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In this first part of my work, I will talk about two very popular e-commerce platforms used worldwide: Wix eCommerce and Shopify. Although both allow you to create online stores, they are different and have distinct and unique features. Wix eCommerce comes from the same website builder, Wix. It offers a simpler way to create pages and an online sales system. Shopify, on the other hand, is considered a more popular e-commerce platform, focused on creating and managing online stores. Next, I will present in more detail the main differences between the two.
The advantages of using Shopify include its ease of use due to its creation method. Shopify was designed so that anyone with limited technical knowledge can use it to build their own online store. Shopify also offers a wide variety of unique tools (Bang, 2023). They provide excellent professional support, with 24/7 customer service available every day.
Now let’s move on to Wix eCommerce, which, like Shopify, also has a very intuitive user experience. Unlike Shopify, most of the tools come pre-integrated, without the need to install multiple different apps. Wix allows freedom to create unique and creative layouts (Sreenivasamurthy, 2018). It is also great for small businesses due to its simplicity, making it ideal for stores with smaller catalogues.
However, as nothing is perfect, there are always disadvantages. Shopify can end up being more expensive because of its paid apps. Usually, you will need them to create your online store. If you are not using “Shopify Payments,” extra transaction fees may apply. Unfortunately, Shopify has a dependence on external apps, which can increase the final cost of setting up your store.
Wix eCommerce is also not perfect and has its disadvantages, one of which is its efficiency due to lower scalability. If you have a large store with many products and a high order volume, it may affect your store’s efficiency. The design freedom can sometimes slow down the site if it is not properly organised. Since Wix is less dependent on external apps, it has fewer tools available for managing your site.
Both platforms are good, but they tend to be suited for specific purposes. Wix is better for stores that need simpler management and speed, without many products to choose from, making it more suitable for smaller stores. Shopify, on the other hand, is better for larger stores with higher product demand. I like both, but I prefer Wix because of its simplicity; its tools are very self-explanatory.
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For this assignment, I will use MindMeister as a reference. The purpose of using a mind map is to help select a topic and expand it with related ideas (Sehrawat, 2021). For example, if I want to talk about mathematics, there are many elements within it, such as numbers, addition, calculations, and so on. A mind map helps organise these ideas. It makes tasks easier to visualise, and by creating different branches, it also becomes easier to make decisions.
Usually, companies use mind maps to organise information in a visual way. Mind maps help transform complex information into something simpler and easier to understand. They can also be used for planning. Companies use them to plan projects, assign tasks, and understand what needs to be done. During meetings, teams use mind maps to quickly note down ideas and visualise problems together (Аймолдина, 2023). This supports team collaboration. Mind maps can also be used to explain certain points; they are excellent for showing workflows, explaining categories, or presenting software used within the organisation.
These are some of the ways to use a mind map; of course, there are many other ways it can be applied. Mind maps are also commonly used for school or university projects. MindMeister is one of these mind map creation tools, and it is simple and practical to use.
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In this part of the work, I will talk about the famous Microsoft tools. I will start with one of the most used by people all over the world: MS Word. Word is an editing tool that was created by the famous Microsoft, which is why it is called MS Word. Word is used to create, edit, format, and print various documents. It is part of the Microsoft Office package and is one of the most widely used programs worldwide.
Now I will talk about the tools in Word. First, let’s talk about the File tab, which is used to manage documents. It allows you to create a blank document or start from a ready-made template. We can also open an existing file. Word also allows you to save changes to the system. In addition, it offers several ways to save documents, such as saving with another name, in a different format, or even changing the location. Word can also print documents and share or send files by email or through the cloud. You can also customize Word and set it up the way you like.
Now I will talk about the Home tab, which contains the most used tools in Word. We will start with the Clipboard area. You can paste text, such as taking text from other places and inserting it into your main text. We also have Copy, which can be used to copy selected text. Cut can remove and store content, and finally, there is the Format Painter, which copies the formatting from one text to another.
Let’s talk about Word fonts. In Word, we have several types of fonts that change the style of the letters, making the text look more attractive. We can also change the font size, which alters the size of the text. Bold makes the text darker, Italic tilts the text, and Underline adds a line below the text. Finally, we have Font Color and Highlight: Font Color changes the color of the letters, and Highlight marks the text with a background color (Mohammed & Abdulwahid AL-Jaberi, 2021).
Continuing, I will talk more about some tools such as Paragraph, which includes tools like Alignment, which allows me to change the position of the text, such as aligning it to the center, left, or right, or using automatic alignment. We also have Spacing, which adjusts the space between lines. Bullets are used to create lists. We also have Indentation, which moves the paragraph away from the margin. Finally, Borders and Shading add lines and background colors to paragraphs.
Now we will talk about MS PowerPoint and what it can do. PowerPoint is a tool used to create slide presentations, which many people use for school and work projects. Because of this, it offers several features to help the user.
Like Word, PowerPoint has many similar functions because it is from the same company, Microsoft. We will start with the File options. You can create new slides, open an existing presentation, and save files. You can also save in different ways, such as changing the file name or saving it to the cloud (Kohlhase, 2007). In addition, you can print slides, share them by email or cloud, export them in different formats such as PDF or video, and finally customize PowerPoint the way you want.
Now let’s move on to the tools more focused on slide creation. New Slide allows you to add a new slide. Layout lets you choose the style of the slide, and Reset returns the slide to its original layout. Regarding text tools, we have Alignment, which allows you to align text to the left, center, or right. We also have Bold, which highlights the text, and Font Color, which allows you to change the color of the text.
Since we mentioned fonts, let’s talk about the different font options available in PowerPoint. One of them is Font Type and Size, which allows you to change the style and size of the font. In PowerPoint, you can also add geometric shapes and styles that apply colors and effects.
Now we will talk about MS Excel, another Microsoft tool. Excel is used to create spreadsheets, perform calculations, organize data, and create charts.
Like other Microsoft tools, Excel has several similar functions because it comes from the same company. We will start with the File options. You can create new blank spreadsheets or use templates, open an existing spreadsheet, and save files. You can also save in different ways, such as changing the file name or saving to the cloud. You can print spreadsheets, share them by email or cloud, export them in different formats, and customize Excel the way you want.
In addition, you can paste copied data, copy data, and move data. Font options are the same as in other Microsoft tools (Excel, 2007). By using AutoSum, you can automatically add values. Using Fill, you can quickly copy content. Clear removes content or formatting, and finally, Sort and Filter organize the data.
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In this part of the assignment, I chose to work in Excel using VLOOKUP and the IF function. I chose these two because they are the easiest and quickest to use. I included screenshots of my work below, and I will explain what I did in each screenshot.
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In this part, I created an empty table and entered fictional names in cell A1 through A6. Then, from B1 to B6, I entered random numbers from 0 to 10 to represent the fictional students’ grades. After that, in cell C1, I wrote “Score”, indicating each student’s result. In cell C2, I used the formula
=IF(B2<5,"Fail","Pass")
to calculate the students’ results. Each student who had a grade lower than 5 would fail and be marked as “Fail”, while each student who had a grade higher than 5 would pass and be marked as “Pass”.
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In this screenshot, you can better understand the results of my work. On the right, I added a column indicating who passed and who failed to make it clearer.
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Starting from this screenshot above, I began the next part of the assignment, where I used VLOOKUP. In this task, I had to create two tables with fictional names: one table containing a list of people without an ID, and the other table containing a list of people with an ID.
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To find the IDs for the names on the first sheet, I had to enter a command in cell B2. I used the formula:
=VLOOKUP(A2,Sheet2!A2:B13,2,FALSE).
I typed =VLOOKUP to use the function, then selected the table with the names and IDs by dragging the mouse from the first name to the last ID. After that, I completed the rest of the formula.
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This screenshot shows the process I followed to enter the formula. After entering the formula, I just had to drag the green box down, and the IDs from the second table appeared in the main table, revealing the IDs for the names in the primary list.
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Here you can see the result of my work.
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In this assignment, I will talk about two very famous apps: one is Discord, and the other is the well-known and amazing Google Docs. I chose these two apps because they are ones I know very well—I know everything about them. To begin, I will talk about Discord, how it works, what its features are, and the tools it uses.
Discord was an app created in 2015 by Jason Citron to be a platform where people who play games—the famous gamers—could stay in voice calls. Over the years, Discord stopped being used only for gaming with friends and started being used to send messages to classmates, make video calls, and create communities about different topics (Muhammad & Iqbal , 2021).
I will talk about communication, such as how you can make a call and talk with your friends. To do anything on Discord, you need to create an account using an email and a password. After that, you can create a profile and edit it however you want, adding a name and a picture. Then, you need to add your friend; this option is on the main page, where there is a blue box that says, “Add Friend”.
[image: ]
After that, you will need to type your friend’s name (the name they use on the app). After doing that, just click “Add.” Once this is done, you will be able to call them and send them messages. To do that, you need to tap the icon that appears on the main page. This will show all the friends you have—it displays the full list of people you’ve added.
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Now you must click on your friend’s name, and this will open the chat with them; that way, you can send them messages and make calls.
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AI-generated content may be incorrect.]
In this section, you can send messages to your friend, and you can even send files as long as they aren’t too large.
[image: A screen shot of a computer
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To send files to your friend or classmate, you need to tap the “+” icon located in the bottom-left corner, which will open your files. After that, you can send the files to your friend.
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Besides that, you can create a community or group where you can invite different people and add them to it. With this, you can create calls to talk with your friends, add bots to make the group more fun, and tag specific people. These groups can even be used to create a work group. But obviously, Discord ends up being used mostly just to chat with friends and play games with them.
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Now I will talk about Google Docs. It is an online document-creation service created by Google. It is used both to create documents and to store them. Normally, it is a very important tool, and many people end up using Docs because they are afraid of losing an important file or important information.
Now I will explain how you can create a file and save it in Docs. It is very simple: first, you go to Google and search for Docs. After you open Google Docs, you need to log in. Then, a page will appear showing all your saved files.
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Then you need to click the “+” icon, and this will open a blank page where you can write whatever you want.
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It’s very simple, and if you want to save the document, just click on “File” and then “Save.” Docs ends up being one of Google’s easiest-to-use and most valuable tools.
Docs is a tool created by Google that allows users to create, edit, and store documents easily and efficiently. Unlike other editing programs, such as Microsoft Word, Docs works directly in the browser and can automatically save files to the cloud, ensuring that you do not lose anything important (Megan P & Fan, 2017). This makes it an essential tool for both students and workers, as it combines practicality, security, and collaboration.
One of the greatest advantages of Google Docs is the ability to work with other people in real time. It is possible to share documents with coworkers, friends, or teachers, and choose whether they can edit, comment, or only view the documents. This allows multiple people to write, review, and suggest changes simultaneously, which greatly increases productivity and makes it easier to create group projects. In addition, Docs keeps a history of all changes made to the document, allowing you to see who made each change and even return to older versions if necessary.
Google Docs also offers a variety of tools and features to make documents more organized and professional. You can add titles, subtitles, numbered or bulleted lists, images, tables, links, and much more. It also has a spell checker, automatic word suggestions, and formatting tools, making writing faster and more efficient. Another important feature is integration with other Google services, such as Google Drive, Google Slides, and Google Sheets, allowing you to combine documents of different formats and organize all your information in one place.
Another important advantage is portability, since documents are stored in the cloud and can be accessed from any device with internet access, whether a computer, tablet, or smartphone. This greatly facilitates studying, working, or any other activity in which you need to consult or edit a document outside your home or on another device. In addition, Google Docs is free, which makes access even easier for anyone with a Google account.
In summary, Google Docs is a powerful tool, ideal for creating documents individually or in groups. Its simple interface, integration with other services, and advanced features make it one of Google’s most valuable tools, useful for both students and professionals in different fields.
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