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[bookmark: _Toc160375380]Introduction
   In today’s rapidly evolving digital environment, businesses increasingly depend on technology-based solutions to improve efficiency, productivity, communication, and overall decision-making. 
   This assignment explores a range of software solutions commonly used in modern workplaces. It begins with an examination of two contemporary e-commerce website builders such as Wix, highlighting how such platforms support online business development. It then discusses the role of mind mapping in business, alongside a visual representation of different software applications used in daily organisational operations. The report further provides an in-depth analysis of four major office applications: Microsoft Word, Excel, PowerPoint, and Access detailing their features, advantages, and limitations. 
[bookmark: _Toc160375381]Main Body 
   Task 1 focuses on exploring two popular e-commerce website builders, describing their features and demonstrating their practical use with screenshots. For Task 2, I examine the concept of mind mapping, explaining how it can help improve planning, organisation, and creativity in the workplace. Task 3 investigates four key office applications: Microsoft Word, PowerPoint, Excel, and Access, highlighting their main functions, benefits, and limitations. I carry out practical tests of two Excel features and document them with screenshots to show the steps and results. Finally, Task 4 analyses one communication tool and one collaboration tool widely used in modern workplaces. I describe their main capabilities and test one feature from each, supported by screenshots to demonstrate their practical use.
[bookmark: _Toc160375382]
Task 1        
   Contemporary e-commerce has evolved significantly due to the availability of powerful website-building platforms that allow businesses: to create, manage, and optimise online stores without extensive technical expertise. Two of the most widely used solutions today are Shopify and Wix eCommerce, both known for their flexibility, hosted infrastructure, and user-friendly interfaces.
1. Shopify
   Shopify is one of the leading e-commerce platforms globally, supporting millions of online businesses. Shopify enables users to build professional online stores with drag-and-drop templates, customise product pages, manage payments, track inventory, and integrate third-party applications for marketing, shipping, and analytics [1].
   One of Shopify’s major strengths is its extensive App Store, which offers thousands of tools for SEO, accounting, drop shipping, email marketing, and customer support. Its built-in Shopify Payments system also allows seamless checkout without requiring external payment gateways. 
[image: A screenshot of a computer

AI-generated content may be incorrect.]Figure 1. Shopify Interface.

2. Wix eCommerce
   Wix provides a highly visual drag-and-drop website editor, allowing businesses to design online stores with significant creative freedom. Wix eCommerce includes product management features, integrated payment options, abandoned-cart recovery, and marketing automations such as email campaigns [2].
   Wix’s key advantage lies in its customisation flexibility. The Wix Editor allows precise placement of elements, giving businesses more control over their storefront. 
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Figure 2. Wix eCommerce Website Builder.
   Both Shopify and Wix eCommerce offer robust features for online retail, but they serve different business needs. Shopify is ideal for scalability, multi-channel selling, and large inventory management, while Wix excels in creative design flexibility and ease of use for smaller businesses. 
[bookmark: _Toc160375384]
Task 2 
[bookmark: _Toc160375385] Mind-map of Contemporary Software Applications 
a. Description and Benefits of Mind Mapping
   Mind mapping is a visual technique used for generating, organising, and connecting ideas using branches and sub-branches around a central concept. Typically structured as a diagram, a mind map mirrors the brain’s natural process of association, making complex information easier to understand, recall, and develop [4]. Research also shows that mind mapping supports knowledge construction by helping individuals organise complex information more effectively [5].
   In business operations, mind mapping offers a range of valuable benefits. It enhances creativity and idea generation by allowing teams to visually connect related concepts, which supports more innovative thinking and encourages collaboration. Studies show that mind mapping can significantly improve idea generation and problem-solving performance [7]. It also strengthens decision-making, as managers can easily compare options and understand how different elements relate to one another. 
   Mind mapping improves organisation and planning by breaking projects, workflows, and processes into clear, manageable categories, making task allocation and overall coordination more efficient. It further serves as an effective communication tool, presenting complex ideas in a simple, intuitive visual format that helps colleagues, clients, and stakeholders grasp information quickly and accurately [5]. 
   Additionally, mind mapping boosts productivity. Research indicates that mind maps can improve memory retention and the ability to recall key information more easily, which contributes to faster planning and more efficient implementation of ideas [6]. Many digital tools such as MindMeister, XMind, and Miro integrate with task-management and collaboration platforms, making brainstorming and planning even more efficient. 
   Overall, mind mapping supports critical business functions such as project planning, strategic analysis, problem-solving, and collaborative brainstorming [7].
b. Mind Map of Contemporary Software Applications
   This mind map shows how different categories of software support daily business operations such as communication, collaboration, data management, productivity, workflow automation, and online selling [14,15].
[image: ]
Figure 3. Mind-map of Contemporary Software Applications.
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Task 3 
a. [bookmark: _Toc160375387]Office Applications for Creating, Storing, Presenting, and Analysing Data 
Microsoft Word is a widely used word-processing application designed for creating professional documents such as reports, letters, proposals and forms. It provides extensive formatting options, including styles, templates, and layout tools, along with built-in spelling and grammar checking. Users can insert tables, images, charts and other objects, and features such as Mail Merge support large-scale communication. Word also enables collaboration through tools like Track Changes and Comments, and finished documents can be exported to PDF or other formats. Because it is used globally and integrates easily across organisations, Word is both accessible to beginners and powerful enough for complex documentation. However, some advanced functions require training, and full use of the desktop version requires a valid software licence [16]. 
[image: ]
Figure 4. Microsoft Word.
Microsoft Excel is a spreadsheet application essential for data entry, modelling, calculations and analysis across business departments including finance, operations, human resources and marketing. It offers a wide range of formulas, charting options, pivot tables, conditional formatting, data validation, and analytical tools such as Goal Seek and Scenario Manager. Macros and Visual Basic for Applications (VBA) allow users to automate repetitive tasks. Excel is highly customisable and suitable for both simple and complex data analysis, with strong statistical and analytical capabilities. Its limitations include reduced performance with extremely large datasets and the potential for unnoticed errors in formulas. As noted by Microsoft Learn, Excel is best suited for analytical tasks, numerical modelling, and flexible data manipulation (Microsoft Learn, Excel Fundamentals). Industry comparisons highlight that Excel is not ideal for large relational datasets, which can cause performance issues [10].
[image: ]
Figure 5. Microsoft Excel.
Microsoft PowerPoint is used to create visual and multimedia presentations for business meetings, training sessions, pitches and reports. It provides a range of professional templates, slide layouts, animations and transitions, and supports the integration of images, audio, video and charts. Presenter tools and speaker notes assist with delivery during meetings or remote presentations. PowerPoint integrates seamlessly with other Microsoft applications such as Excel and Word, making it effective for visual communication in hybrid or remote work environments. Its limitations include the tendency for slides to become cluttered or overly text-heavy and the risk of excessive animations reducing clarity [11].
[image: How to Use the Presentation Modes and the Screen Recording Features in  PowerPoint - Tutorial]Figure 6. Microsoft PowerPoint.
Microsoft Access is a relational database-management system used for storing, organising and retrieving structured data. It includes tables, queries, forms and reports, and supports automation through macros. Users can import and export data, making it practical for small to medium-sized databases and form-based data entry tasks. Access is considered easier to learn than enterprise-level database systems and is particularly useful when multiple users need to manage or update data. Its limitations include weaker performance with very large databases, limited web-integration capabilities and the fact that it is primarily supported on Windows. Microsoft Support notes that Access is best suited for structured, relational data storage rather than large-scale analytics [12]. 
[bookmark: _Toc160375389][image: Access 2016: Getting Started in Access]
Figure 7. Microsoft Access.
b. Practical Tasks (Excel Features) 
   The IF function in Microsoft Excel is a logical function used to make decisions based on a condition.
[image: ]
Figure 8. Entire table visible.
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Figure 9. Formula bar showing the IF formula
   The IF function was used to determine whether an employee’s salary is classified as High Salary or Low Salary. =IF(F3>=60000,"High Salary","Low Salary")
  The VLOOKUP (Vertical Lookup) function is used to search for a value in the first column of a table and return a corresponding value from another column in the same row.
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Figure 10. VLOOKUP formula visible in formula bar.
=VLOOKUP(E3,$J$3:$K$5,2,TRUE)
   This task demonstrates the practical use of Microsoft Excel’s IF and VLOOKUP functions in managing employee salary data. The functions improve accuracy, save time, and enhance decision-making by automating salary classification and grade assignment.
[bookmark: _Toc160375390]
[bookmark: _Toc160375391]Task 4. Communication and Collaboration applications.
[bookmark: _Toc160375392]a. Analysis of Contemporary Communication and Collaboration Tools in the Modern Business World.
   Modern businesses rely heavily on digital tools to support communication and collaboration, particularly in remote and hybrid working environments. Microsoft Teams is a widely used communication application, while Microsoft SharePoint and OneDrive are common collaboration tools that help organizations manage and share information effectively.
   Microsoft Teams is a communication platform that allows employees to interact in real time through instant messaging, audio calls, video meetings, and online conferencing. It reduces the need for email by organizing discussions into channels based on teams, departments, or projects. Teams also allows users to share files, schedule meetings, and collaborate on documents directly within the platform. Its integration with Microsoft 365 applications such as Outlook, Word, Excel, and PowerPoint improves productivity by allowing users to work within a single digital environment [1].
[image: A screenshot of a chat
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Figure 11. Microsoft Teams interface showing chat, channels, and online meetings.
   A major benefit of Microsoft Teams is that it centralizes communication, making collaboration faster and more efficient. It supports flexible working by allowing employees to communicate from different locations and devices. However, Microsoft Teams has some limitations. The wide range of features can be confusing for new users, and frequent notifications may become distracting if not managed properly. In addition, good performance depends on a stable internet connection [18].
   Microsoft SharePoint and OneDrive are collaboration tools mainly used for document storage and file sharing. SharePoint is designed for team and organizational collaboration, allowing users to store files in shared libraries, manage permissions, and work on documents together in real time. It also provides version control, which helps track changes and restore previous versions of files when needed [19].
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Figure 12. SharePoint document library used for team collaboration.
   OneDrive focuses on individual cloud storage while still allowing files to be shared with others. It enables users to access files from any device and synchronize them for offline use. This makes OneDrive particularly useful for remote workers and employees who travel frequently. Both SharePoint and OneDrive reduce the need for email attachments and help prevent file duplication [19].
[image: A screenshot of a computer
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Figure 13. OneDrive cloud storage and file sharing interface.
   Despite their advantages, these tools also have limitations. SharePoint can be complex for users without technical experience and may require training. OneDrive, while easy to use, does not offer the advanced collaboration and content management features available in SharePoint, making it less suitable for large team-based projects [20].
   In conclusion, Microsoft Teams supports effective communication through real-time messaging and meetings, while SharePoint and OneDrive enable efficient collaboration through secure document storage and sharing. Together, these tools play an important role in improving productivity in the modern business world.
   Microsoft Teams serves as a modern communication platform that supports real-time messaging, audio and video conferencing, and integrates with other cloud collaboration tools in Microsoft 365, enabling seamless communication across teams [18]. Research on digital internal communication highlights how digital platforms transform workplace interactions, driving more timely and efficient information sharing than traditional email systems [19]. Studies of Teams usage in educational and professional settings demonstrate how collaborative features enhance engagement in virtual environments [20].
   SharePoint provides structured document storage, content management, and collaborative sites that support team-based work, improving access to shared knowledge and reducing duplication of effort [21]. Empirical studies show that SharePoint’s wiki and document tools foster knowledge sharing and dialogue among team members, which strengthens organizational learning [22]. Broad theoretical work on collaboration culture suggests that the adoption of digital collaboration platforms is part of a larger shift in how work and communication occur in organizations today [23].
[bookmark: _Toc160375393]
b. Slack allows teams to communicate instantly, share files, and conduct calls without relying on email. Businesses use it to improve response times, keep all project communications in one place, and reduce miscommunication.
[image: ]
Figure 14. Slack channel creation interface.
[image: ]
Figure 15. Channel creation window.
[image: A screenshot of a computer
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Figure 16. Message sent in the channel. File uploaded in the channel.

   Google Drive allows real-time document collaboration. Businesses use it to co-author reports, manage projects, and give feedback efficiently, reducing delays and version conflicts.
[image: ]
Figure 17. Google Drive homepage.
[bookmark: _Toc160375394]Conclusion
   In today’s digital business environment, technology plays a critical role in improving efficiency, productivity, and collaboration. Contemporary e-commerce platforms such as Shopify and Wix enable businesses to create and manage online stores with ease, offering flexibility, scalability, and tools for marketing, payments, and inventory management. Mind mapping has been shown to enhance creativity, organisation, and decision-making by visually connecting ideas and supporting collaborative planning. Microsoft Office applications, including Word, Excel, PowerPoint, and Access, provide essential tools for creating documents, analysing data, and delivering professional presentations. Practical use of Excel features such as the IF and VLOOKUP functions demonstrates how automation can improve accuracy and streamline business processes.
Modern communication and collaboration tools, including Microsoft Teams, SharePoint, OneDrive, Slack, and Google Drive, allow teams to work together efficiently in real time, share documents securely, and reduce reliance on email. While each tool has its limitations, their integration into business workflows supports effective communication, knowledge sharing, and project coordination across different locations and devices. Overall, the use of these contemporary software solutions illustrates how technology can enhance operational efficiency, support strategic decision-making, and foster collaboration in the modern workplace.
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