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Task 1: e-Commerce Website Builders / Software Solutions (≈500 words)
E-commerce website builders are software platforms that allow individuals and businesses to create online stores without advanced programming knowledge. These platforms provide tools for website design, product management, payment processing, and order fulfilment. Two contemporary and widely used e-commerce website builders are Shopify and Wix eCommerce.
Shopify
Shopify is a cloud-based e-commerce platform designed specifically for online retail businesses. It allows users to create and manage an online store through a web browser. Shopify provides a range of professional templates that can be customised using a drag-and-drop interface. One of its key strengths is its built-in e-commerce functionality, including product catalogues, inventory management, secure payment gateways, and shipping options.
Shopify supports multiple payment methods such as credit cards, PayPal, and Apple Pay, making it suitable for businesses targeting international customers. It also integrates with third-party applications through the Shopify App Store, allowing businesses to add features such as marketing tools, analytics, and customer support systems. The platform is scalable, meaning it can support small start-ups as well as large enterprises. However, Shopify requires a monthly subscription fee, and additional transaction fees may apply if third-party payment gateways are used.
Wix eCommerce
Wix eCommerce is part of the wider Wix website builder platform. It focuses on simplicity and ease of use, making it suitable for small businesses and individuals with limited technical experience. Wix uses a visual drag-and-drop editor that allows users to design their website freely without coding. The e-commerce version includes features such as product listings, online payments, discount codes, and order tracking.
Wix eCommerce is particularly strong in website design flexibility and offers a wide range of templates. It also includes built-in SEO and marketing tools to help businesses improve online visibility. However, compared to Shopify, Wix has fewer advanced e-commerce features and integrations. It may not be suitable for businesses with complex inventory needs or high sales volumes.
In conclusion, Shopify is better suited for businesses that prioritise e-commerce functionality and scalability, while Wix eCommerce is ideal for smaller businesses that value ease of use and design flexibility.

Task 2: Mind Mapping of Contemporary Software Applications (≈500 words)
a. Mind Mapping and Its Benefits in Business
Mind mapping is a visual technique used to organise ideas, information, and concepts around a central topic. It involves using diagrams that branch out into related subtopics, helping users see relationships between ideas clearly. In business operations, mind mapping is often used for planning, problem-solving, brainstorming, and decision-making.
One major benefit of mind mapping is improved clarity and organisation. Complex ideas can be broken down into manageable sections, making them easier to understand. Mind maps also encourage creativity, as they allow users to explore different ideas freely without a rigid structure. Additionally, mind mapping improves communication and collaboration, as teams can visually share and develop ideas together.
b. Mind Map of Contemporary Software Applications
Central Topic: Software Applications for Business Operations
· Office Productivity Software
· Microsoft Word
· Microsoft Excel
· Microsoft PowerPoint
· Google Docs
· Communication Tools
· Microsoft Teams
· Zoom
· Slack
· Collaboration Tools
· Google Drive
· Microsoft OneDrive
· Trello
· E-Commerce Platforms
· Shopify
· Wix
· WooCommerce
· Database and Data Management
· Microsoft Access
· MySQL
· Oracle Database
This mind map shows how different software applications support daily business activities such as communication, data handling, collaboration, and online sales.

Task 3: Office Applications for Creating, Storing, Presenting, and Analysing Information (≈2000 words)
a. Office Software Solutions for Business Operations
Microsoft Word
Microsoft Word is a word-processing application used to create, edit, and format documents. It is widely used in business for writing reports, letters, contracts, and policies. Key features include text formatting, spell checking, templates, tables, and mail merge. The main benefit of Word is its ease of use and professional formatting options. However, it is not designed for complex data analysis.
Microsoft PowerPoint
Microsoft PowerPoint is a presentation software used to create visual slideshows. Businesses use it for meetings, training sessions, and marketing presentations. PowerPoint supports text, images, charts, animations, and multimedia. Its strength lies in visual communication, but excessive animations or text-heavy slides can reduce effectiveness.
Microsoft Excel
Microsoft Excel is a spreadsheet application used for data storage, calculation, and analysis. It includes powerful features such as formulas, functions, charts, and pivot tables. Excel is highly flexible and widely used for budgeting, forecasting, and performance analysis. However, complex spreadsheets can become difficult to manage without good structure.
Microsoft Access
Microsoft Access is a database management system used to store and manage large amounts of structured data. It allows users to create tables, queries, forms, and reports. Access is suitable for small to medium-sized databases but is less effective for very large or web-based systems.
b. Practical Use of Excel Features
IF Function
The IF function is used to perform logical tests. For example, it can be used to determine whether sales targets have been met. A formula such as =IF(A2>=1000,"Target Met","Target Not Met") automatically evaluates performance based on data entered.
(Screenshot: Excel sheet showing IF function applied to sales data)
VLOOKUP Function
VLOOKUP is used to search for specific data in a table. For example, it can retrieve product prices based on product codes. This function improves efficiency and reduces errors when working with large datasets.
(Screenshot: Excel table showing VLOOKUP pulling prices from a reference table)

Task 4: Communication and Collaboration Applications (≈1000 words)
a. Analysis of Communication and Collaboration Tools
Microsoft Teams (Communication)
Microsoft Teams is a communication platform that combines chat, video conferencing, and file sharing. It is widely used in modern businesses for internal communication and remote work. Key features include instant messaging, video meetings, screen sharing, and integration with Microsoft Office applications. Teams improves productivity by centralising communication in one platform.
Google Drive (Collaboration)
Google Drive is a cloud-based collaboration tool that allows users to store, share, and edit files online. Multiple users can work on the same document simultaneously, making it ideal for teamwork. Version control and automatic saving reduce the risk of data loss. However, it requires a stable internet connection.
b. Practical Use of Features
· Microsoft Teams: Creating and scheduling a video meeting with participants.
(Screenshot: Scheduled Teams meeting window)
· Google Drive: Sharing a document with editing permissions.
(Screenshot: Google Drive sharing settings)
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