive global companies like Nike or Coca-Cola because they have very complex needs that a standard template just cannot handle. If you want a website that is one hundred percent unique, this is usually the platform you pick. The biggest strength of Adobe Commerce is that it has no limits. You can build any feature you can imagine if you have a good developer to write the code for you. It is also great for companies that sell in many different countries because you can manage multiple international stores from one single login. But this power comes with a lot of extra work. You cannot just sign up and start selling you must find your own web hosting and hire a team of experts to build the site and keep it safe from hackers. It takes a long time to set up and costs a lot of money to maintain every month.
[bookmark: _Toc224653854]Conclusion
In the end, picking between these two comes down to a trade-off. If you want to get up and running fast without touching a line of code, Shopify is the obvious winner. But if you are building a massive international empire and you have the budget for a development team, Adobe Commerce is the better long-term bet. It just depends on whether you want convenience or total freedom.
REFRENCES 
[1] Shopify, “All About Shopify,” Shopify, 2024. https://www.shopify.com/uk/about
‌ [2] “Build scalable, AI-powered commerce experiences,” Adobe.com, 2023. https://business.adobe.com/solutions/commerce.html (accessed Mar. 10, 2026).
‌
[bookmark: _Toc224653855]TASK 2

[bookmark: _Toc224653856]A Simple Look at Mind Mapping for Work
Most people at work take notes by writing long lists or bullet points. While that is the normal way it is not always the best way to handle a big project. A much better tool for sorting out your thoughts is called mind mapping. This is just a visual way of looking at info that feels more natural. Instead of reading from top to bottom like a book a mind map starts in the middle of the page and grows out in every direction.
[bookmark: _Toc224653857]What is Mind Mapping?
At its most basic level a mind map is a diagram used to brainstorm and organize ideas. You start by putting your main topic or goal in a circle right in the centre of the paper. From there you draw lines which are called branches that lead to different related ideas. You can keep adding smaller lines for tiny details or tasks as you go.
According to Tony Buzan (2024) who made this famous mind mapping works because our brains do not think in straight lines. We usually jump from one thought to another. By using lines and single keywords instead of long sentences a mind map gives you a bird’s eye view of a project. For a student or a manager this makes it way easier to see how one part of a plan connects to another. 

[bookmark: _Toc224653858]Why Businesses Use mind mapping?
First it is great for solving problems. When a team is stuck on a hard issue a mind map lets them dump every possible cause and solution onto one page. Seeing everything laid out visually helps people see gaps in their plan that they might miss in a thick report. MindTools 2024 says that this layout is key for breaking a giant project down into small tasks that a team can finish. Second it changes how meetings work. Usually in a meeting everyone takes their own private notes. But if a team builds a mind map together on a board everyone is looking at the same plan. It helps people build on each other's ideas because they see exactly where a new thought fits in. It turns a boring meeting into a real workshop where everyone helps. Finally mind maps help with memory. Business has a lot of moving parts, and it is very easy to forget small things. Because mind maps group related info together the brain remembers the details much better. Research from the University of Reading shows that using these visual triggers can improve how much info people remember by about 15% compared to just reading plain text.
[bookmark: _Toc224653859]Conclusion
To sum it up mind mapping is just a way to turn messy data into a clear plan. By moving away from old fashioned lists and using a branching layout business can think more clearly and plan better. It is a simple tool, but it is one of the best ways to manage a big project without getting lost.

REFRENECS 
Buzan, T. (2024). The Mind Map Book.
MindTools (2024). Mind Maps: A Powerful Approach to Notetaking.
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[bookmark: _Toc224653862]Task 3
Explain four office software solutions for business operations (MS Word, MS PowerPoint, MS Excel, and MS Access)
[bookmark: _Toc224653863]MS WORD
Microsoft Word is a popular word processing software used by many organisations to support their daily business activities. It is part of the Microsoft Office package and helps businesses create and manage different types of documents such as reports, letters, meeting notes and contracts. Because it is easy to use and widely available, it has become an important tool in many workplaces.
One of the main features of Microsoft Word is its ability to create and format documents professionally. Users can change fonts, add headings, insert tables, pictures and charts to make documents clear and organised. It also has tools like spell check and grammar check that help users correct mistakes. Another useful feature is the Track Changes and comments option, which allows different people to review and edit a document.
Microsoft Word provides several benefits for businesses. It improves productivity because employees can quickly create and edit documents. It also helps organisations present information in a professional way. In addition, documents can easily be shared or saved in different formats.
However, Microsoft Word also has some limitations. It is not suitable for complex data analysis and sometimes formatting can change when documents are opened on different devices. Businesses may also need to pay for the software subscription.

[image: ]
References:
[1] Microsoft, "Microsoft Word: Word Processing Software," Microsoft 365, 2024. [Online]
[2] Microsoft, "What's new in Word for Microsoft 365," Microsoft Support, 2024. [Online]
[3] Microsoft, "Collaborate on Word documents with real-time co-authoring," Microsoft Support, 2024. [Online].



[bookmark: _Toc224653864]MS POWERPOINT

Microsoft PowerPoint is a widely used presentation software that helps organisations communicate ideas, information, and reports effectively. It is part of the Microsoft Office suite and is commonly used in businesses for meetings, training sessions, project presentations, and marketing proposals. By presenting information visually through slides, PowerPoint helps organisations explain complex ideas in a clearer and more engaging way.

One of the key features of Microsoft PowerPoint is its slide-based presentation format. Users can create slides that include text, images, tables, charts, videos, and graphics to support their message. The software also provides a variety of themes, templates, and design tools that allow users to create professional-looking presentations quickly. Another useful feature is animations and slide transitions, which help make presentations more interactive and engaging for the audience. PowerPoint can also integrate with other applications such as Microsoft Excel, allowing users to insert charts and data into their slides.

Microsoft PowerPoint offers several benefits for business operations. It improves communication by presenting information in a clear and structured format. Visual elements such as charts and images make it easier for audiences to understand important points. It is also useful for training employees and presenting business strategies. Additionally, presentations can be easily shared with others through email or online platforms.

However, Microsoft PowerPoint also has some limitations. Creating effective presentations can take time and requires good design skills. Too many slides, animations, or excessive text can make presentations confusing or boring for the audience. Furthermore, businesses may need to pay for access through subscriptions like Microsoft 365.
	


References:

[1] Microsoft, "PowerPoint Presentation Software
[2] Microsoft, "What's new in PowerPoint for Microsoft 365," Microsoft Support, 2026. [Online]
[3] Microsoft, "Create a presentation in PowerPoint," Microsoft Support, 2026. [Online].
[4] Microsoft, "Operating system requirements for Microsoft 365," Microsoft Support, 2026. [Online].
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[bookmark: _Toc224653865]MS Excel
Microsoft Excel is essentially a high-powered digital notebook designed to help students organize, calculate, and visualize information. At its most basic level, it is a spreadsheet program consisting of a giant grid of clickable boxes called "cells." While it might look like a simple place to store lists, its real value lies in its ability to turn a mess of random data into a structured, professional plan.
[bookmark: _Toc224653866]Key features:
1.Charts & Graphs
You can take a boring list of numbers and turn it into a Pie Chart, Bar Graph, or Scatter Plot with about three clicks. It’s perfect for making lab reports or presentations look professional.
2. Conditional Formatting
This makes your data "react" visually. You can set a rule so that if a cell’s value is less than 50, it automatically turns red, or if it’s Done, it turns green. It’s a lifesaver for tracking a to-do list.
3. PivotTables
When you have a massive list of data like a year's worth of expenses, a PivotTable lets you summarise it instantly. You can see exactly how much you spent on Food vs Rent without doing any manual adding.
4. AutoFill
If you type Monday and Tuesday and drag the corner of the cell down, Excel finishes the week for you. It works for dates, numbers, and patterns, saving you tons of typing.

For a student, the primary benefit of Excel is organization. Academic life is full of moving parts assignment deadlines, exam dates, and club meetings. Instead of relying on scattered paper notes, you can create a master hub in Excel. You can color-code your subjects, sort tasks by their due dates, and even set up a status bar to show how much of a project you have finished. It moves you away from chaos mode and into a system where everything is easy to find.



[bookmark: _Toc224653867]Limitations:
When you're a student using Excel, you’ll eventually hit these four major limitations:
Data Integrity: Excel is flat, meaning it doesn't strictly link data. If a student changes their ID, you must manually update it in every single sheet, or your records become a mess.
Human Error: It’s incredibly easy to accidentally type a name into a "Price" column or delete a formula. Excel won’t stop you, which can ruin your entire project's accuracy.
Performance Lag: Once your file hits thousands of rows with heavy formatting, your laptop will start to lag or crash. It’s a calculator, not a heavy-duty storage vault.
Version Control: Sharing a file often leads to "Project_Final_v2" nightmares where nobody knows which version is the latest.
[image: ]
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References:
[1] Microsoft, "Microsoft Excel: Spreadsheet Software," Microsoft 365, 2024. [Online]. 
[2] "Chapter 4: MS Excel 4.1 Features, Auto Fill, Custom Lists, etc.," ResearchGate, Apr. 15, 2025. [Online]
[3] "Importance of Microsoft Excel in Business: 10 Reasons," School of Coding UK, Sep. 29, 2025. [Online]
[4] Microsoft, "Excel specifications and limits," Microsoft Support, 2026. [Online].


MS ACCESS
Access is a relational database management system (RDBMS) from Microsoft that sits perfectly between a simple Excel spreadsheet and a complex, high-end SQL server. Think of it as a tool for people who have too much data for a spreadsheet to handle safely but aren't professional software developers.
[bookmark: _Toc224653869]Key features:
If you’re a student, these are the four big features that make Access way better than a standard spreadsheet for managing data:
Relational Tables: Instead of one giant, messy sheet, you split data into smaller tables like Students and Courses and link them. If a student changes their name, you update it once and it fixes itself everywhere.
Queries: This is your Search Engine. You can ask the database specific questions, like Which students in the History club haven't paid their fees? and get the answer instantly without scrolling through rows.
Forms: Access lets you build a clean, website-like screen for typing in data. This keeps things organised and stops you from accidentally deleting old records while trying to add new ones.
Reports: When it’s time to hand in a project, Reports turn your raw data into professional, formatted PDFs with headers and totals, so it looks like a real business document rather than a boring grid.
[bookmark: _Toc224653870]benefits
At its core, Access uses the Jet Database Engine and a graphical interface to help you build custom desktop applications. It operates using four main "objects" and benefits:
Tables: This is where the data lives. Unlike Excel, tables are relational, meaning you can link a customer’s table to an Orders table using a unique ID, preventing you from having to type the same name a thousand times.
Queries: These are like advanced filters. You can ask the database specific questions, such as "Show me every customer in London who spent over £500 last month."
Forms: These provide a clean, user-friendly interface. Instead of looking at a scary grid of data, you can build a screen that looks like a website for easy data entry.            Reports: These turn your data into professional, formatted documents ready for printing or emailing.

Limitations:
 Windows-Only: It’s not on Mac or mobile, so you're stuck on a PC.
Size Limit: Once your database hits 2GB, it stops working. That’s plenty for a club, but not for huge datasets.
Old-School Web: It’s a "desktop" tool. You can’t just share a link like a Google Doc; it’s meant for one person or a small office network.
Learning Curve: Unlike Excel’s just start typing vibe, you have to plan your tables before you begin.
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References:
[1] Microsoft, "Database Software and Applications | Microsoft Access," Microsoft.com, 2026. [Online].
[2] Microsoft, "What is Microsoft Access and What Do You Use It For?," YouTube, Aug. 29, 2021. [Online].
[3] Microsoft, "Access specifications," Microsoft Support, 2026. [Online].
[4] Microsoft, "Database Software and Applications | Microsoft Access," Microsoft 365, 2024. [Online].


IF FUNCTION 
The IF function is one of the most useful tools in Excel because it lets the spreadsheet think for itself. It checks if a condition is met and gives you one result if it's true, and another if it's false.
[image: ]
So, looking at this London Taxi sheet, it’s basically a massive, automated payroll tracker. The main thing happening here is the comparison between Contracted Mileage (Column C) and Miles Driven (Column D).
Check out Row 4 (the first driver). They did exactly 500 miles, which was their limit. Because they didn't go over, the Exceeded Mileage (Column G) stays at £0.00. That’s the IF function working its magic, it checks if the miles are over the limit, and since they aren't, it returns zero, so the driver doesn't get a "bonus" for just doing their job.
But look at Row 5. That driver did 900 miles when they were only contracted for 400. The spreadsheet sees that 500-mile difference, multiplies it by the £2.10 rate, and boom they get an extra £1,050.00.
In the formula bar at the top, you can see =C4*B4. That’s just calculating the base pay. The rest of the columns use that "Decision Logic" to make sure the Net Salary (Column I) is 100% accurate without anyone having to use a calculator for every single driver.


[image: ]
Looking at this London Taxi spreadsheet, it’s basically an automated way to handle driver pay without doing the math by hand for every person.
The most important thing happening here is the comparison between Contracted Mileage (Column C) and Miles Driven (Column D). You can see the formula at the top, =(D5-C5)*E5, which is the core 'logic' of the sheet. It takes the extra miles driven, multiplies them by the rate in Column E, and spits out the Exceeded Mileage Income (Column G).
Check out the first driver in Row 4. They did exactly 500 miles, which was their limit. Because they didn't go over, the sheet shows £0.00 in red. But look at the next driver in Row 5 they did 900 miles on a 400-mile contract. The formula calculates that 500-mile difference at the £2.10 rate, giving them a massive £1,050.00 extra.
The Conditional Formatting (the red and green highlights) is a nice touch because it lets you see instantly who stayed on budget and who cost the company extra money. Everything then feeds into the Net Salary (Column I), which is just the base pay plus all those extras added up automatically.



Pivot table feature:
A Pivot Table is a powerful Excel tool that summarizes, analyses, and explores large amounts of data without needing a single complex formula. It lets you "slice and dice" data to find patterns and trends instantly.
[image: ]

these two Pivot Tables they’re basically taking a massive list of sales and summarizing them, so you don't have to do any math.
The small table on the left is the 'big picture' view. It’s just grouping everything by location (East, North, South, West London) and showing the total Sum of Earning for each. It’s perfect if you just need a quick total, like the Grand Total of 15,528.8.
The big table on the right is where it gets detailed. This one is 'nested,' meaning it breaks down each location into the specific items sold there. For example, under East London, you can see exactly how much was made from Peanut Butter, Sugar Bags, and Tea. It even shows the specific product codes (like IT009).
The coolest part is the subtotals. See the bold '4660' next to East London? That’s the Pivot Table automatically adding up all the items below it. It’s way faster than using a calculator, and you can 'collapse' those sections if you want to hide the details and just see the totals again.
Basically, it's taking a giant, messy spreadsheet and turning it into a clean, readable report for a boss or a project!"
2
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Benefits of PowerPoint

There are several benefits of PowerPoint and the first one is
that it makes it easy to make professional looking
presentations. One can easily create and preview a template
Using various Color options. Additionally, its easier to add
detailed and informative charts, tables and images.

Secondly, it allows for collaboration of work. With the
availability of a cloud integration and web apps, this has
made it easy for multple users to colaborate on
presentations from different locations. Users can also upload
their presentations to the cloud using Microsoft skydrive and
access these presentations from anywhere.
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