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[bookmark: _Toc232436425]Introduction
E-commerce website builders are platforms that help businesses build and manage online stores without needing to have expertise in coding. They offer templates, product pages, payment options, order management, customer communication and marketing options. This alleviates technical hurdles for small businesses and aids in their quicker trajectory into internet based selling, while expanding deals openness, reach, and efficiency.
[bookmark: _Toc232436426]Task 1. e-Commerce Website builders/software solutions
[bookmark: _Toc232436427]1.1 Wix
Wix eCommerce is an online ecommerce website builder with drag-and-drop tools where designers can build an ecommerce website online. It is helpful for novices since it will enable you to design your store without coding and offers predesigned templates for various business types [3]. Businesses use Wix to produce product pages, deal with items, take on-line payments in addition to pinpoint design their stores for mobile devices. Furthermore it consists of marketing and multichannel selling characteristics, friendliness to those small companies that want a beautiful website with basic selling attributes.
[image: ]
Figure 1: Wix eCommerce Website Builder Interface
(Source: https://www.wix.com/ecommerce/website) 
Wix eCommerce's strengths include its user-friendly visual design, template options, hosting features, mobile-friendly design, and user-friendly store management. They enable small businesses to display their products in a professional way and also manage an online presence with minimal technical expertise. Its restraints are related to scalability. For bigger or more elaborate ecommerce operations, Wix might not be the best fit and advanced selling or business capabilities may need a paid strategy.
[bookmark: _Toc232436428]1.2 Shopify
Shopify is an online commerce platform, built to develop, take care and develop online stores. It enables businesses to post products, offer product collections, order collections, pay stack organization and receive payments using incorporated commerce equipment [1]. It also offers businesses with online support webpages, blogs, navigation menus, and selling functions, making it easier to create a complete online storefront [2]. Shopify themes and templates are one of the best features of the platform. Themes can be used to create product pages, collection pages, search pages, and checkout experiences without having to start constructing from the ground up.
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Figure 2: Shopify e-Commerce Website Builder Interface
(Source: https://www.shopify.com/in/website/builder) 
Ideal for businesses looking to have a dedicated eCommerce system available that can grow with them. It offers functionality such as store setup, product management, payment integration, app integration, marketing tools, store analytics and scalability. The attributes ensure a business keeps track of sales, better manages and manages client orders and effectively promotes products. Shopify does have some restrictions. It demands monthly fees, some functions are tied to paid apps and enterprises continue to rely on Shopify to host their stores, store administration and upgrades.
Shopify is more powerful for companies that concentrate on online sales, stock management and growth. Ideal for startups or small businesses wanting flexible design and easy website building. Both platforms enhance functions by lowering technical web development and make it easier for organizations to connect with their clients online.
[bookmark: _Toc232436429]Task 2. Mind-map of contemporary software applications
[bookmark: _Toc232436430]2.1 Describe mind mapping and explain the benefits of using mind mapping
Mind mapping is a visual tool to organize ideas, tasks, concepts, and/or information around a central theme. A mind map displays information in a circular manner, placing the central idea in the middle and branches outwards with related concepts. It makes connections between ideas readily apparent since each stem denotes a category or subcategory. According to MindMapping.com, a mind map is a non-linear graphical organization, where items are grouped around a central concept, aiding in improving organization and understanding [4].
Mind Mapping has the advantage of being used in business operations as there are many activities involved in differing people, tasks, resources and decisions. Brainstorming can be aided by a mind map, whereby ideas can be written down in a rapid and organized fashion. It also assists planning as managers can break down a complex activity to smaller activities like marketing, finances, communication, tech, and customer service. This simplifies the viewing and discussion of information in business meetings.
Mind mapping will enhance communication as well. Visual representations help the employees to grasp a variety of concepts and understand how different departments, software tools, or workflows are connected. According to Lucid, mind maps can be used to visualise thoughts, to recognise patterns and to clarify complex information. This is valuable when training, planning projects or problem solving because this map provides a clearer overview before detailed actions are taken. Digital mind mapping software can also enable collaborative working within teams by allowing them to share ideas and align planning, aiding organisation's group decision-making [6].
[bookmark: _Toc232436431]2.2 Create a mind map of contemporary software applications
The mind map created in essence depicts modern software systems that are widely employed from the business and organisation environments in their daily functioning. Business Software Applications is the central concept, with its main branches as e-Commerce Software, Office Applications, Communication Tools, Collaboration Tools, Accounting and Finance Software, Marketing and CRM Software, and Data Analytics Software [5]. In each branch, there is a relevant example of what apps were used in the workplace today, including Shopify, Wix eCommerce, Microsoft Word, Microsoft Excel, Microsoft Teams, Google Drive, QuickBooks, HubSpot, Power BI and Google Analytics.
The mind map meets the set task criterion as it visually gives the different categories of software that enables business activities. It's also a prime example of how business software isn't restricted to a single use. The various tools enable organisations to sell products online, develop documents, prepare presentations, analyse data and manage finances, communicate with staff, collaborate on files and maintain customer relationships. This explains why the mind map has been created to give a clear idea on how this can enhance productivity, workflow, communication and decision making for today's software applications in a business setting. It is also a good way to compare software categories and what they can do very rapidly in the planning and training process. This allows the visual output to be used for discussions in an office setting, staff education, project planning and simple technology selection in small businesses.
[image: ]
Figure 3: Mind Map of Contemporary Software Applications for Business Operations
(Source: Self-Created)
[bookmark: _Toc232436432]Task 3. Office Applications
Businesses need office applications for creating, storing, presenting and analysing information in an easy to understand manner. During work, they may draw on these for preparing reports, word typesetting, writing letters, presentation design, sales calculations and keeping customer records. The generality of the usage of Microsoft Office applications can be attributed to the ability to create documents, design presentations, analyze data with spreadsheets, and maintain databases. It is widely believed that Microsoft Word, Microsoft PowerPoint, Microsoft Excel, and Microsoft Access each have a unique business function, and that they all contribute to greater productivity and information control.
[bookmark: _Toc232436433]3.1 Four office software solutions for business operations
[bookmark: _Toc232436434]Ms Word
Microsoft Word is primarily used to create, edit and format business documents. It accommodates reports, letters and the minutes of meetings, policies and proposals, internal communication records and notifying customers. The main features are those of document writing, page layout, headings, tables, images, headers, footers, templates, spelling and grammar checks, referencing and comments and track changes. Microsoft does promote Word as a word processor for creating, editing and sharing documents, so it can be used for formal business correspondence [7].
One of the biggest advantages of using Microsoft Word is that it allows for businesses to create professional and consistent documents. From letters to invoices to reports and forms, templates enable organisations to save time by having letters with consistent layouts. Employees use formatting tools to organise information clearly: using headings, bullet points, tables and page numbers. Track changes and comments can be beneficial when the same document is being used by managers, staff or clients for review, as suggested changes can be reviewed before it is signed off. Mail merge is also great for creating individualised correspondence, like letters or email, for multiple recipients from a document.
However, Microsoft Word has some limitations. It is not intended for complex numerical calculations, which should be better done in spreadsheets for budgets, or sales analysis. Also, that's not ideal for storing large linked datasets since database software is more effective at handling structured records. Styles, section breaks and formatting images appropriately can pose management challenges in large documents. In conclusion, Word is best suited for written communication and documentation, rather than more complex analysis or database management.
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Figure 4: Microsoft Word Interface for Business Document Creation
(Source: Self-Created)
[bookmark: _Toc232436435]Ms Excel
Microsoft Excel is a spreadsheet application, where it can be used for calculation, organisation and business analysis data. Organises information with rows, columns, cells and tables. It has the most important features such as formulas, functions, charts, graphs, sorting, filtering, conditional formatting, pivot table, Goal Seek and IF Function, VLOOKUP etc. According to Microsoft, the following are reasons to use Excel for business decision making: It's a business spreadsheet, data analysis tool, and a tool that can visualise information. [9]
Business use of Excel - it is very beneficial in the business because Excel is capable of calculating profit, cost, sales etc., stock levels, budgets and performance outcome. Formulas are used to perform calculations automatically, thus minimizing repetitive manual tasks. Quickly analyze business data using functions like SUM, AVERAGE, IF and VLOOKUP. The IF Function can classify information, such as high sales or low sales, based on a condition. VLOOKUP can look up matching values, for instance get the price of a product from a product list. Sorting and filtering allows employees to find a record easily; charts and graphs display the data visually for reports and presentations.
Here's another as well: Excel allows you to make decisions. Companies can analyze their monthly sales, keep track of expenditures and predict cash flow and monitor stock levels. Unusual values, unpaid bills or low stock can be identified on the chart with conditional formatting. Pivot tables use the categories, regions or periods to summarize this large amount of data, enabling the managers to identify patterns. Goal Seek can try various possible values to see what value is necessary to achieve a target value, e.g., the required sales for a desired profit.
There are also some drawbacks of using Excel. Errors in the formula can be compensated for by incorrect cell references and/or incorrect logic. Multiple copies of shared spreadsheets can develop version-control issues if multiple users work on them. Also, Excel is not a good option for very large relational databases; Access or enterprise database systems are better suited to handle linked records. Learn how to use advanced Excel functions as they will require practice and staff training may be required before performing complex analysis. These are just some of the things that Excel cannot do, however, that does not mean the spread sheet is incapable of being used as a very useful means for day-to-day analysis in your business.
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Figure 5: Microsoft Excel Interface for Business Data Analysis
(Source: Self-Created)
[bookmark: _Toc232436436]Ms PowerPoint
Business presentations are prepared using Microsoft PowerPoint. It lets users design slides using layouts, templates, themes, text, images, icons, charts, SmartArt graphic, animation, video and speaker notes. Presentation mode is available to assist a presenter with information during meetings, training, sales presentations or updates. Microsoft describes PowerPoint as a medium to create designed presentations and share ideas [8].
In business, PowerPoint is important since it provides a clear visual representation of information. Slides can be used to communicate with staff, customers, or investors about strategies, performance news, training, and proposals. Using charts and SmartArt aids in expressing numerical results and processes more easily than with extensive written paragraphs. Speaker notes help to keep extras in plain sight while helping to avoid too much text on display slides. Templates and themes can also ensure a consistent professional appearance of the presentation.
A PowerPoint presentation can enhance understanding of the audience, with the visual information making it easier to understand complex ideas. For instance, a sales team can demonstrate product attributes through graphics, a project manager can illustrate projects using diagrams and a finance officer can present performance as charts. It also enables remote and hybrid work when using slides in online meetings.
The design can reduce the communication strength. Avoid using too many words, improper fonts or unnecessary animation on slides. Word and Excel are better for detailed written and complex data analysis reports, and PowerPoint is not as appropriate for this type of task. As a result, PowerPoint should be used to summarise and present information rather than to supplant a long document or spreadsheet.
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Figure 6: Microsoft PowerPoint Interface for Business Presentations
(Source: Self-Created)
[bookmark: _Toc232436437]Ms Access
Microsoft Access is a database application which can be used to store, manage and report structured business information. Whereas Excel is built as a spreadsheet application, Access is built on tables, data queries, forms, reports and relationships. Data: Tables: Customer information, products, orders, inventory records etc. Questions ask questions: search, filter and combine information. Reports display information in the database in a structured format and forms simplify the process of entering data. According to Microsoft Access is a program used for database applications and business data management [10]. Microsoft Support also clarifies that Access runs in the context of Microsoft 365 and Office 365 subscriptions and is available in various Microsoft-centric workplaces [11].
In cases where a business that is managed by a small number of people or users, but requires documented records, access is helpful. It is a better way to store linked information than a flat spreadsheet. For instance, perhaps you have a table that contains data for customers, a table that contains information about products, and a table that contains information about orders. Relationships between tables minimize data redundancy and ensure consistency. The presentation is controlled by forms, helping to minimize errors when entering information. Reports can give basic information of sales history, stock or customers for management review.
The primary advantage of Access in the business world is that it makes data easier to organise. It manages the information of the business, which needs to be stored, updated and retrieved on a regular basis. It is exceptionally beneficial for customer databases, inventory management, bookings or small order systems. It will also be able to assist in analysing decisions through a report generation feature from your stored records.
Access, however, has some restrictions. It does need a certain amount of database design knowledge particularly in creating relationships, queries and forms. Has a limited usability in enterprise systems that are large and have more users or more complex cloud needs. The level of collaboration can also be less than with modern cloud-based database platforms. Access thus fits best with databases that are structured, with data limited to the scope of a local or small-scale business environment, and that are handled with Microsoft's working environment.
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Figure 7: Microsoft Access Interface for Database Management
(Source: Self-Created)
[bookmark: _Toc232436438]3.2 Test any two features
[bookmark: _Toc232436439]Mail Merge
The formula is a function that has been predetermined to do various calculations that help the user to do computations efficiently [14]. The VLOOKUP function was tested in this hands-on exercise with a sample workbook of sales orders. The workbook consisted of two worksheets: Orders, and ProductList. ProductList sheet contained product codes, product names and unit price information; Orders sheet contained customer orders, product codes and quantity of those items. The function VLOOKUP was chosen due to its ability to look up data in a range or table and return the information on the same row that matches [12].
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Figure 8: Product List Table Used for VLOOKUP
(Source: Self-Created)
This product list table has product code, product name and product unit price. It is used as the lookup source as Excel uses the product code to identify the unit price.
The formula for the Unit Price column was:
=VLOOKUP(C2,ProductList!A:C,3,FALSE)
This formula locates the product code in cell C2 on the ProductList spreadsheet and scans across the columns in this spreadsheet to find the number in the third column; this will be the unit price. The FALSE argument guarantees that Excel will search for an exact match of the product code.
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Figure 9: VLOOKUP Formula Applied in the Unit Price Column
(Source: Self-Created)
The formula VLOOKUP appears on the Unit Price cell in the screen shot. This illustrates the collection of the proper price for the product automatically in Excel, rather than having to enter the price.
The unit prices were then moved into the Orders sheet after the use of VLOOKUP. Then total sales was computed as the product of quantity times unit price.
Formula used:
=D2*E2
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Figure 10: Unit Price and Total Sales Results Generated Using VLOOKUP
(Source: Self-Created)
The unit prices and the sales worth are filled in the screen shot. This will help to increase accuracy as prices will be sourced from a single product list.
[bookmark: _Toc232436440]IF Statement
The other Excel function tested was IF Function. The IF Function is used to make a logical comparison and to return one result if the condition is true and another result if it is false [13]. It has been found as a practical activity that it categorised each order as High Sales or Low Sales according to total sales value.
The formula for Sales Status column was:
=IF(F2>=100,"High Sales","Low Sales")
This formula tests if the total sales is £100 or more. If true, Excel shows High Sales. If not then it shows the Sales Rank as Low Sales.
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Figure 11: IF Function Formula Applied in the Sales Status Column
(Source: Self-Created)
The IF function is displayed in the column Sales Status in the above screen shot. This has shown a logical condition that classified the sales data.
	[image: ]
Figure 12: Sales Status Output Generated Using IF Function
(Source: Self-Created)
All orders have a screen shot label with High Sales/ Low Sales.

The number of orders classified was reduced through use of VLOOKUP and the IF Function reduced the manual entry of prices. All of these features work together to provide sales tracking and an order analysis as well as basic decision making.
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Figure 13: Final Excel Output Showing VLOOKUP, IF Function and Summary Results
(Source: Self-Created)
The result provides total sales calculated along with the status and summarisation result of the sales.


[bookmark: _Toc232436441]Task 4. Communication and Collaboration applications
[bookmark: _Toc232436442]4.1 One contemporary Communication and one Online Collaboration
Microsoft Teams
Microsoft Teams is an application that supports conversations, video conferencing, social communications and collaboration between teams in the workplace. It includes chats, group chats, channels, audio and video meetings, screen sharing, file sharing, and alerts and notifications for your team. Microsoft sees Teams as a place that allows people to work, talk, and meet anywhere with the same communication environment [15]. The attributes make Teams an effective tool for companies looking to communicate quickly with their employees and managers. 
The first big advantage of Microsoft Teams for the business is it decreases the reliance on lengthy email conversations. Employees can text all their colleagues: send short messages, ask questions, share updates and organize meetings in one application. Teams are organised by department, project or task and have a set of channels to organise communication. Video meetings and screen sharing facilitates remote and hybrid working as reports can be shared, discussed and training can be provided without the physical presence of staff. Documents can be attached to conversations by using file sharing [19].
But like every other tool, Michael Teams comes with its own drawbacks and restrictions. It involves secure online connectivity for conference calling and sharing documents. Over a large number of messages or notifications can distract the consumers. The user might need training to comprehend channels, meeting settings and file locations for new users. These advanced features might require Microsoft accounts, organisation settings or subscription costs.
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Figure 14: Microsoft Teams Interface for Business Communication
(Source: Self-Created)
Google Drive
Google Drive is a web-based collaboration and cloud data storing space to store, arrange, share and utilize files across various devices. Google Workspace defines what Drive is: secure cloud storage for sharing files online and collaborating with business documents [16]. Google Drive allows users to add, share and modify folders, upload and manage files, set permissions, create links, and access it in collaboration with Google Docs, Sheets and Slides. It also facilitates collaboration because several users can open a shared document, collaborate and edit files, view files or review work without the need for repeated email attachments [17].
Google Drive can make every work sector more powerful with data access and collaboration.Google Drive can enhance document access and groupwork for any office-based company. Reports, spreadsheets, presentations and project files can be stored in shared folders and employees are able to access these. This enables file access from all office devices as well as home and mobile devices, which helps with a remote workforce. Sharing permissions enhance control since the proprietor of a document can opt for the others to view, comment or edit. This makes it easier for teams to collaborate on the latest file and makes sure that there are no duplicate versions to work with.
Even though the benefits of Google Drive are great, it comes with some drawbacks such as reliance on the internet, limited storage space, and privacy problems. Confidential files may be accessible to the improper users if sharing permissions have been improperly configured. There must also be structuring of folders and naming conventions that businesses need, otherwise it becomes difficult for files to be found.
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Figure 15: Google Drive Interface for File Collaboration
(Source: Self-Created)
[bookmark: _Toc232436445]4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application
Microsoft Teams Chat Messaging
The solution chosen for the practical communication capability was the Microsoft Teams chat messaging. You can send and read messages in chats and channels using Teams, explains Microsoft Support [18]. During the practical test, a Teams chat or channel was used and a sample business message was sent, “Hello team, please review the sales report before the meeting.” This illustrated how to use Teams for rapid communications within the workplace, apart from email. Staff were able to share a brief message, place questions for others to answer, agree on tasks and organise work in one digital space and it was demonstrated as such during the test. The screenshots confirm that the communication area opened, the message was typed and the end user "sent" the output. Team chat can be used for standard business communication, when working remotely, as well as for swift task coordination between departments during office operations and meetings on a daily basis.
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Figure 16: Microsoft Teams Chat or Channel Opened for Communication
(Source: Self-Created)
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Figure 17: Message Sent Using Microsoft Teams Chat Feature
(Source: Self-Created)
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Figure 18: Microsoft Teams Communication Output
(Source: Self-Created)
Google Drive File Sharing Feature
Google Drive file sharing was chosen as the practical aspect of collaboration. Google Support tells us that folders within Drive can be shared with other users, and provide access to shared files [20]. The business documents folder was created in the practical test, along with uploading a sample folder and opening the sharing settings. Viewing options were shown as Viewer, Commenter and Editor in the Sharing window. This was an example of how a business could upload documents to the internet and manage access to or editing of those documents. Screenshot showing evidence of Folder Creation and File upload and Permission Settings. This is also a helpful tool to help with teamwork as everyone collaborates from multiple locations on the same document. It also minimizes redundant files and simplifies document control on remote and hybrid work tasks, and enhances online sharing of business information.
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Figure 19: Google Drive Folder Created for Business Documents
(Source: Self-Created)
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Figure 20: File Uploaded to Google Drive Folder
(Source: Self-Created)
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Figure 21: Google Drive Sharing Permission Settings
(Source: Self-Created)
[bookmark: _Toc232436448]Conclusion
The practical experience reveals that both Microsoft Teams and Google Drive cater to specific yet related aspects of the workplace. The fact that it is quick to send a message, make updates real-time, and let the members of staff coordinate jobs without simply depending on email conveys better business correspondence. It is helpful for meetings, daily updates and distance learning. Google Drive also makes collaboration easier, as files can be organized into folders and easily uploaded and shared with specific users. It also includes permission managers to block the user from seeing, commenting or editing documents. Combined, they will save working time, eliminate duplication, enhance access to information and enable better team working. The test results indicate that their implementation in practical use for current operations in company and simple document processing tasks is successful.
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2 101 Ali POO1 3 £15.00 £45.00 Low Sales.
3 102 Sara PO02 5 £40.00 £200.00 High Sales
4 103 John P003 2 £25.00 £50.00 Low Sales.
5 104 Mina PO04 4 £60.00 £240.00 High Sales
6 105 David PO05 1 £12.00 £12.00 Low Sales.
7 106 Emma PO06 6 £35.00 £210.00 High Sales
8 107 Noah P00 2 £50.00 £100.00 High Sales
9 108 Lina PO08 7 £8.00 £56.00 Low Sales
10 109 Omar PO09 3 £18.00 £54.00 Low Sales
1 110 Riya PO10 4 £75.00 £300.00 High Sales
12

13

14
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101 Ali P001 3 £15.00 £45.00 Low Sales
102 Sara P002 5 £40.00 £200.00 High Sales
103 John P003 2 £25.00 £50.00 Low Sales
104 Mina P004 4 £60.00 £240.00 High Sales
105 David P005 1 £12.00 £12.00 Low Sales
106 Emma P006 6 £35.00 £210.00 High Sales
107 Noah P007 2 £50.00 £100.00 High Sales
108 Lina P008 7 £8.00 £56.00 Low Sales
109 Omar P009 3 £18.00 £54.00 Low Sales
110 Riya P010 4 £75.00 £300.00 High Sales
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G2 ~ Jfx  =IF(F2>=100,"High Sales”,"Low Sales")
A B c D

il orderip Customer  Product Co Quantity ~ UnitPrice  Total Sales  Sales Status
2 101 Al P0O1 3 £15.00 £45.00 Low Sales.
3 102 Sara P002 5 £40.00 £200.00 High Sales
4 103 John P003. 2 £25.00 £50.00 Low Sales
5 104 Mina P04 4 £60.00 £240.00 High Sales
6 105 David P005. 1 £12.00 £12.00 Low Sales
7 106 Emma P006 3 £35.00 £210.00 High Sales
8 107 Noah POOT 2 £50.00 £100.00 High Sales
9 108 Lina P008 7 £8.00 £56.00 Low Sales
10 109 Omar P009 3 £18.00 £54.00 Low Sales
1 110 Riya P010 4 £75.00 £300.00 High Sales
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13

14
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Total Orders 10
Total Sales 1267
High Sales Orders 5
Low Sales Orders 5
Average Order Value £126.70
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Task 3B.xlsx


Task 3B.xlsx
ProductList

		Product Code		Product Name		Unit Price

		P001		T-shirt		£15.00

		P002		Shoes		£40.00

		P003		Bag		£25.00

		P004		Jacket		£60.00

		P005		Cap		£12.00

		P006		Jeans		£35.00

		P007		Hoodie		£50.00

		P008		Socks		£8.00

		P009		Belt		£18.00

		P010		Watch		£75.00





Orders

		Order ID		Customer		Product Code		Quantity		Unit Price		Total Sales		Sales Status				Summary

		101		Ali		P001		3		£15.00		£45.00		Low Sales				Total Orders		10

		102		Sara		P002		5		£40.00		£200.00		High Sales				Total Sales		1267

		103		John		P003		2		£25.00		£50.00		Low Sales				High Sales Orders		5

		104		Mina		P004		4		£60.00		£240.00		High Sales				Low Sales Orders		5

		105		David		P005		1		£12.00		£12.00		Low Sales				Average Order Value		£126.70

		106		Emma		P006		6		£35.00		£210.00		High Sales

		107		Noah		P007		2		£50.00		£100.00		High Sales

		108		Lina		P008		7		£8.00		£56.00		Low Sales

		109		Omar		P009		3		£18.00		£54.00		Low Sales

		110		Riya		P010		4		£75.00		£300.00		High Sales
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