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[bookmark: _Toc226094800]Task 1: e-Commerce Website Builders 
[bookmark: _Toc226094801]1.1 Shopify
[bookmark: _Toc226094802]1.1.1 Overview
[image: What Is Shopify & How Does Shopify Work? | The Complete Ecommerce Platform  Guide for Shopify]Shopify is an E-Commerce service offered on the cloud which allows businesses to develop, operate and grow online stores without prior knowledge of expert technical knowledge. It is a Software-as-a-Service (SaaS)-based solution offering a one-of-a-kind hosting, security and maintenance solutions [1]. Figure 1 Shopify Ecommerce Platform 

[bookmark: _Toc226094803]1.1.2 Key Features
Shopify also has a drag-and-drop store builder with customizable themes with which businesses can create professional sites. It has various payment gateways including the Shopify Payments and PayPal, which makes transactions easy. The system has inventory and order management system to facilitate efficient operations. Moreover, the inbuilt search engine optimization and marketing tools, including discount codes and email alerts, are useful in increasing the visibility and contact with customers. Its mobile friendly interface and analytics dashboard also promote real time monitoring and decision making [2].
[image: Introducing the New Merchant Overview Dashboard - Shopify]
Figure 2 New Merchant Overview Dashboard [2]
[bookmark: _Toc226094804]1.1.3 Benefits in Business Context
Shopify improves the level of efficiency of the business in that it can quickly deploy the store and shortens time-to-market. It is scalable offering businesses the opportunity to grow without changing the platforms. The integrated ecosystem minimizes the usage of other applications hence streamlining the processes. In addition, good security functions such as a SSL certification can handle safe transactions, and convince customers [3].
[bookmark: _Toc226094805]1.1.4 Limitations
Shopify has certain weaknesses, in spite of having strengths. Increase in subscription costs may be based on the need of more advanced features in businesses. Compared to open-source platforms, there are not that many options of customizations. Moreover, transaction costs are imposed except that use of Shopify Payments [4].
[image: 50 Best Shopify Stores to Inspire Your Own (2026) - Shopify]
Figure 3 Shopify Stores as Inspiration [4]
[bookmark: _Toc226094806]1.2 Wix e-Commerce
[bookmark: _Toc226094807][image: Wix Website Builder Review: Top-Tier Site Creation With Deep Customization  | PCMag]1.2.1 Overview
Wix is a convenient site development platform and offers online payment services. It is aimed at individuals and small companies having low technical skills and has a drag and drop interface which allows users to build websites fast [5].Figure 4 Wix: Ecommerce Web Platform

[bookmark: _Toc226094808]1.2.2 Key Features
Wix offers customization features as well as a design assistant based on artificial intelligence (Wix ADI) which makes it easier to build a site. It facilitates safe payment transaction, product handling and tracking orders. There are in-built marketing applications, such as search-engine optimization and email services, which positively affects online awareness [6].
[image: eCommerce Website Builder: Build An eCommerce Site | Wix.com]
Figure 5 Building an e-commerce Website [6]
It further offers an app marketplace where they can add functionality depending on their business requirements.
[bookmark: _Toc226094809]1.2.3 Benefits in Business Context
Wix is very affordable and user-friendly, so it is perfect with small businesses and start-ups. It has the advantage of being used in the development of online stores quickly and it has a great flexibility in terms of design, where the business is able to make a harmonious web site with great visual appeal. This helps to build up the brand and enhance customer interaction [7].
[image: eCommerce Website Templates | Wix.com]
Figure 6 E-commerce Website Templates [7]
[bookmark: _Toc226094810]1.2.4 Limitations
Nevertheless, Wix cannot be used in large-scale operations as it cannot scale so much. Complex websites or heavy traffic may cause a fall in performance. It also has additional lesser features of inventory control and back management than Shopify.
[bookmark: _Toc226094811]Task 2: Mind-map of contemporary software applications
[bookmark: _Toc226094812]2.1 Description and Benefits of Mind Mapping
Mind mapping represents a visual a tool which is applied to systematize information in a connected and structured way. It starts with a core idea, around which other ideas, connected in a hierarchical manner radiate out and create a web of ideas. This technique is based on the natural way of processing information by human brain as it is an effective way of analysing complicated concepts and enhancing the comprehension. Mind mapping has been extensively utilized in business settings in planning, problem-solving as well as knowledge management processes. Among the advantages of mind mapping, there is the fact that it improves generation of ideas. It promotes mind brainstorming and creative thinking because a person can expand the thoughts visually around a central theme and allows the same to be considered by different individuals and groups. Moreover, mind mapping is beneficial to facilitate better decision making through the presentation of information in clean and structured format that allows managers to assess alternatives and to determine relationships between variables more efficiently. The other significant benefit is better information retention. The visual layouts, keywords, and the structured layouts make it easier to recollect information than in the traditional linear notes. Mind mapping also provides efficient planning of projects as the large and complex tasks are subdivided to the small manageable elements which aids in establishing priorities and following up on achievements [8]. 
[bookmark: _Toc226094813]2.2 Mind Map of Contemporary Business Software Applications
The business software applications form the central node of the mind map and these are the digital tools which assist in the daily organisational activity. Based on this core idea, a number of major branches develop, each of which exemplifies a type of software applied in the contemporary businesses [9].
[image: Business Plan Mind Map Template | Moqups]
Figure 7 Business Plan Mind Map [9]
The first branch is Communication Tools, which contains applications, like WhatsApp and Microsoft Teams. These are tools that allow instant messaging, voice and video calls, and allow real-time communication among the employees and the customers. The second category is the Collaboration Tools where such platforms as Google Workspace and Slack can be found. All these applications facilitate teamwork in the form of shared documents, storage on the cloud, and the integrated work procedures that can be utilized to allow two or more people to work on the same task at the same time. The third branch is Data Analysis Tools which will be Microsoft excel and Tableau.  Project Management Tools is also a significant branch and it comprises Trello and Asana. The functions assist organisations to plan, allocate as well as keep track of activities that suit time delivery of projects. The e-Commerce Platforms department is represented by services like Shopify and Wix, which allow companies to design and operate an online store. The given mind map shows the connection of various types of software application and the overall contribution it makes to the process of the business efficiency, communication, and decision-making [10].
[bookmark: _Toc226094814]Task 3: 
[bookmark: _Toc226094815]a. Office Applications for Creating, Storing, Presenting and Analysing Data 
[bookmark: _Toc226094816]3.1 Microsoft Word
[image: Microsoft Word Header & Footer Tips: Ultimate Guide to MS Word Headers and  Footers - Smartprix]
Microsoft Word is an official word-processing program created by Microsoft and is commonly exploited in business organisations to create, edit, format and share documents. It is included into the Microsoft 365 Office and is regarded as the necessary tool to support administrative, managerial, and operational work. Some of the formal documents prepared using Microsoft Word by businesses include reports, contracts, proposals, policy documents, meeting minutes, business letters and internal communications [11]. The software also has easy to use interface coupled with advanced formatting and editing features that enable it to be used in both simple and complicated documentation. 

Figure 8 Microsoft Word [11]
Formatting and layout capabilities in Microsoft Word form one of the most important strengths. The users are able to use styles, themes, headings, page designs and templates to make structured and professional documents. The inbuilt spelling and grammar checker enhances accuracy and professionalism of the documents. Besides, SmartArt, tables, charts, and image insertion features enable the user to make documents appealing. The Track Changes and the Comments features which are provided in team-based environments allow several users to read and make changes in documents without losing the old ones. The other feature that is of great importance in the course of business is the Mail Merge that enables organisations to create personalised letters, invoices, or emails to large numbers of recipients using one template and a source of data [12].
Table 1 Summary of Microsoft Word [12]
	Feature Category
	Business Benefit
	Limitation

	Document Formatting
	Professional and consistent documents
	Formatting issues across versions

	Review Tools
	Easy collaboration
	Can become complex with many editors

	Mail Merge
	Saves time in bulk communication
	Requires structured data source

	Integration
	Improves workflow efficiency
	Limited data analysis capability



Microsoft Word offers a number of business advantages. It enhances productivity through standardisation of documentation procedures and using templates to support repetitive processes. It improves flow of communication by use of well-defined structure and professionalism. Moreover, it is also integrated with other Microsoft applications like Excel and Outlook which enhances efficiency in workflow [12]. 
[bookmark: _Toc226094817][image: PowerPoint Online-Kurse | live bei webinar-center.de]3.2 Microsoft PowerPoint
Microsoft PowerPoint is a presentation software application designed by Microsoft and highly utilized in contemporary business settings in visual communication. It allows one to make a presentation in the form of a slide and use text, images, graphs, charts, multimedia and animations. PowerPoint is normally applied in business meetings, strategic planning, sales presentations, staff training, marketing presentations and financial reports. This has an impact on its visual structure, which simplifies the complex information and makes it more tolerant to diverse audiences [13].Figure 9 Microsoft PowerPoint

PowerPoint has all the features capable of supporting the designs of the presentation professionally. The software has inbuilt templates and themes that assist in ensuring the visual consistency. Slide Master feature also enables users to make formatting standard on all slides and this is more effective in keeping corporate branding. Also, animations and transitions create more interest once they are used in the right way. The use of charts and graphs can be directly inserted or imported by Excel, which makes it easy to represent the business-related data correctly. Another feature of significant importance is Presenter View where the presenter can see notes on the slide and the next one even though the audience can only see the presentation [14].
Table 2 Summary of Microsoft PowerPoint [14]
	Feature Category
	Business Benefit
	Limitation

	Pre-designed slide layouts
	Professional visual consistency
	Limited uniqueness without customization

	Data visualisation tools
	Simplifies complex data
	Requires accurate data input

	Controls overall formatting
	Maintains brand identity
	Needs technical understanding

	Video, audio, images
	Enhances engagement
	Large files may slow performance



The main advantage of Microsoft PowerPoint in business activity is the enhanced communication. It helps managers and employees to provide information in a well-developed and visually attractive way. Charts and infographics can be used to simplify complex financial information, performance reports, and project updates. Moreover, PowerPoint can be integrated with multimedia which means that organisations can use videos or audio recordings during training. In spite of these strengths, PowerPoint has its own flaws. Excessive use of animations and text has the potential to lower the effectiveness of presentations [15]. Besides, it cannot be used in the analysis of detailed data or in long-form documentation. PowerPoint greatly relies on the presentation capacity of the presenter.
[bookmark: _Toc226094818]3.3 Microsoft Excel
[image: Why M.S Excel Is Important?]
Microsoft Excel is a spread sheet program created by Microsoft and is among the most effective tools applied in the world of business to manage and analyse data. It enables organisations to manage numerical data, thereby recording, computation, analysing and visualizing it effectively. The applications of Excel are in accounting, finance, marketing, human resources, operations and supply chain management. It offers business a chance to do calculations in form of formulas and functions, prepare financial projections, budgeting, sales performance analysis and inventory management [16].
Excel has extensive inbuilt functions including IF, VLOOKUP, SUM, AVERAGE, COUNT and logical operators. Such purposes automatize the calculations and minimize human error. One of the most powerful features in Excel are Pivot Tables which enables the consumer to summarise and analyse large data sets in very little time. The charts and graphs are used to visualise trends and patterns and data interpretation is easy by the decision-makers. The other feature that is worth mentioning is Goal Seek, which can be used to predict and do the scenario analysis by using the necessary input value to obtain this or that output. Conditional formatting improves the interpretation of the data since the program highlights the values according to the established requirements [17].Figure 10 Microsoft Excel

Excel enhances decision making in business operations. It allows financial planning, analysis of revenue and performance. Excel is used by managers to make comparisons between historical data and trends. It also facilitates automation with the use of macros which minimize repetitive processes and enhance productivity. Excel is not without limitations though. Incorrect formulas may be reached to wrong conclusions unless checked keenly. It might not operate effectively with huge volumes of data as compared to sophisticated database systems. It is also not applicable to multi-user management of databases as compared to other systems such as the Microsoft Access [18].
[bookmark: _Toc226094819]3.4 Microsoft Access
[image: Microsoft Access Training | MS Access Course Online]
Microsoft Access is a database management system (DBMS) created by Microsoft and is part of the Microsoft Office suite (selected editions) made available. As compared to Word, PowerPoint and Excel, which are mainly aimed at document creation and data analysis, Microsoft Access is specifically intended to be used in storing, organising and retrieving structured data. It also allows businesses to develop relational databases to store information in large quantities in an organized manner [19]. Microsoft access is widely applied in small and medium size organisations in handling customer records, employees, inventory, supplier databases and sales records.Figure 11 Microsoft Access

The creation of tables is one of the key characteristics of Microsoft access and the data in these tables is arranged in rows and columns like the table in excel albeit with more robust data integrity controls. A primary key may be provided on each table but it makes sure that all the records are unique. There is also access whereby the user can define relationships among various tables defining a relational database structure. This prevents data duplication and enhances consistency. The other valuable feature is Queries, which allow users to search, filter, calculate, and extract certain data in a single or more tables. Queries are effective particularly in the production of business reports or detection of trends amongst data stored [19].
	Limitation

	Limited scalability

	Requires database design knowledge

	Can be complex for beginners

	Requires initial setup

	Limited compared to enterprise BI tools

	Not ideal for very large organisations


 Microsoft Access has also Forms, which have the advantage of user-friendly interface in adding and updating data without altering the tables directly. Forms are advantageous in organisations with several employees feeding data since they minimise errors and create consistency in reporting data. Moreover, Reports feature enables business to create organized and professional reports of data stored, e.g., monthly sales reports or attendance summaries of employees. Such reports could be printed or exported so that they could be presented and analysed [2]. 









Enhanced data organisation and integrity is the main advantage of Microsoft Access in business operation. Through relational databases, organisations are able to work with a large amount of data with minimal redundancy. It facilitates effective decision-making as it provides defined queries and report creation [7]. There is also the integration of access with other Microsoft application like excel and word whereby one can export his data to further analysis or reports. Nevertheless, Microsoft Access has some limitations. Typically, it can be used on small to medium-sized databases but might not be efficient when used in large-enterprise contexts where the records are in the millions. In bigger organisations, more powerful database systems like SQL Server can be used. Furthermore, Microsoft Access also needs a working knowledge on the concepts of database design like relationship, primary keys, and queries which some users might need training on [6]. It can be accessed by multiple users, although the performance may decrease when a large number of users access the database at the same time. Microsoft Access is significant in management of business information because it offers organized and solid system to store and retrieve information. Although it might not be as efficient as enterprise level database systems, it is a worthy and viable solution to many small and medium organisations.
[bookmark: _Toc226094820]b. Practical Testing of Selected Features
[bookmark: _Toc226094821]Feature 1: Mail Merge in Microsoft Word
This practical exercise aimed at testing the Mail Merge tool in Microsoft Word to create personalised letters to a number of recipients with the use of a single template and an Excel data source. Mail Merge is generally useful in business to send out bulk emails, invoices, appointment letters and marketing messages [9].
[bookmark: _Toc226094822]Step 1: Preparing the Data Source 
First, an Excel spreadsheet was created containing customer details. The spreadsheet included the following fields:
Table 3 Data Source Excel File
[image: ] 
[image: ]
Table 4 If Function Applied
An IF function checks a condition and returns one value if the condition is true, and another if it is false.
[bookmark: _Toc226094823]Step 2: Creating the Main Document in Word
The letter template of a formal business letter was developed using Microsoft word. The letter had blank where the information about customers would be displayed.
[image: ]
Figure 12 Letter in MS Word
[bookmark: _Toc226094824]Step 3: Linking Excel Data to Word
The following steps:
· Clicked on Mailings tab 
· Selected Start Mail Merge Letters 
· Clicked Select Recipients Use Existing List 
· Selected the prepared Excel file and inserted merge fields into the document 
· Preview Results 
[image: ]
Figure 13 Selecting Data Source
Now selecting the sheet to merge in MS word;
[image: ]
Figure 14 Merging Sheet into Word data
[image: ]
Figure 15 Preview Results
The Mail Merge option was effective in that it was able to create personalised letters of all the customers with the same template. This shows that through businesses, it is possible to send bulk marketing letters and create letters of appointment to employees. Also design invoices on a personal basis and enhance the efficiency of communication [14]. Mail Merge saves time, saves manual work and does not result in errors in communicating to the customers.
[bookmark: _Toc226094825]Feature 2: Pivot Table in Microsoft Excel
The purpose of this activity was to test the Pivot Table feature in Microsoft Excel to summarise and analyse sales data by region. Pivot Tables are widely used in business for reporting and decision-making.
[bookmark: _Toc226094826]Step 1: Preparing Sales Data
A dataset was created in Excel containing:
[image: ]
Figure 16 Raw Sales Dataset in Excel
[bookmark: _Toc226094827]Step 2: Creating the Pivot Table
[image: ]
Figure 17 Insert Pivot Table and Select Range

[image: ]
Figure 18 The excel calculated total sales by region
[image: ]
Figure 19 Final Pivot Table
The Pivot Table successfully summarised total sales by region without manually calculating totals. Pivot Tables improve efficiency by quickly transforming raw data into meaningful reports.
[bookmark: _Toc226094828]Conclusion of Practical Testing
The practical testing of Mail Merge and Pivot Table demonstrates how Microsoft Office applications support real business operations. Mail Merge improves communication efficiency by automating personalised document generation, while Pivot Tables enhance data analysis and reporting capabilities. Both features reduce manual work, minimise errors, and increase productivity in organisational environments [4].
[bookmark: _Toc226094829]Task 4: Communication and Collaboration Applications
[bookmark: _Toc226094830]4.1 Communication Application: Microsoft Teams
Microsoft Teams is a communication platform that was created by Microsoft on the cloud. Modern organisations have been extensively using it to facilitate both internal and external communication. Microsoft Teams is a software for messaging, video conferencing, file sharing, and integrating applications into a single platform. Since the development of the remote working and hybrid work models, Microsoft Teams is among the most used business communication tools across the globe. 
Microsoft Teams enables the employees to interact in real-time via chat messages, voice calls, and video meetings. It also includes one-to-one communication as well as group dialogues arranged under Teams and Channels that facilitate a way to structure communication by department or project. It has one of the most powerful aspects, which is integration with Microsoft 365 applications which include Word, Excel, PowerPoint, and SharePoint, where users can work on their documents directly within the communication tool. Also, Teams is integrated with the recording of meetings, screen sharing, live captions, and calendar scheduling, which makes the meetings more efficient and documented [3].
Microsoft Teams enhances productivity in the business environment whereby communication is centralised within a single system rather than using many tools. It minimizes the amount of email since it promotes instant messaging and formal discussions. It also improves teamwork at a distance because employees will be able to participate in meetings even at various geographical areas. Also, it has inbuilt security and compliance features, which can guarantee safe communication and data protection, which is critical in organisations with sensitive data. There are limitations to Microsoft Teams though. It needs internet connection that is stable in order to perform well. Too many notifications can decrease the concentration of employees, unless handled appropriately. Advanced features can be complicated to the smaller business without the necessary training [5].
The major characteristics and business advantages of Microsoft Teams will be summarised as follows:
	Feature
	Business Benefit

	Instant Messaging
	Faster communication than email

	Video Conferencing
	Supports remote work

	File Sharing
	Improves collaboration

	Integration with Microsoft 365
	Increases productivity

	Meeting Recording
	Documentation and training support


On the whole, Microsoft Teams is a very important tool in facilitating organisational communication and ensuring the efficiency of operations in contemporary companies.
[bookmark: _Toc226094831]4.2 Online Collaboration Application: Google Workspace
Google Workspace is a cloud-based solution by Google to provide collaborative services. It also incorporates Google Docs, Google Sheets, Google Slides and Google Drive. Businesses have a strong preference to Google Workspace due to its ability to provide real-time collaboration and cloud storage without needing any intricate installation. Google Workspace provides the possibility of working on a document by several people at the same time. Automatic saving of changes in real-time will minimise the chances of loss of data. The updates made by each user are visible immediately, and it has a version history, which enables organisations to trace the changes and restore the old version in case a need arises. This aspect greatly increases collaboration in project management and openness [20]. [image: ]
Figure 20 Joining Meeting Video On
[image: ]
Figure 21 Adding People in the Meeting
[image: ]
Figure 22 Person Joined the Meeting
Google Workspace helps in remote working and cooperation in business activities. It is possible to prepare reports in Google Docs, analyse the financial data in Google Sheets, and prepare the presentations in Google Slides. Google Drive has a secure cloud storage, which allows employees to access files any time and regardless of the device provided that the device has internet connection. The permissions (view, comment, edit) are shared that improves control and security of the documents. Google Workspace has limitations though they are limited in number [16]. It is highly reliant on the internet to be fully functional. Certain high-end format and analysis functions are not as strong as desktop Microsoft Office applications. Also, companies that deal with very sensitive information might need more security settings. The key characteristics and strengths in business are as follows:
	Feature
	Business Benefit

	Real-Time Editing
	Enhances teamwork

	Cloud Storage (Google Drive)
	Access from anywhere

	Auto-Save
	Reduces data loss risk

	Version History
	Improves accountability

	Sharing Controls
	Enhances security


To sum up, Google Workspace is a useful online collaborative tool, which fosters efficiency, flexibility, and teamwork within contemporary organisations.
[bookmark: _Toc226094832]4.3 Practical Testing of Communication and Collaboration Features
In order to illustrate the knowledge of practical use, one of the features of Microsoft Teams (communication tool) and one of the features of Google Workspace (collaboration tool) were tested. The video meeting feature of the Microsoft Teams was the first one to be tested. An appointment was made through the use of the calendar option on the application. The participants were contacted via their emails [12]. 
[image: ]
Figure 23 Open Microsoft Teams
Video conferencing and screen sharing facilities were turned on during the meeting. The system is able to facilitate real time communication among the participants and the recording meeting option was applied to save the session. This aspect shows how companies can hold virtual meetings effectively especially where people are working remotely. The reports and data can be presented using screen sharing, whereas documentation and review can use recording [13].
[image: ]
Figure 24 Log in using Microsoft account
Navigation to the Calendar in this case is performed after the teams are logged into.
[image: Calendar not showing in Teams - Microsoft Q&A]
Figure 25 Navigate to the Calendar
The second feature that was tested was the real-time collaboration of documents in Google Docs (Google Workspace). A document was opened and shared with another user by use of the Share button. Permission was allowed to be edited. The two users worked on the document in real time and any changes would be reflected on the screen immediately. The version history functionality was checked to ensure that all changes were monitored. This aspect is a good indication of how teamwork efficiency can be increased through collaboration tools as there is no need to email a number of versions of documents. Such practical activities confirm that communication and collaboration technologies are very important in improving organisational performance [15]. They minimise time wastage, enhance coordination and facilitate flexible working models.
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