




Contents
List of Figures:	2
List of Tables:	3
TASK 1:  E-Commerce Website builders/software solutions	4
TASK 2:  Mind-map of contemporary software applications	6
A: Mind Mapping and Its Benefits:	6
B: Mind Map: Contemporary Software Applications Supporting Day-to-day Operations:	8
TASK 3: Office Application for Creating, Storing, Presenting and Analysing Data	9
A.	Features, Advantages, And Restrictions of Four Office Software Options	9
1.	Microsoft Word- Document Creation	10
2.	Microsoft PowerPoint:	12
3.	MS Excel- analysing and storing structured data:	14
4.	MS Access-storing and querying relational data:	16
B.	Practical Evidence: Testing VLOOKUP and IF Function in Microsoft Excel	19
TASK 4: Communication and Collaboration Applications:	20
Analysis of one communication and one collaboration tool	20
Conclusion:	26
References:	28
Bibliography	28

[bookmark: _Toc237099395]List of Figures:
Figure 1: Shopify vs WooCommerce, Source: [4]	4
Figure 2: WooCommerce vs Shopify: Comparison table, Source: [6]	5
Figure 3: Mindmapping	7
Figure 4: Mind Map, Source: Canva	8
Figure 5: Microsoft Applications	9
Figure 6: Microsoft Word	11
Figure 7: Importance of Microsoft PowerPoint, Source: [16]	13
Figure 8: Microsoft Excel	15
Figure 9: Features of Microsoft Access	17
Figure 10: Screenshot of VLOOKUP formula in Excel	18
Figure 11: Screenshot Evidence of use of IF Function in Excel	19
Figure 12: Slack organises work messaging into channels, threads, and direct messages.	21
Figure 13: Google Workplace	22
Figure 14: Screenshots of Practical Evidence of using Slack	24
Figure 15: Screenshot Evidence of Google Workplace	25

[bookmark: _Toc237099396]List of Tables:
Table 1: Summary comparison of Microsoft Applications	17


[bookmark: _Toc237099397]TASK 1:  E-Commerce Website builders/software solutions
1. Shopify: Shopify is an all-in-one, fully hosted commerce platform. Anthropic is unable to confirm prices, although reviews indicate that plans range from $29 to $299 per month [1]. Unlike WooCommerce, which is built on plugins, Shopify is a fully hosted, all-in-one commerce operating system. Shopify gives a company owner a ready-to-trade store in a matter of hours because it is completely hosted, eliminating the need to worry about hosting, security, and caching. With an easy-to-use onboarding procedure that takes care of most of the technical aspects automatically, setup is often faster and simpler than WooCommerce. Shopify’s checkout is also a big selling point: its checkout and user experience have been strongly connected with the familiar Amazon-style checkout, which helps consumers feel comfortable and enhances conversion. Particularly in 2026, Shopify's natural core solution for both business and consumer selling now includes AI, whereas WooCommerce continues to rely on a hodgepodge of AI plugins [2].
2. WooCommerce: The opposite approach is WooCommerce, a free, open-source plugin that transforms an already-existing WordPress website into a fully operational online store while granting the merchant all control over data, functionality, and design. This versatility comes at the expense of ease since, as a self-hosted platform, the merchant must install the plugin, handle updates, back up the site, and keep it safe. Additionally, because the platform does not include a drag-and-drop page builder, businesses often add one for an additional cost. WooCommerce can be expanded with more than 59,000 WordPress plugins, ranging from shipping calculators to loyalty programs, making up for its lack of elegance [3].
[image: ]
[bookmark: _Toc237099325]Figure 1: Shopify vs WooCommerce, Source: [4]
Comparison: When comparing the two for a small business, the pricing structures are very different. Depending on the domain, hosting, plugins, and templates used, WooCommerce's monthly expenses can range from around $4 to $480, whereas Shopify's all-inclusive plans cost between $29 and $299 [4]. According to market statistics, each is appropriate for a certain stage of growth: WooCommerce operates on a higher percentage of all e-commerce websites overall, while Shopify's share increases significantly among the busiest businesses, indicating that Shopify scales more reliably for larger operations while WooCommerce is more popular with smaller/starting companies. Recently, even point-of-sale has changed: Due to WooCommerce's February 2026 discontinuation of its own point-of-sale product, physical retailers now require an independent third-party POS software, something Shopify comes with natively [5].
Recommendation logic for a workplace setting: Shopify should be preferred by a company that values a known subscription cost, wants to begin quickly, and lacks an internal developer. WooCommerce offers more long-term value to a company that currently uses WordPress, wants complete control over its code and data, or has highly customised features—if it can handle the additional technical upkeep.
[image: WooCommerce vs Shopify comparison table]
[bookmark: _Toc237099326]Figure 2: WooCommerce vs Shopify: Comparison table, Source: [6]
[bookmark: _Toc237099398]TASK 2:  Mind-map of contemporary software applications
[bookmark: _Toc237099399]A: Mind Mapping and Its Benefits:
Mind mapping is a method for organising data into an imaginative, non-linear layout centred on a single core idea, from which major themes and subtopics spread forth like tree branches. Using words, pictures, numbers, symbols, and colour instead of phrases, a mind map mimics how the brain naturally arranges information, connecting concepts in a way that is simple to comprehend and remember. Tony Buzan popularised the concept as a means of visualising data and encouraging creative thinking. Since then, it has evolved from a personal study aid to a widely used approach in company planning [7].
Benefits for Business Operations:
1. Quicker, more precise strategy planning: Business executives use mind mapping to determine goals unique to their company and to plan a strategy while considering the risks, benefits, and drawbacks. A team may stay focused and avoid straying into extraneous topics by focusing their plan on a single main objective [8].
2. Quantifiable increases in productivity. Business users who used the approach reported an average productivity improvement of about 25%, according to a poll conducted by mind-mapping specialist Chuck Frey. Approximately half of users used the technique for project management chores like to-do lists or work-breakdown structures [8].
3. Simplifying complicated data. A mind map is especially helpful for individuals who are unfamiliar with a procedure or department since it may make complicated topics simpler to comprehend and retain [9]. 
4. Dividing up and assigning work: Branches that branch from the main concept enable a team to divide complicated projects into smaller, more manageable components, which facilitate delegation and time management [9].
5. Improved meetings: Teams that use shared mind maps for agendas tend to waste less time in unfocused meetings, which is a real cost because poorly run meetings are estimated to cost US companies close to $400 billion annually. This is because a shared mind map keeps everyone focused on the central mission while planning short, medium, and long-term goals [10]. 
6. Increased engagement and retention: Because mind maps are interactive and visual, users actively create and add branches instead of passively reading linear notes, which improves learning and retention [9]. 
7. Improved brainstorming and inventiveness: In marketing planning, product ideation, and root-cause issue resolution, teams are encouraged to explore non-traditional connections and deviate from purely linear thinking due to the visual, associative nature of mind maps [10].
[image: Mindmapping - Learnlets]
[bookmark: _Toc237099327]Figure 3: Mindmapping
To put it briefly, mind mapping transforms an ambiguous goal into an organised collection of branches that all team members can view, debate, and act on. It provides a lightweight, visual method for a company to plan, communicate, and assign tasks.
[bookmark: _Toc237099400]B: Mind Map: Contemporary Software Applications Supporting Day-to-day Operations:
I created this as a real diagram (not a stock photo) that shows the many software categories that an average organisation uses daily, extending from a central node to nine functional areas and their primary tools.
[image: ]
[bookmark: _Toc237099328]Figure 4: Mind Map, Source: Canva
[bookmark: _Toc237099401]TASK 3: Office Application for Creating, Storing, Presenting and Analysing Data
A. [bookmark: _Toc237099402]Features, Advantages, And Restrictions of Four Office Software Options
With over 1.2 billion users worldwide and being essential to most enterprises, Microsoft's basic office suite: Word, PowerPoint, Excel, and Access, remains the foundation of everyday business operations [11]. The “create, store, present, analyse” information cycle has several stages for which each tool is designed. Each is looked at in turn below.
[image: Benefits of Microsoft Office 365 [Plus Definition] | KR Group]
[bookmark: _Toc237099329]Figure 5: Microsoft Applications
1. [bookmark: _Toc237099403]Microsoft Word- Document Creation
Microsoft Word is a popular word processing program created by Microsoft that makes it easier to create, format, and edit text documents. It has built-in templates for creating documents quickly, robust text formatting, the ability to insert photos, tables, and charts, and version control that keeps track of changes over time [12].
Major Features:
· For lengthy reports, there are styles, headers, and an automatically created table of contents.
· Keep track of comments and changes for group editing and approval.
· Mail merge, which is closely related to Task 3b below, is the process of combining a data source (such as a spreadsheet with customer names and addresses) into a single template to automatically create customised letters, labels, or emails.
· A built-in accessibility checker allows assistive technology to assess the readability of publications.
Benefits:
· Word speeds up creation for popular formats by providing templates for a wide range of document types.
· Without compromising formatting, it easily converts to PDF and other formats.
· Easy copy-paste and data integration are made possible by its smooth interface with the rest of Microsoft Office, including Excel, PowerPoint, and Outlook.
· Its accessibility capabilities, which are verified by the integrated accessibility checker, aid in the creation of inclusive documents.
· For customised mass communication, such as creating individual letters or labels from a data source, it offers mail merge.
· It has fewer compatibility issues when files are transferred between organisations because it is the almost universal standard for business writing.
· Regardless of the operating system or software version, files open consistently on nearly every partner, client, or coworker's computer [13].
Restrictions
· Word is limited when it comes to large-scale data processing or complex numerical analysis, and it is not well suited for intense computation or data visualisation.
· Formatting errors are common in large, complex documents, and formatting might break when a document is accessed on a new platform or software version.
· Word has less support for long-term version history and multiple users editing at once than its cloud-native rivals.
· Word lacks the formula and analytic capabilities required to process huge datasets effectively; thus, Excel is a superior option for tasks involving heavy numerical computation, sorting, or data cross-referencing [13].
When to use it: any output whose final product is a human-readable document, such as proposals, contracts, reports, letters, and policies.
[image: How to get Microsoft Office for free - Which?]
[bookmark: _Toc237099330]Figure 6: Microsoft Word
2. [bookmark: _Toc237099404]Microsoft PowerPoint:
Microsoft PowerPoint is a Microsoft product used to create digital presentations. It enables users to create a unified slideshow format by combining text, graphics, photos, and multimedia components. PowerPoint is a popular tool in business, professional, and educational environments because it offers capabilities for graphically arranging concepts and presenting information in an understandable and organised way [14].
What it does: PowerPoint is used to create presentations that employ images, animations, and multimedia components to convey concepts to an audience, whether in a boardroom, a sales pitch, or a training session [14].
Key Features:
· Design themes, slide layouts, and a "Designer" tool that makes layout suggestions automatically.
· Slide transitions, animations, audio, video, and photos are all included in the multimedia integration. 
· While the audience only sees the slide, the speaker has access to notes and time using a presenter view. 
· Cloud co-authoring allows several individuals to work on the same deck at once [15].
Benefits:
· PowerPoint offers a vast array of slide layouts and themes for visually captivating and exciting presentations.
· Because of its integration with the rest of Microsoft Office, sharing and collaboration within a company are made simple.
· Production is accelerated by templates for a range of presentation formats, especially for non-designers who prefer not to create layouts from scratch.
· Strong storytelling is supported by it: a well-made deck can walk a non-technical audience through a complex argument far faster than a written report.
· While the audience only sees the finished slide, features like Presenter View and speaker notes assist a speaker in remaining on topic.
· Cloud co-authoring saves time before a deadline by enabling many team members to create the same deck at the same time [15].
Limitations: 
· PowerPoint is not appropriate for complex data analysis or manipulation, significant text-based content, or the development of elaborate documents. 
· Formatting problems may arise when presentations are shared between platforms, and there is less support for sophisticated animation or interaction than with specialised design or interactive tools.
· A well-known communication flaw is the overuse of bullet-point slides; the technology doesn't prevent a presenter from creating a complex, difficult-to-follow deck [15].
When to use it: Pitches, training sessions, board updates, and any situation where an audience needs a visual, sequential story instead of a paper to read line by line are examples of when to utilise it.
[image: Computer Fundamentals - Power Presentations]
[bookmark: _Toc237099331]Figure 7: Importance of Microsoft PowerPoint, Source: [16]
3. [bookmark: _Toc237099405]MS Excel- analysing and storing structured data:
Microsoft created Excel, a powerful spreadsheet application that lets users arrange, examine, and display data. As a component of the Microsoft Office suite, Excel is used in many different sectors and offers a variety of features, such as financial analysis, automation, and computations [17].
What it does: Excel is the preferred tool for any work requiring rows, columns, computations, or numerical decision-making. It can be used to create intricate spreadsheets, analyse financial data, monitor inventories, and visualise trends using dynamic charts and graphs [16]. 
Key Characteristics:
· Calculation and logic formulas and functions (VLOOKUP, IF, SUMIFS, and hundreds more).
· PivotTables can quickly summarise and cross-tabulate big datasets.
To reverse-engineer an input required to get a target output, use Goal Seek and What-If Analysis tools.
· Charts, conditional formatting, and Power Query for external data input and cleaning [16].
Benefits:
· Excel’s formula engine transforms raw statistics into summaries that are ready for decision-making without the need for a coder, making it perfect for account management and corporate data analysis. 
· Because it is a component of Microsoft 365, results (charts, tables) may be instantly pasted into Word or PowerPoint, and files can be shared and co-edited in real time.
· It covers the great majority of small- and medium-sized business analytical needs, ranging from a basic personal budget to a somewhat complicated financial model [11].
Limitations:
· Large datasets (hundreds of thousands of rows) cause performance to deteriorate; in these situations, a real database is better suited.
· A single incorrectly referenced cell may subtly taint a whole model, and formula-driven spreadsheets lack a built-in audit trail that is as thorough as a database's, making them vulnerable to human mistakes.
· If the team doesn't discipline itself to use shared cloud files, version control across several contributors editing offline copies may result in contradicting “final_v3_reallyfinal” files [11].
When to use it: forecasting, supply control, sales monitoring, budgeting, and any activity requiring computation, sorting, or visual summarisation of structured data.
[image: ]
[bookmark: _Toc237099332]Figure 8: Microsoft Excel
4. [bookmark: _Toc237099406]MS Access-storing and querying relational data:
Massive amounts of data may be stored, sorted, and categorised using Microsoft Access, a potent database management program. Built on tables, forms, queries, and reports, Access is a desktop relational database management system (RDBMS) that is an effective tool for organising and modifying data [17]. 
Key Features:
· Strong querying capabilities that enable users to create intricate queries to retrieve certain information are helpful for data-driven decision-making, trend detection, and customised reporting. 
· Automation and macro support to automate repetitive data input and reporting operations. 
Smooth interaction with other Office programs, including Word and Excel, to facilitate data exchange within a group or division. 
· Database encryption, user-level rights, and the option to divide a database into a distributed front-end (forms/queries) and a secure back-end (tables) for improved control [11].
Benefits:
· Non-programmers may easily create a functional database application thanks to a user-friendly interface and speedy development capabilities. 
· It reduces redundant or inconsistent data by enforcing data structure and relationships (such as one customer to numerous orders) in a manner that a flat spreadsheet cannot.
· It works well for small-to-medium-sized databases and is reasonably priced for smaller companies, especially if the staff already uses Microsoft Office [18].
Limitations:
· Access was intended for small teams; performance deteriorates, and the danger of data corruption rises when numerous users attempt to access the same database simultaneously. 
· Access databases have a 2GB size limit, which transactional organisations might exceed more quickly than anticipated. After that, the only practical choices are to archive data or put up with reduced performance. 
· Its security paradigm falls well short of the permission frameworks and audit trails that current compliance standards frequently need, providing only rudimentary user-level protection. 
· Compared to specialised web-development platforms, its web-publishing capabilities are somewhat restricted.
· Since it's a desktop program, opening a database straight from a phone or tablet is not supported; instead, remote access requires a cumbersome VPN or remote-desktop connection onto an office PC [18].
When to use it: organised, relational record-keeping for a small team that has outgrown a spreadsheet but doesn't yet warrant a complete server-based database like SQL Server, such as an inventory system, bookings register, or customer database.
[image: ▷ What is Microsoft Access? | Introduction to Microsoft Access]
[bookmark: _Toc237099333]Figure 9: Features of Microsoft Access
Summary comparison:
[bookmark: _Toc237099340]Table 1: Summary comparison of Microsoft Applications
	Application
	Best for
	Main limitation

	Word
	Documents and reports
	Weak at numerical analysis

	PowerPoint
	Presenting to an audience
	Not for detailed data and lengthy texts

	Excel
	Calculation and data analysis
	Struggle with very large datasets, error-prone

	Access
	Structured, relational data storage
	Limited to ~2GB, smaller user count, weak security



When combined, the four provide the entire information lifecycle that a company requires: The reason Word and Access are usually taught and licensed as a unified suite rather than as separate programs is reinforced by the fact that Word creates and stores information, Excel analyses it, and PowerPoint displays the findings.
B. [bookmark: _Toc237099407]Practical Evidence: Testing VLOOKUP and IF Function in Microsoft Excel
I created a modest, made-up dataset for Sunrise Retail Ltd., a fake corporation with no sensitive or genuine data, and evaluated two features: the IF Function and VLOOKUP. There are two sheets in the workbook:
· “Product Price List” is a lookup table that contains product codes, names, prices, and reorder levels. 
· “Sales Orders” is a table where the product name and price are retrieved from the code using VLOOKUP, and IF indicates if stock needs to be reordered.
[image: ]
[bookmark: _Toc237099334]Figure 10: Screenshot of VLOOKUP formula in Excel
Cell F1 contains a product code (“SR-104”) entered as a query. Cell G1 uses the formula =VLOOKUP(F1, A2:D9, 2, FALSE), which searches for that code in column A of the price list and returns the matching value from column 2 (Product name). The result correctly displays “Mechanical keyboard”. FALSE was used to force an exact match, ensuring the formula doesn't return an incorrect or approximate result.
[image: ]
[bookmark: _Toc237099335]Figure 11: Screenshot Evidence of use of IF Function in Excel
Figure Description:  Excel’s IF function was tested in conjunction with a hierarchical VLOOKUP. Cell H2 employs =IF(G2<VLOOKUP(B2,Sheet1!A$2: D$9,4,FALSE), “Reorder Now\Stock OK” ), which retrieves the reorder level for each order from the Product Price List on Sheet1, compares it to the remaining stock in column G, and returns “Reorder Now” if the stock has dropped below that threshold, or “Stock OK” otherwise. The results were personally cross-checked against the source data after the formula was filled down from H2 to H9. For instance, ORD-001 (SR-101, 6 units remaining, reorder level 20) correctly returns “Reorder Now,” whereas ORD-002 (SR-103, 12 units remaining, reorder level 10) correctly returns “Stock OK.”
[bookmark: _Toc237099408]TASK 4: Communication and Collaboration Applications:
[bookmark: _Toc237099409]Analysis of one communication and one collaboration tool
1. Communication tool: Slack
Slack is a workplace messaging app that replaces email with channels, threads, and direct messages. It was introduced in 2014 and was purchased by Salesforce in 2021 for $27.7 billion. Currently, it provides services to over 200,000 paying companies, including 77% of the Fortune 100 [19].
[image: What is Slack? Pros, Cons & Honest Review (2026)]
Key Features:
· Channels, threads, group meetings, Slack Connect for cross-organisational communication, lists for easy project management, and Canvas (collaborative documents integrated into Slack). 
· With its simple channel navigation, direct messaging, and robust search, this interface maximises productivity while cutting down on training time. 
· Personalised GIFs, comments, and emoticons that enhance business communication and support team culture in remote settings. 
· Workflow automation recommendations and AI agents that offer data analysis and recommendations on higher-tier plans are becoming more prevalent [19].

[image: Slack messaging interface with channels and threads]
[bookmark: _Toc237099336]Figure 12: Slack organises work messaging into channels, threads, and direct messages.
Where it fits in a business: Slack works well for fast, developer-friendly, high-volume communication and is a superior choice for teams outside of the Microsoft environment, particularly SaaS-first and Salesforce-stack companies. It is a better option for a business that wants to connect several products, is not reliant on a single IT infrastructure, and relies more on texting than phone conversations. Its vast library of third-party connections makes it simple to integrate notifications, files, and changes from other business tools straight into the workspace, and its channel-based structure keeps discussions organised by subject or team [20].
Limitations to be aware of: With huddles limited to 50 people as opposed to 300 in Teams meetings, Slack views video calling as a supplementary tool rather than a primary one. Even for small organisations, the free plan has several limitations: it only preserves message history for the previous ninety days and caps external app connections at around ten. This means that earlier discussions become unreachable unless a company converts to a paying tier or exports data before it expires [21].
2. Collaboration: Google Workplace
One of the most popular cloud-based collaboration suites is Google Workspace, and Google Docs in particular. It is based on concurrent, browser-based document editing [22].
[image: Google Workspace for beginners - The complete guide with useful tips -  Shrevya Technologies]
[bookmark: _Toc237099337]Figure 13: Google Workplace
Key Features:
· The ability for several users to edit documents, spreadsheets, and presentations at the same time with real-time changes eliminates the version-control issues associated with emailing files back and forth and expedites project completion. 
· Everyone works in the same document simultaneously, and there is no “check out / check in” procedure. Every modification is logged and reversible, which is very helpful for teams who are spread out across time zones. 
· Versioning, granular permissions, and recorded modifications are features of real-time collaboration. Additionally, the suite is compatible with Microsoft file formats, allowing Word, Excel, and PowerPoint files to be viewed, modified, and exported back to their original formats. 
· North Carolina Bar Association AI-assisted writing assistance is now integrated into Docs, along with Meet's video conferencing and Drive’s safe, versioned storage [22].
Where it fits in a business: Teams that prioritise low-friction, browser-based communication over rich desktop features are especially well-suited for Google Workspace. Employees may view and edit the same files from a laptop, tablet, or phone without installing software or worrying about operating system compatibility since every application- Docs, Sheets, Slides, Drive, Meet- runs purely in a browser. Everyone works from the same live version at once; a document is never “checked out” to one person's computer. This is particularly useful for teams that are dispersed across multiple regions or time zones. Because storage, backup, and version history are handled automatically in the cloud, it also works well for small and medium-sized enterprises who want robust collaboration features without the expense of hosting on-premises servers. The suite is a go-to option for start-ups and digitally native organisations since it is designed to enable firms of any size to communicate more efficiently, collaborate in real time, and manage operations from any internet-connected device [23].
Limitations to be aware of include: Round-tripping files between the two ecosystems may cause some formatting friction for organisations that have already standardised on Microsoft 365; tables, fonts, and spacing may change slightly during conversion. Coordination issues are also associated with real-time collaboration: when numerous individuals edit "everyone at once" instead of using a check-in/check-out procedure, simultaneous modifications may clash, and if team members collaborate on the same part, content may be inadvertently rewritten. Instead of depending only on the platform to prevent disagreements, a team must proactively develop norms, such as utilising Suggestion Mode for anything more than a short, low-stakes change, to mitigate these dangers [23].
Practical Evidence of Communicating and Collaboration Tools
[image: ]

[image: ]
[bookmark: _Toc237099338]Figure 14: Screenshots of Practical Evidence of using Slack
Description of Screenshots: 
· Screenshot 1: sending a message to a channel:
The #all-mumtaz-ali channel received the following message: “Stock for the wireless mouse is running low — only 6 left.” This exemplifies real-time, channel-based communications, in which updates are instantaneously visible to all channel members instead of being transmitted to everyone via email.
· Screenshot 2: Reactions to Messages
That message was enhanced with emoji reactions (✅, 👀, 🙌), each of which displayed a live count. Without clogging the channel with a lengthy response, reactions enable team members to promptly recognise or react to a message, such as by confirming they've seen it or marking it as noticed. The reaction toolbar, which includes the "React" button in this instance, is shown when you hover over a message.
Google Workplace:
[image: ]
[bookmark: _Toc237099339]Figure 15: Screenshot Evidence of Google Workplace
Description: To test Google Docs’ Comments function, certain sentences in the marketing strategy were highlighted, and comments were added. “Good idea checking with supplier now” is one remark on the “Objective” part; “Should we confirm the launch date before finalising this?" is another comment on the “Channels” section. Input stays closely tied to the section of the document it concerns since each remark is attached directly to the relevant text (indicated by the highlight) rather than existing as a distinct message. This helps review cycles when several people need to provide focused input on a single shared plan.
[bookmark: _Toc237099410]Conclusion:
Together, Word, PowerPoint, Excel, and Access cover every aspect of an organisation’s information lifecycle, including data creation, presentation, analysis, and storage. Since each tool has distinct advantages and disadvantages, most organisations choose the best tool for each activity and use them as a complementary suite rather than single items.
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