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[bookmark: _Toc237289596]Task 1. e-Commerce Website builders/software solutions
[bookmark: _Toc237289597]1.1 Wix
Wix is a major e-commerce solution that started as a simple drag-and-drop website builder and has grown into a full e-commerce platform [1]. Its main advantage is flexibility for content-focused selling, letting merchants mix product pages with blogs, landing pages, and email sign-ups on one site. This works well for businesses wanting a strong brand presence, not just a store [1]. Wix offers over 500 templates, built-in SEO tools, and lets users manage sales across social media and marketplaces from one place [2]. In 2026, Wix added more AI features, such as product recommendations, automated discounts, and abandoned cart recovery to help merchants boost sales with less manual work [3]. However, Wix can be harder to learn for advanced features, and merchants need to upgrade from the free plan to accept payments [4].

[bookmark: _Toc237289598]1.2 Shopify
Another key solution is Shopify, a fully hosted, subscription-based platform that manages infrastructure, security, and PCI compliance on the merchant's behalf . Shopify's main benefit is ease of uShopify is another leading option. It is a fully hosted, subscription-based platform that handles infrastructure, security, and PCI compliance for merchants . Shopify is known for being easy to use. Its pricing, from £39 to £399 per month, includes hosting, security, and support, making it a good choice for those who want a simple setup . Shopify gives merchants full control over inventory and, in 2026, expanded its AI tools, called Shopify Magic, to create product descriptions, automate marketing emails, and let customers shop directly through AI platforms like ChatGPT. However, Shopify charges transaction fees for third-party payment providers and has a more rigid content structure, which can be limiting for merchants who depend on content marketing and blogging for organic traffic .fast, low-maintenance setup purpose-built for selling [1]. Both platforms have expanded their AI tooling significantly in 2026, but Shopify's commerce-specific AI features are more deeply integrated into the core platform, whereas Wix's strength remains its wider website-building flexibility [3] .
In general, the choice between Wix and Shopify depends heavily on whether a business needs a broader, content-rich website with selling built in,Overall, choosing between Wix and Shopify depends on whether a business needs a content-rich website with e-commerce or a focused, streamlined platform for selling. This choice helps businesses pick the platform that fits their size, resources, and goals in online retail.



[bookmark: _Toc237289599]Task 2. Mind-map of contemporary software applications
[bookmark: _Toc237289600]2.1 Describe mind mapping and explain the benefits of using mind mapping
A mind map is a visual diagram that organises information around a single central idea, with related topics branching outward as connected sub-topics. Tony Buzan popularised the technique in the late twentieth century, and it has since become a widely used tool for communication, planning and idea generation in business contexts [1]. A typical mind map places the core concept at the centre, extends branches to represent key sub-topics, and uses keywords, colours and images along each branch to aid memory and stimulate further ideas [1].
One of the most important benefits of mind mapping in business operations is improved clarity. Complex information, such as a business plan or operational strategy, can be visually organised into a structure that is easier to understand and communicate to others than a traditional written document [2]. Another key benefit is efficiency, as mind maps provide a structured approach to planning that reduces the likelihood of overlooking essential elements, saving time compared to unstructured note-taking [2]. Mind mapping also supports faster decision-making, as breaking down complicated topics into a shared visual structure helps teams get on the same page quickly, reducing back-and-forth discussion [3].
Collaboration is a further advantage, particularly with digital mind-mapping tools such as MindMeister and Coggle, which allow multiple team members to contribute to and view a mind map in real time [4]. This makes mind mapping well suited to distributed teams who need to align on strategy, delegate tasks, or track project components without being in the same physical location [4]. Lastly, mind mapping supports task management directly, as branches can represent tasks, responsibilities and project components, giving teams a clear visual understanding of how these elements connect and who is responsible for each one [4].
In general, mind mapping benefits business operations by turning complex ideas and strategies into a structure that is faster to create, easier to communicate, and simpler for teams to act on collaboratively.

[bookmark: _Toc237289601]2.2 Create a mind map of contemporary software applications
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[bookmark: _Toc237289602]Task 3. Office Applications
[bookmark: _Toc237289603]3.1 Four office software solutions for business operations
[bookmark: _Toc237289604]Ms Word
Microsoft Word is one of the most popular business tools for creating, editing, and formatting documents like reports, letters, and contracts. Its main features include advanced formatting, styling options, and macros for repetitive tasks. Starting with Office 2026, Word also offers an integrated Copilot assistant that can summarise content, improve clarity, and help generate documents from prompts [1]. Word handles complex layouts, such as automatic tables of contents, footnotes, headers, footers, and mail merge for personalised bulk correspondence. This makes it a good choice for organisations that need to draft detailed reports or regulatory documents with professional formatting [2]. Word works on almost any device and is known for its easy-to-use interface, so even people with limited technical skills can format and edit documents easily [3]. Its collaboration features, available through OneDrive, SharePoint, and Teams, let multiple users work on the same document at the same time with full version history. This is especially helpful for remote and hybrid teams [4].
Word does have some drawbacks. Because Microsoft 365 is subscription-based, businesses pay ongoing fees instead of a one-time cost, which can be tough for smaller organisations [5]. Word also has many features, but most users only use a few, so the interface can feel cluttered and some tasks may seem harder than they should be [5]. With very large or image-heavy documents, performance can slow down, and some users have reported lag, freezing, or crashes [6]. Also, to use Word fully offline, it usually needs to be installed as part of the Microsoft 365 suite, which can make IT management harder for remote or hybrid businesses compared to browser-based options [3].
[bookmark: _Toc237289605]Ms Excel
Microsoft Excel is a widely used spreadsheet tool for organizing, calculating, and analyzing business data. Its main features include formulas and functions for calculations, pivot tables for summarizing large datasets, and lookup functions like VLOOKUP for finding data across tables. These tools help businesses clean, structure, and gain insights from raw data without needing special software [6]. Excel is a regular part of business routines, whether finance teams are building budgets and forecasting cash flow or operations teams are tracking inventory and sales [6]. With sorting, filtering, and charting tools, users can quickly focus on specific data, such as top-selling products or key customers, and show the results visually [7]. Starting in 2026, Copilot in Excel will let users create formulas, analyze data, and make summaries and charts just by typing natural language prompts, making repetitive analysis easier [8].
Excel starts to show its limits as data size and complexity increase. Each worksheet can only hold up to 1,048,576 rows, which is not enough for large transaction records, web analytics, or CRM exports from a growing business [7]. Another issue is that users often have to repeat the same manual steps—importing, cleaning, and rebuilding pivot tables and charts—every time new data comes in [7]. Real-time collaboration is also limited. Excel Online does not support macros, Power Query, or full pivot table editing, which can cause version-control problems like having multiple conflicting copies of the same file [9]. Automating more complex tasks usually requires writing macros in Visual Basic for Applications, a skill many users lack [10]. One real-world example of Excel’s row limit happened during the COVID-19 pandemic, when Public Health England missed almost 16,000 test results because a spreadsheet was too large. This shows the risks of using Excel for big, critical data tasks [10].
A typical business use case for Excel is monthly financial reporting, where raw transaction data is imported, cleaned, and summarised using pivot tables to show revenue by product line orOne common way businesses use Excel is for monthly financial reports. Teams import raw transaction data, clean it up, and use pivot tables to show revenue by product line or region. They use VLOOKUP to match customer or product details from another table. By combining pivot tables and lookup functions, finance teams can turn thousands of raw rows into a clear summary that is ready for decision-making, all without needing special business intelligence software.
[bookmark: _Toc237289606]Ms PowerPoint
Microsoft PowerPoint is a popular tool for making slideshows that mix text, images, and multimedia for business use. It comes with many professional templates, organised layouts with presenter notes to help speakers, and flexible export options like PDF, video, or image files for easy sharing across devices [11]. PowerPoint connects with Microsoft 365 and OneDrive, so teams can work together on the same presentation in real time. This makes it helpful for remote teamwork and corporate settings [11]. Beyond formal presentations, people also use PowerPoint to design CVs, posters, and social media graphics, which makes it useful for more than just slide decks [11]. In 2026, new Copilot-powered features will let users create full presentations from prompts and turn existing content into slides, saving a lot of manual design work [12].
PowerPoint has some limits when it comes to how easy it is to use and the quality of the content. If you do not spend time on design, presentations can look plain, and the default templates are not as modern as those in newer web-based tools [12]. Another problem is that people sometimes rely too much on PowerPoint, which can lead to boring presentations with too many bullet points and too much text, making it hard to keep the audience interested [13]. Some professionals also struggle to present without slides, so PowerPoint can become a crutch instead of a helpful tool, especially in fast-paced meetings where it is hard to move away from a prepared deck [14]. Learning to use PowerPoint’s advanced features for animation, design, and data visualisation can also be tough for beginners [13]. In meetings with investors, where you need to share financial charts, key metrics, and recommendations clearly in a short time, PowerPoint’s structured slide layouts and presenter notes help speakers stay on track. Embedded charts from Excel also give the audience a clear, visual summary of performance instead of making them read raw numbers from a spreadsheet.
[bookmark: _Toc237289607]Ms Access
Microsoft Access is a desktop database management system that helps store, organise, and search business data like customer records, inventory, or project tracking. It comes with tools such as tables, forms, queries, reports, and macros. The point-and-click setup makes it easy for people without technical backgrounds to build and manage databases [15]. Access works well with other Microsoft Office programs like Excel and Word, so teams can easily share data across departments [16]. For small businesses, Access is a practical way to keep records in one place instead of using multiple spreadsheets. This helps operations teams, analysts, and managers track inventory, training, projects, and customer records more quickly and with fewer mistakes [17]. Its automation and macro features also help businesses save time by handling repetitive data tasks, which is useful for teams that manage a lot of records [16].
Access does have some clear limits when used for larger projects. It is mainly meant for small to medium-sized databases. If the file size gets close to its 2GB limit or there are a lot of records, performance can slow down, and there is a higher risk of file corruption [18]. Access also does not handle many users at once very well. When several people use the same database at the same time, it can slow down, and the chance of data problems goes up, since Access was built for small teams, not big groups [19]. Access only works on Windows, which can be a problem for organisations that use different operating systems. It also lacks strong security, audit trails, and permission controls that many businesses now need for compliance [19]. Another drawback is that it does not have built-in version control, which can be a problem if several users need to track changes to the same database over time [20].
A common way small businesses use Access is to manage customer orders and inventory, especially if their records were once kept in separate spreadsheets. By setting up linked tables for customers, products, and orders, and using forms for data entry and queries for reports, a small team can keep accurate, central records. This avoids the cost and complexity of a large enterprise database, as long as the amount of data and number of users stay reasonable.
[bookmark: _Toc237289608]3.2 Test any two features
[bookmark: _Toc237289609]Pivot table
[image: ]

[bookmark: _Toc237289610]IF Statement
[image: ]
[bookmark: _Toc237289611]Task 4. Communication and Collaboration applications
[bookmark: _Toc237289612]4.1 One contemporary Communication and one Online Collaboration
[bookmark: _Toc237289613]Gmail
Gmail is one of the most popular communication tools in today's business world. Its main features include a simple interface, support for multiple languages, access on different devices, advanced search, and built-in protection against spam and phishing, making it useful for both personal and team communication [1]. When used with Google Workspace, Gmail works smoothly with other Google tools like Docs, Sheets, Drive, Meet, and Calendar. This lets businesses move easily between email and collaborative work without changing platforms [2]. This integration helps with daily business tasks, since you can create and access attachments, meeting invites, and shared documents right from your email. Starting in 2026, Gmail also offers AI writing and summarisation tools through Gemini, such as "Help Me Write," which help users write emails faster and find information in their inbox more easily [2].
However, Gmail has limitations, particularly for businesses relying on the free consumer version rather than Google Workspace. Free Gmail accounts are capped at 15GB of storage shared across all Google services. Still, Gmail has some drawbacks, especially for businesses that use the free version instead of Google Workspace. Free Gmail accounts have a 15GB storage limit shared across all Google services, use a standard @gmail.com address instead of a custom business domain, and do not offer admin controls, compliance features, or dedicated business support that growing companies often need [3]. Even with paid Google Workspace plans, there is a recurring cost per user, which can add up for businesses that only need email and not the full suite of tools . Companies that keep using free Gmail accounts for work also face weaker support, since technical problems may only be solved through community forums or general help articles, not by a dedicated support person [3].
[bookmark: _Toc237289614]Zoom
Zoom Workplace is a well-known tool for online collaboration. It offers video calls, screen sharing, breakout rooms, cloud recording, chat, and task management. These features support both large meetings and daily teamwork [5]. Zoom helps people work together in real time, share files, and save money by reducing travel and other in-person meeting costs [5]. It fits many business needs, including one-on-one calls, team meetings, client presentations, training, and virtual events. Joining is simple—just click a link, with no complicated steps [7]. By 2026, Zoom added AI Companion features like live audio translation and an in-meeting assistant that tracks action items and summarises discussions. These are free with paid plans .
Zoom has a few downsides. Free group meetings with three or more people last only 40 minutes, and you need a paid plan for things like cloud recording, admin tools, and advanced collaboration [7]. In big meetings, video and audio quality can sometimes drop, and Zoom’s file management is simpler than other document tools [8]. Because Zoom does not work offline, you need a reliable internet connection. Meeting quality also depends on your internet, device, and camera or microphone setup [7], [8].
Gmail and Zoom are two main digital tools businesses use: email for messages you can read anytime, and video calls for working together in real time. Most companies use both for everything from quick updates to live discussions and decisions.
[bookmark: _Toc237289615]4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application
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Email Sending
To send an email in Gmail, you click the Compose button on the left panel, which opens a "New Message" window at the bottom right. You enter the recipient's email address, a subject line, your text message, and then click the blue Send button.
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During a live Zoom meeting, you can share your presentation, browser, or desktop window by clicking the bright green Share Screen button located directly on the bottom control toolbar.
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