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[bookmark: _4sq9hpk49elz][bookmark: _Toc1449811725][bookmark: _Toc891873483]Task 1. e-Commerce Website builders or software solutions
[bookmark: _u8z6fpx5o79q][bookmark: _Toc1978427020][bookmark: _Toc1755145909]1.1 WooCommerce
WooCommerce is an open-source plugin for WordPress that functions as a modern e-commerce website builder. Businesses widely rely on it to set up and run online stores selling both physical and digital goods. Core functionality includes stock control, product listing, secure checkout, order handling and delivery management, all delivered from within the WordPress environment [1]. Because the platform is open source, store owners can tailor their sites closely to their specific business needs.
A major strength of WooCommerce lies in the flexibility and control it gives users. Rather than relying on a fully hosted platform, users retain complete ownership of their website and data. The plugin also supports a wide range of extensions and themes, enabling businesses to expand their stores with additional capabilities such as analytics, marketing tools and subscription services. Laudon and Traver note that flexibility and customisation are essential to success in modern e-commerce, especially for smaller businesses [2]. WooCommerce further benefits from WordPress’s strong search engine optimisation (SEO), which can boost visibility and help attract customers.
Nonetheless, WooCommerce is not without drawbacks. It demands separate hosting along with continuous maintenance, including updates, backups and security oversight. Research also indicates that as open-source e-commerce platforms expand, they can become increasingly difficult to manage, particularly once numerous third-party plugins are added [3]. On top of this, many of the more advanced features sit behind paid extensions, adding both financial and technical burden for less experienced users.



[bookmark: _Toc1400809481][bookmark: _Toc1100500249]1.2 Wix
Wix is a fully hosted software-as-a-service (SaaS) website builder aimed at helping businesses set up and run online stores. It is designed to be accessible even to users with no technical background, offering a drag-and-drop interface and ready-made templates. Additional functionality includes product catalogues, secure payment processing, order tracking, stock management and mobile-friendly storefronts, features that can be particularly useful for medium-sized businesses [4].
A key strength of Wix is how simple and convenient it is to use, since it operates as a hosted platform that takes care of hosting, maintenance and security updates on the user’s behalf. This removes a significant amount of technical burden and lets store owners focus on design, content and sales instead of managing infrastructure. Wix also offers built-in marketing tools, SEO features and analytics that help boost online visibility and engage customers. Laudon and Traver point to ease of use and low setup costs as key advantages of cloud-based e-commerce platforms for online businesses [2].
That said, Wix has its limitations too. Customisation is more limited than on open-source platforms, and users have little access to the underlying code. Findings from my research suggest that SaaS-based website builders can lack flexibility and may not scale well for larger e-commerce operations [5]. Furthermore, many of the more advanced features are only available on higher-tier subscription plans, which can drive up costs as a business grows.


[bookmark: _Toc1110985343][bookmark: _Toc311278873]
Task 2. Mind-map of contemporary software applications
a. [bookmark: _32lt7qevrr1o][bookmark: _Toc289980698][bookmark: _Toc557586007]Mind mapping and explain the benefits of using mind mapping in business operations
Mind mapping is a visual thinking method used to brainstorm and capture information on a given topic. A diagram starts with the central topic in the middle, from which related ideas branch outward. Depending on how detailed or complex the diagram needs to be, further subtopics can branch out to expand on those ideas. This makes it much easier to bring all of one’s thoughts together in a single, organised place. Branches typically use keywords, images, symbols and colour to highlight the connections between concepts. Because it mirrors how the human brain naturally links information, mind mapping is considered an effective tool for understanding, learning and solving problems [6].
Within business operations, mind mapping is often applied to planning and idea generation. One of its main advantages is the way it stimulates creative thinking during brainstorming, in contrast to traditional note-taking, where information tends to end up in long lists or paragraphs that can feel tedious and disorganised. It also allows ideas to be captured freely and built on as new thoughts emerge, helping teams weigh up multiple options and arrive at innovative solutions when tackling strategies, projects or business challenges [7].
In addition, mind mapping brings greater clarity and organisation to business processes. Complex activities such as strategic planning, project management and workflow design are difficult to manage without a clear overview, and mind maps help break these down into smaller, more manageable parts while still showing how each piece connects to the overall goal. This structure allows managers to prioritise tasks, allocate resources more effectively and track progress with greater clarity [6].
Another important benefit of mind mapping is stronger communication and collaboration. Visual diagrams are generally far easier to take in and understand than lengthy written reports, which matters most for cross-departmental teams whose members may bring different levels of understanding to a topic. Meetings and presentations are common settings where mind maps prove useful, helping to ensure everyone involved has a shared understanding of objectives, responsibilities and timelines [7].
The final benefit worth noting is how mind mapping supports problem-solving and decision-making in business. Visually laying out problems, their causes and possible solutions gives managers a clearer, more systematic view of an issue. Research suggests that visual knowledge tools like mind maps can strengthen comprehension and memory retention, which proves particularly valuable when working through complex information or long-term planning [8]. Taken together, mind mapping is a practical and adaptable tool that boosts creativity, organisation and efficiency across modern business settings.

b.     Create a mind map of contemporary software applications
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[bookmark: _xaicslud8qpr][bookmark: _Toc829023425][bookmark: _Toc739416321]Task 3. Office Applications
a. [bookmark: _4pukvqntmk0i][bookmark: _Toc1678442648][bookmark: _Toc1730551019]Four office software solutions for business operations
[bookmark: _5e847dsagqjq][bookmark: _Toc1248819446][bookmark: _Toc805280197]MS Word
Microsoft Word is a widely used office application that supports the professional creation, editing and management of documents within an IT environment. It serves primarily as a text-processing tool for producing business reports, contracts, proposals, policies, letters and meeting notes, among other document types.
 
At its core, Word offers sophisticated word-processing and formatting tools. Users can apply styles, headings, tables, headers and footers, page numbers, footnotes and references, all of which help keep organisational documents consistent, legible and professional in appearance [9]. Customisable built-in templates further speed up the preparation of business documents by standardising the format of reports and formal letters.
 
Collaboration is another central feature of Word. Tools such as Track Changes, comments and document review let multiple users read and edit the same file while keeping a clear record of every change made. Once linked to cloud services like OneDrive or SharePoint, Word also supports real-time co-authoring, allowing several people to work on the same document simultaneously [10]. This is especially valuable in today’s business world, where staff are often spread across different client sites and need an efficient way of working together without relying on lengthy email chains. Word further integrates with other Microsoft Office applications by embedding Excel tables and charts, running mail merges with Excel or Outlook data, and exporting files to PDF for secure sharing.
 
Word offers considerable advantages in a business setting. Because it is so widely used and simple to operate, most employees already have a basic level of proficiency, which cuts down on training costs. It also supports clear communication by enabling companies to produce professional written documents that meet both internal and external requirements. Its compatibility across different devices and operating systems means documentation can be shared with customers, partners and regulatory bodies with minimal formatting problems. On top of this, built-in spelling, grammar and style-checking tools help improve the accuracy of business writing, reducing errors and boosting organisational credibility [9].
 
Despite these strengths, Word does have notable limitations. It is not built to handle large volumes of structured data or complex data analysis, tasks better suited to spreadsheet or database software. Managing large documents with multiple contributors can also lead to version-control problems where clear document management rules are not in place, and heavy reliance on advanced formatting can create layout issues when files are opened on a different device or software version. Newer AI writing features can boost productivity, but they can also introduce inaccuracies, so outputs should be checked carefully, particularly on legal or contractual documents.
 
In conclusion, Microsoft Word remains a powerful and essential tool for business. Its ability to create documents, apply formatting and support collaboration makes it highly effective for professional communication and record-keeping. To get the most out of it, however, businesses should use it alongside other office applications for efficient document management.



[bookmark: _un6vey7q5pdy][bookmark: _Toc321329614][bookmark: _Toc97432078]MS PowerPoint
Microsoft PowerPoint is another widely used office application, providing the tools needed to build and share structured, visually engaging presentations. Organisations rely on it for briefings, sales pitches, staff training, meeting planning and more. As an electronic presentation tool, PowerPoint communicates information through slides combining text, visuals, charts and other content, making it easier to convey complex ideas to both internal and external audiences [11].

One of PowerPoint’s advantages is the range of design and formatting options available for slides.
Content can be organised into individual slides, each covering a specific topic, which keeps a presentation clear and easy to follow. Built-in themes, templates and layouts also help maintain a polished, professionally branded look throughout [12], while text, images, tables, charts and icons can all be formatted to present business information clearly and effectively.
PowerPoint also includes multimedia features such as audio, video, animation and slide transitions, which, when used well, can boost audience engagement and reinforce key messages [13].

Collaboration and delivery are further strengths of PowerPoint. Presentations stored on cloud platforms such as OneDrive or SharePoint support co-authoring, letting more than one person work on the same file in real time. This supports efficient teamwork and cuts down on lengthy email exchanges, an increasingly important benefit given how widely dispersed teams can be in today’s business environments [11]. Presenter tools such as Presenter View let speakers see their notes, upcoming slides and timing while the audience only sees the current slide, and PowerPoint is also well suited to remote meetings, online training, virtual presentations and interactive learning.

PowerPoint delivers substantial benefits for business operations. It strengthens a company’s ability to communicate by making it easier to visualise and articulate complex strategies, data and concepts. Research in multimedia learning has shown that pairing text with relevant images improves comprehension and memorability [13], which underlines the value of PowerPoint presentations in a professional setting. Its popularity and ease of use also mean that most employees are already familiar with the software, so little to no training is required, saving businesses money and boosting productivity. It also integrates with other Microsoft Office applications, for example by embedding Excel charts or reusing content from Word documents, helping keep business materials consistent [11].

Despite its many advantages, PowerPoint has some limitations too. Presentations that are overloaded with information or contain too many slides can overwhelm an audience and weaken engagement, meaning the success of a presentation depends heavily on the presenter’s design and delivery skills. It is also not well suited to documentation or in-depth data analysis, and, as with other Office applications, version-control issues can arise if presentations shared on the cloud are not managed carefully.

In short, PowerPoint is an excellent, highly effective tool for business operations. It offers many useful features and strong qualities, though its overall effectiveness ultimately depends on careful design and appropriate use.



[bookmark: _kjv41hjvxvc9][bookmark: _Toc1400231275][bookmark: _Toc612136532]MS Excel
Microsoft Excel is the third office application covered here. It supports business operations by organising, analysing and presenting data effectively, and is regularly used for tasks such as budgeting, accounting, sales analysis, forecasting and inventory management.
As a spreadsheet application, Excel lets users arrange data into rows and columns, making large volumes of information easier to manage and interpret [17]. Its versatility means it can be used for simple, everyday tasks as well as more sophisticated analytics across various departments.

One especially important feature of Excel is its ability to perform calculations and process data. It offers numerous formulas and functions, spanning mathematical, statistical, logical and financial categories, that automate calculations and reduce manual effort [18]. Cell referencing, conditional formatting and data validation further help maintain business-level accuracy, while more advanced tools such as PivotTables and PivotCharts allow large datasets to be summarised, filtered and analysed accurately in ways that support decision-making [17].

Excel is also defined by its data visualisation and integration capabilities. Users can build charts, graphs and dashboards that display trends and patterns visually, helping managers track key performance metrics. Because Excel integrates with other Microsoft Office applications, charts can be embedded directly into Word reports or PowerPoint presentations. Like Word and PowerPoint, Excel supports collaborative use through the cloud, letting users work on the same spreadsheet while version history and change tracking are maintained [17].

Microsoft Excel offers considerable benefits for business operations. By automating repetitive calculations, it makes work more efficient and reduces the likelihood of mathematical error.
It also supports data-driven decision-making, allowing businesses to analyse historical data, spot trends and forecast future outcomes [18]. Given its versatility across so many business processes, Excel remains one of the most valuable tools available to contemporary organisations.

Even with these advantages, Excel has its own limitations. Empirical research shows that spreadsheets are often riddled with errors, particularly in large and complex files, caused by incorrect formulas, logic mistakes or copying errors [19]. Where spreadsheets are not carefully reviewed and controlled, these errors can have serious consequences for business decisions. Excel is also not designed to handle very large datasets or complex relational data, and, like other office software, it is prone to version-control issues when shared without clear management practices.

In conclusion, Microsoft Excel is a powerful tool that supports business operations through its analytical and visualisation capabilities, though organisations must follow proper practices to keep errors to a minimum.



[bookmark: _n3hce9q9lz43][bookmark: _Toc966145678][bookmark: _Toc954423019]MS Access
Microsoft Access is part of the globally used Microsoft Office suite. As a database management system (DBMS), it is designed to manage large volumes of related data, making it well suited to small and medium-sized businesses that need robust data storage and retrieval capabilities.

What distinguishes Access from a spreadsheet tool like Excel is that it functions as a relational database. Multiple tables can be created and linked using primary and foreign keys, which reduces duplicate data while keeping information accurate and consistent across the database. Users are also able to search, sort, filter and otherwise analyse the data. Fortunately, this kind of capability is no longer out of reach for the average user.

Another key aspect of Access is its use of forms and reports. Forms make it straightforward for staff to enter and update data, keeping the system usable even for non-technical users, while reports allow an organisation to generate invoices, summaries or management reports. This makes Access well suited to routine tasks where accuracy is essential [2]. It also works alongside other Microsoft Office applications, so data can be imported from, or exported to, Excel, Word and Outlook [1].

Despite some limitations, Access can bring real benefits to an organisation. For businesses working with structured information, it is far more efficient than a spreadsheet, and its advantages grow further when teams need to work with the data together or when datasets become large. Beyond the structures and rules that improve data accuracy, Access also offers stronger security, making it a solid choice for a small business or department needing to build a database [3].

That said, Access has its limitations. It is not intended for extremely large databases or for hundreds of simultaneous users, situations better handled by more powerful systems such as SQL Server or Oracle. While reasonably easy to use, it still requires some knowledge of database design for more elaborate builds, and poorly designed databases can lead to errors and ongoing maintenance issues. Because Access is primarily a desktop application, it is also less scalable than fully web-based database solutions.

In conclusion, Microsoft Access is an excellent tool for working with structured business data. It handles relational databases well and is suitable for small to medium-sized business applications, though organisations need to weigh up its limits on size, performance and scalability.

b. [bookmark: _g62yrzqs3c0h][bookmark: _Toc705433695][bookmark: _Toc1417482165]Practical demonstration of Two Office Features
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IF Function
The following shows the budget for a business trip and illustrates how companies can use the IF function to help track business expenses.
Table of contents which shows the budget for a business trip.

Press for IF Function
Type IF
Insert criteria/what you are testing for
Type in what you want it to show if the criteria is met/true
Type in what you want it to show if criteria is not met/false
Shows IF function formula
Double click bottom corner of box to drag sameformula to each row
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