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[bookmark: _Toc243142685]Task 1 — e-Commerce Website Builders
This task includes two website building options, which could be used by a small business to build an online presence: Wix and WordPress. The GreenLeaf Plant Shop scenario is used to refer to the characteristics of a realistic business that sells indoor plants, succulents, pots, and plant-care accessories. Between a Managed Visual Builder and a more configurable publishing platform, the most important comparison is.
[bookmark: _Toc243142686]1.1 Wix
Wix is a cloud-based website builder which has been launched in 2006. It is designed to make the development of a website accessible for those who may not have Web site skills. A user can select or use a template on supported setup, then customise pages using a visual editor. Common features are page sections, photo galleries, forms, blog tools, mobile previews, search engine optimisation settings and optional business or online store functions, depending on the current plan [1].
Wix can supply a homepage, product displays, a About page, a contact page and a blog with plant-care tips for GreenLeaf Plant Shop. Photographs of plant varieties, explaining needs for care and advertising seasonal offers can be used by the owner. A contact form provides a simple way for consumers to ask for availability or delivery. Because customers can visit the site on a phone during searching for a nearby store or checking a product, Mobile Preview is important.
The main benefit of Wix is convenience. Hosting and the visual editing environment are provided within the service so that a beginner can create and maintain a base site without having to configure a server separately. Templates help preserve consistent looks, and the editor makes it easy to change text, colors and images. Platform may also provide support to an enterprise as its needs grow, although certain commercial, marketing or advance elements may require a paid plan.
There are limitations. The owner of the site depends on the functionality, prices, and conditions of the platform. It may require pages to be re-established to replace the full design of the web site. Advanced custom behaviour may be harder than in a custom-encoded site, and adding many applications may raise cost or complexity. Enterprises should also maintain accurate information on products, available pages, reliable accounts, and the clarity of contact information. Wix is appropriate in situations where ease of use and administered service is a priority, provided that owners test which features are included in the selected plan.
[bookmark: _Toc243142687]1.2 WordPress
WordPress is a web publishing system that first came out in 2003. While WordPress.com offers a hosted service with its own plans and limitations, WordPress.org offers open source software that can be installed on a compatible web host. WordPress supports themes for page look and plugins for added functionality. Users can publish pages and messages, organise content with categories and menus, and expand a site by including features such as form, analysis, search optimisation or online store tools [2].
WordPress can be used for GreenLeaf Plant Shop to create a product catalogue, plant-care blog, a FAQ's page, and contact information. Blog articles might explain irrigation, light, repotting and plant selection for beginners. The content management functions of the platform are useful as the store increases products or publishes advice regularly. The manufacturer may also support electronic commerce when appropriate modification agents and hosting services are available, although the business must verify compatibility, costs and safety requirements.
WordPress's main advantage is flexibility. The open-source version offers owner more control over hosting, files and data as well as a large ecosystem of themes and plugins that support various business needs. As the company grows and the site can be modified by developers if standard tools are inadequate, it can be extended. However, flexibility leads to responsibilities for maintenance. The owner or admin needs to manage updates, backups, hosting, security and plugin compatibility. Poorly maintained extensions can cause weaknesses or conflicts. Hosting, premium themes, pay-for plugins and tech support may also cost money even if the core software is free.
[bookmark: _Toc243142688]1.3 Comparison and recommendation

Both options can support a small business website but they can be addressed under different conditions. Wix is usually more direct to the beginner wanting a managed environment and visual editing. WordPress is attractive if the business needs larger control over content, hosting and adaptation and is ready to maintain its website. Wix is a practical starting point for a small plant shop that starts with product information, contact and care supplies. If the company will need a very customized content strategy or complex integrations later, WordPress can provide more flexibility. This decision should be based on budget, technical confidence, maintenance capacity, accessibility and the necessary functions instead of just appearance
Practical evidence:GreenLeaf Plant Shop website
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Figure 1. Wix website setup for the GreenLeaf Plant Shop scenario.
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Figure 2. Website editor and initial page setup.
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Figure 3. Customising the website branding and page content.
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Figure 4. Previewing the GreenLeaf Plant Shop website.
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Figure 5. Further website design evidence.
[image: ]
  Figure 6. Additional website preview evidence.  



The screenshots document the practical process of setting up  and customising a small-business website. They should be checked in Word to ensure that the images are readable and that the final site name and branding are visible. The screenshots are evidence of the Wix activity; they do not prove that every possible commerce feature has been configured.


[bookmark: _Toc243142690]Task 2 — Mind Mapping
[bookmark: _Toc243142691]2.1 Mind-mapping technique

organized on a central topic. A key idea is placed in the centre or The Mind Mapping is a visual method by which information is beginning of a diagram with the themes which were connected in the branches. Smaller branches include examples, objectives or details. The arrangement helps a person to see how ideas relate instead of reading a long list of separated points. Mind maps can be created with paper and pens or digital instruments like charts.net.
With the definition of a clear central question or topic, a useful mind map usually starts. The Creator then identifies major themes, groups along similar ideas and adds supporting details. Short labels are generally easier to scan than entire paragraphs. Colors, shapes and icons may help to differentiate categories, but they should be used consistently to keep the diagram legible. A map should have a logical hierarchy: main branches are large areas, while sub Branches show more specific elements.
Mind mapping can support planning, brainstorming, problem analysis, preparation for the meeting and project organization in a business setting. A small store may use, for instance, a map to identify the activities required to open a website. Branches may include products, marketing, customer service, finance, operations and delivery. Each branch can then be divided into tasks that make it easier to see missing responsibilities. The team may use the map to facilitate the discussion and update of the plan.
One advantage of Mind Maps is that they offer an overview. A manager can view several connected workspaces on one page and can identify dependencies that are less clearly identified in a section. Because ideas like branches can be added without a proper ordered report being needed at the beginning, they can also promote brainstorming. A digital map can be edited, exported as a picture and shared with your colleagues. If team members require a quick visual summary of a plan, it can help communication.
Mind mapping also has limitations. A complex topic can produce a crowded diagram with too many branches, little text or a confusing connection. The map does not automatically display the timing, budget, ownership, or dependency of the tasks in details which may be included in the project plan or table. If the creator reduces the vital explanation for individual words, it can make a problem easier. So the map is best used as a planning and overview tool, backed by written notes or other applications when details are needed.
Design needs to fit the goal and the audience. A radial map places the central theme in the center with branches around it; a left-to-right map can display a progression or hierarchy; and a flowchart can show a sequence of steps. These arrangements must not be considered to be interchangeable. A mind map is typically most effective when it points to related topics while a flowchart is better suitable for a process that needs to be followed in the order. The choice of a correct visual form makes it easier to interpret information.
The map helps the owner to view a company as set of linked functions, not just as a set of products for GreenLeaf Plant Shop. Product selection connects to stock management and plant care; marketing connects to the blog and promotions; customer care connects to enquiries and reviews; finance connects to sales and expenses; and delivery connects to packaging and planning. It can assist the owner to plan the website and work daily in a more systematic manner, with a view to considering these areas together.
Once created, the map of your mind must be reviewed. Creator can check if each branch is a central topic, or if important areas are missing, and whether the text can be read without zooming in unnecessarily. To get a team exercise, it is helpful to ask another person to interpret the diagram without any explanations. If they misunderstand a branch, it might be necessary to improve the formulation or layout. So a map is now a communication artefact -- not just a decorative picture.
[bookmark: _Toc243142692]2.2 GreenLeaf Plant Shop business mind map

The selected scenario is a small plant shop that sells indoor plants, succulents, pots and plant-care accessories. The Mind Map groups the work into key areas that must be managed by the owner. Product branches identify the types of goods; marketing branches include social media, a plant-care blog and seasonal offers; customer-care branches cover selection advice, order enquiries and reviews; finance branches include budgeting, sales and stock expenses; and plant-care and delivery branches include health checks, packaging and delivery planning.
This agreement is useful because the branches have different responsibilities and, at the same time, they are associated with the same business goal: offering customers healthy plants and a reliable purchase experience. Marketing, for example, can increase orders but the stock and delivery planning must be able to carry it out. Customer questions might indicate that product descriptions require more information. Therefore, the map helps the owner reflect on the relationship between the activities even though real volumes, prices and financial calculations would need to be separate spreadsheets.
[image: ]
Figure 7. GreenLeaf Plant Shop mind map created for the business scenario.


The final diagram should be exported from diagrams.net as a PNG image and the editable .drawio file should be retained. Before submission, confirm that the full map is visible, labels are readable, and the screenshot or exported image shows the final version rather than an unfinished draft.


[bookmark: _Toc243142693]Task 3 — Office Applications and Excel Practicals
[bookmark: _Toc243142694]3.1 Microsoft Word

Microsoft Word is an application that is used for word processing, document creation, editing, formatting and exchange. It supports sections, headings, page layouts, tables, pictures, hyperlinks, page numbers, headers, footers, references and captions. The styles assist users in using consistent formats during a report, whereas the templates serve as starting points for letters, reports and other common documents. Tools like spelling and grammar testing, comments and Track Changes can assist revision and checking [3].
Word may be used as minutes for meetings, proposals, instructions, letters, reports, and policies in a business environment. A structured report can use headings to create a clear hierarchy and support an automatic content table. Tables may give comparisons and captions can identify figures and tables. Comments and tracked changes are useful when a colleague or manager checks a draft, as proposed changes may be discussed instead of replacing the original text quietly.
The main advantages are familiarity, flexible layout and ability to mix text with visual evidence in one document. It is suitable for short communications as well as longer formal reports, and the consistent style facilitates processing and updating of documents. But manual formatting can become inconsistent and complex page layouts can change when various versions of the software become available. Word is also not a replacement for a database or a specific design application. Users must verify information, protect confidential content and ensure that accessibility characteristics such as useful headings and alternative texts are taken into account.
[bookmark: _Toc243142695]3.2 Microsoft PowerPoint
Microsoft PowerPoint is a presentation software that organizes information in a slide sequence. It supports themes, layouts, text, photographs, shapes, graphs, tables, charts, audio and video material, transformations, animations and notes of speeches. Presenter View can help a speaker to view notes while the audience is watching the current slide. Figures may reflect comparisons or trends, while charts can contain information on the process or organizational structure [4].
Businesses use PowerPoint for project updates, suggestions, training, sales presentations, planning sessions and summary results. While short headings and illustrations may make it easier to follow messages, this consistent theme can make slides appear professional. Speaker notes can help a facilitator to explain details without pushing the slide. PowerPoint files can also be exported or shared for checking in PDF, depending on the tools available.
The main advantage of this is that it combines visual communication and a clear sequence of events. It may help the presenter concentrate on key points and facilitate discussions about complex material. Its limitations include the risk of overcrowding slides, animation, or use of visuals without explaining their importance. A presentation is not a substitute for an exhaustive report, when the audience needs full proof or exact instructions. Presenters must make use of legible font size, high contrast, accessible descriptions, and accurate data if necessary. The slides should support the message, not distraction.
[bookmark: _Toc243142696]3.3 Microsoft Access
Microsoft Access is a relational database management application that was developed for storing, organizing, querying and viewing structured data. The main objects contain tables, queries, forms, reports and macros. Tables keep records in the fields while primary keys enable the recording to be identified in a variety of ways. Relationships link records about tables and reduce unnecessary duplication. Application for collection or filtering of information by criteria, forms provide more user-friendly interfaces for data entry and reports contain selected information which are intended for printing or substitution [5].
The small company may use Access to store customer data, product information, orders and suppliers. For example, a plant shop can process the contact details of store customer separately from orders and then link each order with a customer using an identifier. Orders can be found in a query that are awaiting payment and a report may list orders by date. This is more reliable than keeping various independent lists as linked tables contribute to the consistency of data.
Access provides a visual means to build a small database without creating a complete code application. Forms can make it easier to enter data, queries can answer specific questions and reports can show results in a standard format. Access, however, is not always the best option for large, high traffic or multi-location systems. It is necessary to consider the performance of multiple users, database size, permissions, backup practices, and integration requirements. Users should also develop suitable table relationships and validation rules; a poorly designed database can still contain duplicates or incorrect values. The sensitive information must be protected by adequate controls over access and safe storage.
[bookmark: _Toc243142697]3.4 Excel practical feature one: IF function

Microsoft Excel is a spreadsheet application that is used for the organization of data, the implementation of calculations, and the analysis of information. If it is not correct, the IF function tests a condition and returns one result if the condition is true, and the other. General Form = IF (Logical Test, Value_if_ful, Value_if_cape). In GreenLeaf Plant Shop workbook, the formula =IF(H2>=F2,"Paid","Outstanding") compares the payment received in column H with the total amount of the Order in column F. If the amount received is equal or greater than the total, the Cell displays paid, otherwise it will indicate Outstanding.
This is useful because a formula consistently can use the same rule over several orders. It reduces the need to manually check each payment and can help a shop to identify outstanding balances. The formula will then be completed, so that each row represents its own payment and the total amount of the order. The results still depend on the right input data: If the amount or sum received is entered wrongly, then the status will also be false. In the actual system, partial payments, refunds, overpayments, and cancellations can require rules more detailed than a simple IF statement.
[image: ]
Figure 8. GreenLeaf sales worksheet showing payment status results from the IF function.
[image: ]
Figure 9. Additional view of the GreenLeaf sales worksheet and IF results.
labelled illustrated amounts for this portfolio scenario and values are not converted from Pakistani rupees using an exchange rate. This distinction must remain clear in order to ensure that data are not The screenshot shows that the formula is applied to the sample orders. The workbook uses Euros-incorrect in relation to actual business transactions.
[bookmark: _Toc243142698]3.5 Excel practical feature two: PivotTable
A Pivottable summarizes a larger table of data, groups data sets and calculates values like totals, counts or averages. It allows users to arrange fields again to display information from a range of perspectives without manually writing a separate formula for each category. The GreenLeaf example has Category installed in Rows and Total (EUR) in Values, summarized by Sum. As a result, the group will order Indoor Plants, Pots & Accessories and Succulents, and then calculate the total sum.
The screenshot shows the following totals: Indoor Plants €18,100, Pots & Accessories €9,250 and Succulents €11,700, which represents the sum of €39,050. These totals enable the owner to compare which category of products most contribute to sales in the sample. The results show that indoor plants produces the largest total for these categories. But total sales by themselves do not indicate profit as products, discounts, delivery costs, and other costs have not been included. Therefore, those figures must be seen as a summary of sales and not as a complete measure of financial performance.
[image: ]
Figure 10. Excel PivotTable summarising sales totals by product category.
The IF function and Pivot table show various work on the table. IF evaluates a condition line by line and returns a label, whereas a PivotTable groups records and aggregates values. Together they support basic operational decisions: The store can identify orders that may require follow-up of payment and compare sales categories. Good practice includes checking source data, verifying totals, updating a Pivot table following changes and the clear collection of actions.
[bookmark: _Toc243142699]3.6 Practical reflection

This Excel activity demonstrates how easy spreadsheet features can reduce repetitive work and increase the visibility of business information. While the Pivot table helps to summarize many transactions in compact form, the IF formula helps classification of selected transactions. Neither of these features removes the need to test the quality of the data. The next steps for the real-life store could include an order date, payment method, product price and delivery conditions and then use filters or Pivot complementary tables to analyze sales over time. Access could be more suitable for linked customer and order data, while Excel will be useful for analysis and calculation. Selecting the right application depends on the scale of the task and how the information will be kept.


[bookmark: _Toc243142700]Task 4 — Communication and Collaboration Applications
[bookmark: _Toc243142701]4.1 Communication tool: Gmail
composition of messages, recipients, topic rules, attachments, answers, forward, tags, search and spam filtering. Depending on the setting of the account, users can also organize messages in folders or Gmail is an email service for sending, receiving, organising and searching mails. It supports labels, use signatures and manage multiple conversations. Emails are widely used in businesses since it offers an asynchronous written input into communication: people do not need to share information online at the same time [6].
GreenLeaf Plant Shop Gmail can be used to answer questions from customers as to whether products, prices, details of orders and delivery dates are available. The clear topic helps the recipient to understand the purpose of the message. A concise body should indicate the request or update, identify all necessary measures and use a polite closing. Answers keep the discussion in the same conversation which makes it easier to follow context. CC may be used when someone needs visibility, but recipients only need to be included if necessary.
Email offers several advantages. It is familiar, supports written records, may contain attachments, and allows a company to communicate over time zones with suppliers, customers and colleagues. Searching can help you fetch earlier messages, and labels or filters can help the organisation. But email is not perfect for every situation. Urgent situations can require a faster channel, messages can be overlooked in crowded inboxes, and tone may be misunderstood. Users should avoid unnecessarily transmitting sensitive information, check recipients before they send them and be aware of phishing notifications and suspicious attachments.
[bookmark: _Toc243142702]4.2 Gmail practical feature one: Sending an email

The first test consisted in making and sending a simulated customer request using an indoor plant and a ceramic pot. The topic was “GreenLeaf Plant Shop – Order Update”. The message requested availability of the product, total price and anticipated delivery date. Screen recording shows that the composition function was used and that the message appears in the text of the sent conversation. This is a simulated portfolio exercise, not a record of a real order to a customer.
[image: ]
Figure 11. Gmail sent-email evidence for the GreenLeaf Plant Shop scenario.
[bookmark: _Toc243142703]4.3 Gmail practical feature two: Replying to an email
The second test answered the simulated request. While preserving the reply to the original communication, it will help the two parties to supervise exchange. In the scenario the application was confirmed in the reply and it was noted that the availability, price and shipping details would be confirmed. This is useful for customer service, as it accepts a request, without claiming that unverified stock or delivery information has been checked. The screenshot should display the actual response or received response and be readable enough to identify the displayed feature.
[image: ]
Figure 12. Gmail reply evidence for the simulated customer enquiry.
[bookmark: _Toc243142704]4.4 Collaboration tool: Google Drive and Google Docs
Google Drive is a cloud based storage and sharing service for files. It enables users to create folders, upload and organize files, search for content and check access via sharing settings. Google Docs is an online word processing application which can be saved in Drive. A document can be shared as viewer, commentator or editor with specific persons, depending on the permissions. Collaborative editing and commentaries may help people to work on the same document without trading several separate file copies [7].
For GreenLeaf Plant Shop, a shared folder of meeting notes and other company documents can be held together. A team meeting document can record inventory checks, customer enquiries, promotions and supply promotions. Sharing controls will help the owner choose who is able to display the document or edit it. In case the document is only accessible to invited accounts, limited access is appropriate. “Anyone with the link” can be used for public content but may not be chosen for confidential content because the link may be sent outside the target audience.
Google Drive and Docs can improve their collaboration by making authorised persons available an up-to-date version of a document. Comments and suggestions could serve as a basis for the review, while shared folders could organise project files or business functions. Main benefits include accessibility, centralised storage, and reduced need to send attachments several times. Limitations cover the dependence on Internet access, the need for permission management and the possibility of accidental exchange or edit. Users should confirm the level of access before sharing, avoid putting sensitive data in public links and maintain an adequate backup or storage approach of important data.
[bookmark: _Toc243142705]4.5 Google Drive/Docs practical feature one: Creating business notes
In Google Drive, a folder named “GreenLeaf Plant Shop Collaboration” along with a Google Docs document named “GreenLeaf Team Meeting Notes” was built. Notes cover stock levels, customer enquiries, advertising of social networks, packaging and delivery. Action items assume responsibility for updating the inventory list, advertising content's creation, the response to enquiries and confirmation of delivery modalities. This shows how a small business can capture decision-making in a central document rather than rely on individual personal notes.
[image: ]
Figure 13. Google Drive folder and GreenLeaf Team Meeting Notes document.
[image: ]
Figure 14. Google Docs meeting notes showing discussion points and action items.
[bookmark: _Toc243142706]4.6 Google Drive/Docs practical feature two: Sharing permissions
The shared dialog has been opened to check general access. The last screenshot shows the document which is placed on Restricted, which means that access to those persons who are permitted to be accessed is limited rather than any person who is granted a link. This is a useful collaboration function as it enables the owner to share work and limit access to the intended audience at the same time. Before sharing the real business document, the owner must prove the identity of the recipient and choose the least permissive role, which meets the following problems: Viewer for read, Commenter for feedback or Editor for change when needed.
[image: ]
Figure 15. Google Docs sharing settings showing Restricted general access.
Screen Shot showed the permission settings, but did not prove on its own that several users were editing the document at the same time. When discussing joint editing, it should be labelled as the possibility of Google Docs instead of a practical test unless another authorized account was used for editing the file. This distinction is accurate when it comes to sustaining the report and ensuring that evidence supports allegations made.
[bookmark: _Toc243142707]4.7 Comparison and practical reflection

Gmail and Google Drive/Docs are connected to different, different purposes. Gmail is suitable for sending or updating a request and for talking history. Drive and Docs are suitable for storing and using shared materials in the environments of evaluation or working on a common document by authorised persons. A plant may use Gmail to confirm a customer request and Drive to keep internal stock meeting notes. With both tools, communication can make them more traceable and reduce duplicate file loss, provided users keep messages clear and carefully manage the permissions. The practical tests show sending and answering email, creating shared business notes and monitoring access to documents. Regarding real business, the next improvement would be a simple communication procedure that identified who responded to requests, how quickly responses were to be sent, and which documents could be transmitted from outside.
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GreenlLeaf Plant Shop — Order Update

Gaber Coco <gabercoco70@gmail.com>
to ellisk froman12@gmail.com ~

Hi,
| would like to place an order for an indoor plant and a ceramic pot from GreenLeaf Plant Shop.
Could you please confirm product availability, the total price, and the expected delivery date?

Thank you.
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Ellis K. Froman <ellisk froman12@gmail.com> &11PM (O minutesago)  Y¢ & €
to Gaber v

Hi,
Thank you for your enquiry. We will check the availability of the indoor plant and ceramic pot and confirm the total price and delivery date shortly.

Kind regards,
GreenlLeaf Plant Shop
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Document tabs +
Y~ : GreenLeaf Plant Shop — Team Meeting
~
. | GreenLeaf Plant Shop - T... NOtes
. Meeting purpose: Review daily shop operations and customer orders.
Discussion points
o
e Check stock levels for indoor plants, succulents, and pots.
2 e Review customer enquiries and pending orders.
e Plan social media posts and upcoming promotions.
= e Discuss plant packaging and delivery schedules.
@ Action items

e Product Manager: Update the stock list.
e Marketing Team: Prepare promotional content.
e Customer Service: Respond to pending enquiries. <

o Delivery Team: Confirm delivery arrangements.

10
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