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Task 1: e‑Commerce Website Builders / Software Solutions

E‑commerce website builders are tools that help people and businesses create online shops without needing to know how to code. They make it easy to design a website, add products, take payments, and manage orders. Two of the most popular and modern e‑commerce builders are Shopify and Wix eCommerce.
Shopify is one of the most widely used e‑commerce platforms in the world. It allows users to build an online store quickly using ready‑made templates. Businesses can upload product photos, set prices, and connect payment systems like PayPal or credit cards. Shopify also includes tools for tracking stock, managing deliveries, and sending marketing emails. One of its biggest advantages is that it works entirely online — you don’t need to install any software. It’s also secure and relable, which is important for protecting customer data and payments. Shopify offers different plans for small and large businesses, so it can grow as the business grows. 
Wix eCommerce is another popular website builder that helps people create online stores. Wix uses a drag‑and‑drop system, meaning you can move pictures, text, and buttons around the page easily. It’s known for its creative freedom — users can design their store exactly how they want it to look. Wix also includes tools for search‑engine optimisation (SEO), which help customers find the store on Google. It supports multiple payment methods and provides analytics to show how well the store is performing. Wix is ideal for small businesses and individuals who want a stylish, easy‑to‑use online shop. 
Both Shopify and Wix make online selling simple. They remove the need for technical skills and allow anyone to start a business from home. They also connect with social‑media platforms like Facebook and Instagram, so businesses can reach more customers. These tools are examples of how technology supports modern entrepreneurship — helping people turn ideas into income. 
In summary, e‑commerce builders such as Shopify and Wix have changed how businesses operate. They make it possible for anyone to sell products online, manage customers, and grow their brand. They are affordable, flexible, and essential for success in today’s digital world.
Task 2: Mind Map of Contemporary Software Applications
A mind map is a simple diagram that helps organise ideas visually. You start with one main idea in the centre and draw branches for related topics. It’s a creative way to plan, remember, and connect information. In business, mind maps are used to plan projects, solve problems, and make decisions.
Mind mapping is useful because it helps people see the “big picture.” Instead of reading long lists or reports, you can look at a mind map and understand how everything fits together. It also encourages teamwork — employees can add their ideas to the map and see how they link with others. 
Businesses use mind maps to plan marketing campaigns, organise meetings, and design new products. They are especially helpful when brainstorming, because they allow ideas to flow freely without worrying about order or structure. 
A mind map of contemporary software applications might include several key categories:
· Communication Tools — Microsoft Teams, Slack, Zoom, Google Meet. These help staff talk, share files, and hold meetings.
· Project Management Software — Trello, Asana, Monday.com, Jira. These help teams organise tasks and track progress.
· Customer Relationship Management (CRM) — Salesforce, HubSpot, Zoho CRM. These manage customer data and sales.
· Finance and Accounting Software — QuickBooks, Xero, Sage. These handle invoices, payroll, and budgets.
· Data Analysis Tools — Power BI, Tableau, Google Analytics. These help businesses understand data and make decisions.
· Document Management Systems — OneDrive, Google Drive, SharePoint. These store and share files securely.
· Cybersecurity Tools — Norton, McAfee, Bitdefender. These protect company data and systems.
· Human Resources (HR) Software — BambooHR, Workday, PeopleHR. These manage employee records and training.
· E‑Commerce Platforms — Shopify, Wix eCommerce, WooCommerce. These support online sales and customer orders.
Each branch of the mind map represents a different area of business operations. Together, they show how software supports communication, organisation, and decision‑making. 
In conclusion, mind mapping helps businesses visualise how different software tools work together. It makes planning easier, encourages creativity, and improves understanding across teams. When used well, a mind map becomes a powerful tool for managing daily operations and achieving business goals.
Task 3: Office Applications for Creating, Storing, Presenting, and Analysing Information/Data
a. Four Office Software Solutions for Business Operations
Modern businesses rely heavily on office software to complete everyday tasks. These tools help people create documents, store information, present ideas, and analyse data. Four of the most common and useful applications are Microsoft Word, Microsoft PowerPoint, Microsoft Excel, and Microsoft Access. Each one plays a different role in helping organisations work efficiently.
1. Microsoft Word
Microsoft Word is one of the most widely used word‑processing programs in the world. It allows users to create, edit, and format documents such as letters, reports, proposals, and meeting notes. Word is part of the Microsoft Office suite, which means it works well with other programs like Excel and PowerPoint.
Main features:
· Templates for reports, letters, and forms
· Spell‑check and grammar tools
· Collaboration tools such as comments and track changes
· Integration with OneDrive and SharePoint for cloud storage
· Mail Merge for creating personalised letters
Benefits: Word helps businesses produce professional documents quickly. It saves time by offering ready‑made templates and automatic formatting. The spell‑check and grammar tools improve the quality of writing, while the collaboration features allow several people to work on the same document at once. For example, a team can edit a report together without sending multiple versions by email.
Word also supports images, tables, and charts, which makes documents more engaging. It’s flexible enough for everything from short memos to long reports. Because it’s part of Microsoft 365, users can access their files anywhere with an internet connection.
Limitations: Word can become slow when working with very large documents that include many pictures or charts. Some advanced formatting options, such as creating complex tables or layouts, may be confusing for beginners. It also requires regular updates to stay secure and compatible with other software.
2. Microsoft PowerPoint
Microsoft PowerPoint is used to create presentations for meetings, training sessions, and marketing events. It allows users to combine text, images, charts, and videos into slides that can be shown on screen. PowerPoint is popular because it helps people explain ideas visually.
Main features:
· Slide templates and design themes
· Animation and transition effects
· Charts, SmartArt, and multimedia tools
· Presenter view and slide notes
· Collaboration and sharing through OneDrive
Benefits: PowerPoint makes it easy to design professional presentations. Businesses use it to share information with staff, clients, and investors. For example, a sales team might use PowerPoint to show monthly results, or a manager might use it to train new employees.
The program’s design tools help users create attractive slides without needing graphic‑design skills. Animations and transitions can make presentations more dynamic, while charts and SmartArt help explain data clearly. PowerPoint also supports video and audio, which adds variety and keeps audiences interested.
Limitations: If too many animations or effects are used, the presentation can look cluttered or distract the audience. Some users rely too heavily on text, which can make slides hard to read. It’s important to balance visuals and information. PowerPoint files can also become large, which may cause problems when sharing by email.
3. Microsoft Excel
Microsoft Excel is a spreadsheet program used for calculations, data analysis, and financial planning. It’s one of the most powerful tools for managing numbers and creating charts. Businesses use Excel for budgeting, forecasting, and tracking performance.
Main features:
· Formulas and functions (e.g., SUM, IF, VLOOKUP)
· Pivot tables for summarising data
· Charts and graphs for visual analysis
· Conditional formatting to highlight trends
· Data validation and protection tools
Benefits: Excel helps businesses make sense of large amounts of data. It can perform complex calculations automatically, saving time and reducing errors. For example, a company can use Excel to calculate monthly expenses, compare sales figures, or predict future profits.
Pivot tables are one of Excel’s most useful features. They allow users to summarise and analyse data quickly. Charts and graphs make it easy to present results visually, which helps managers make decisions. Excel also supports data import from other sources, such as databases or websites, making it a flexible tool for analysis.
Limitations: Excel can be difficult for beginners, especially when using advanced formulas or macros. Mistakes in data entry or formulas can lead to incorrect results. Large spreadsheets may slow down performance, and sharing files between different versions of Excel can sometimes cause formatting issues.
4. Microsoft Access
Microsoft Access is a database management system used to store and organise large sets of information. It’s ideal for tracking customers, inventory, or employee records. Access is more powerful than Excel when dealing with structured data that needs relationships between tables.
Main features:
· Tables, queries, forms, and reports
· Relationships between data sets
· Integration with Excel and other Office tools
· Custom database design
· Data validation and security options
Benefits: Access allows businesses to manage data efficiently. It can store thousands of records and link related information, such as customer orders and contact details. Queries help users find specific data quickly, while reports make it easy to present results. Access also supports automation through macros and Visual Basic for Applications (VBA).
For example, a small business could use Access to track orders, customers, and payments. Instead of keeping separate spreadsheets, all the information is stored in one database, reducing duplication and errors.
Limitations: Access requires some technical knowledge to design databases properly. It’s less suitable for very large organisations that need enterprise‑level systems like SQL Server. If not managed carefully, databases can become corrupted or slow. It also works best on Windows, which limits cross‑platform use.
Testing Two Features in Microsoft Excel
For the practical part of this task, two Excel features can be tested: Mail Merge and VLOOKUP. These features show how Excel can automate tasks and make data management easier.
1. Mail Merge
Mail Merge links Excel with Word to create personalised letters or emails. It’s useful when sending the same message to many people but with different details, such as names or addresses.
Steps:
1. Create a spreadsheet in Excel with columns for Name, Address, and Email.
2. Open Word and choose Mail Merge → Start Mail Merge → Letters.
3. Select Use an Existing List and link your Excel file.
4. Insert merge fields (e.g., «Name») into the letter.
5. Preview and print or send the letters.
Example: A company wants to send thank‑you letters to 100 customers. Instead of writing each one manually, Mail Merge automatically fills in each customer’s name and address from Excel. This saves hours of work and ensures accuracy.
Benefits: Mail Merge saves time, reduces typing errors, and makes communication more personal. It’s ideal for marketing campaigns, invitations, or notices.
Limitations: It requires careful setup — if the Excel file has mistakes, those errors will appear in every letter. Also, Mail Merge can be confusing for new users who aren’t familiar with linking files.
2. VLOOKUP Function
VLOOKUP is one of Excel’s most useful functions. It searches for a value in one column and returns related data from another column. It’s often used to match customer IDs, product codes, or prices.
Example: Suppose you have a table of products and prices. You can use =VLOOKUP (A2, B2:C10, 2, FALSE) to find the price of the product listed in cell A2. Excel looks for the product name in column B and returns the price from column C.
Benefits: VLOOKUP makes data lookup fast and accurate. It’s helpful for large datasets where manual searching would take too long. Businesses use it to match information from different sources, such as linking customer names to their orders.
Limitations: VLOOKUP only searches from left to right, which can be limiting. If the lookup column isn’t on the left, the formula won’t work. It also requires exact matches unless the user specifies otherwise, and incorrect data formatting can cause errors.
Practical Application Example
If a small retail business that sells products online. The owner uses Excel to track sales, Word to write invoices, PowerPoint to present monthly results to staff, and Access to store customer details.
Task 4: Communication and Collaboration Applications
Modern organisations rely heavily on digital tools to communicate, share information, and work together efficiently. Communication applications help staff stay connected, while collaboration tools allow teams to work on shared documents, organise tasks, and store files securely. This assignment analyses Microsoft Teams as a communication tool and Google Drive as a collaboration tool. It explains their key features, benefits, and relevance in today’s business world. It also includes a short test of one feature from each tool to show how they work in practice.
1. Communication Application: Microsoft Teams
Overview
Microsoft Teams is a communication platform used widely across businesses, education, and public services. It is part of the Microsoft 365 suite, which means it links easily with other Microsoft tools such as Outlook, Word, Excel, and OneDrive. Teams allows staff to send messages, make video calls, share files, and work together in organised groups called “teams” or “channels”.
Key Features
Instant Messaging
Teams includes a chat function where staff can send quick messages to individuals or groups. Messages appear instantly, and users can reply, react with emojis, or tag someone using @mentions. This helps reduce delays and keeps communication clear.
Channels
Channels are organised spaces within a team. For example, a business might have channels for HR, Finance, or specific projects. Each channel stores its own messages and files, which helps keep information tidy and easy to find.
Video Meetings
Teams supports video meetings with features such as screen sharing, meeting chat, breakout rooms, and recording. Staff can join meetings from a computer or mobile phone, which supports remote and hybrid working.
File Sharing
Teams connects with SharePoint and OneDrive, allowing users to upload, share, and edit files directly inside the app. This reduces the need for email attachments and helps teams work on documents together.
Integration with Microsoft 365
Teams links with Outlook calendars, OneNote, Planner, and other Microsoft apps. This makes it a central place for communication, scheduling, and teamwork.
Security
Teams includes strong security features such as encryption, data protection, and compliance tools. This is important for organisations that handle sensitive information.
Business Relevance
Microsoft Teams is widely used because it supports fast communication, organised teamwork, and remote working. It helps reduce email traffic, improves meeting efficiency, and keeps information in one place. For organisations already using Microsoft 365, Teams fits naturally into existing systems. It is especially useful for businesses that need reliable communication tools across different locations.
2. Collaboration Application: Google Drive
Google Drive is a cloud‑based storage and collaboration tool. It allows users to store files online, share them with others, and work together in real time. Drive is part of Google Workspace, which includes Google Docs, Sheets, Slides, Gmail, and Google Meet. It is widely used because it is simple, accessible, and works on any device with internet access.
Key Features
Cloud Storage
Google Drive provides online storage where users can upload documents, photos, videos, and other files. Files can be organised into folders and accessed from any device. Free accounts include 15GB of storage, while business accounts offer more.
Real‑time Collaboration
Google Docs, Sheets, and Slides allow multiple people to edit the same file at the same time. Users can see each other’s changes instantly, leave comments, and suggest edits. This reduces confusion and avoids multiple versions of the same document.
File Sharing
Drive allows users to share files with specific people or groups. Permissions can be set to Viewer, Commenter, or Editor. Access can be changed or removed at any time, which helps keep information secure.
Integration with Google Tools
Drive works closely with Gmail, Google Calendar, and Google Meet. Files can be attached easily to emails or opened directly from other Google apps. It also supports Microsoft Office files, which makes it flexible for different workplaces.
Security
Google Drive includes built‑in protection against malware and ransomware. Files are encrypted, and administrators can manage security settings for their organisation.
Business Relevance
Google Drive supports teamwork by allowing staff to work on shared documents without needing to be in the same location. It reduces the need for physical storage and ensures everyone has access to the latest version of a file. Drive is especially useful for organisations that want simple, easy‑to‑use tools without complicated setup.
3. Feature Testing
3a. Testing a Communication Feature in Microsoft Teams
Feature tested: Chat messaging
To test the communication features of Microsoft Teams, I used the chat function to send a message to a friend. The message was delivered instantly, and the colleague replied straight away. I also tested tagging them with @mention, sending an emoji reaction, and attaching a file.
Outcome: The chat feature worked smoothly. Messages were clear and easy to follow, and the ability to attach files made communication more efficient. This feature is useful for quick updates, daily communication, and fast decision‑making.
3b. Testing a Collaboration Feature in Google Drive
Feature tested: Real‑time editing in Google Docs
I created a Google Doc and shared it with a friend, giving them Editor permission. We both typed in the document at the same time. I could see their cursor and changes instantly. We also tested comments and suggestions.
Outcome: The real‑time editing feature worked effectively. It allowed us to collaborate without sending documents back and forth. This feature is helpful for teamwork, planning, and creating shared documents.
Conclusion
Microsoft Teams and Google Drive are two powerful tools that support communication and collaboration in modern organisations. Teams helps staff stay connected through chat, channels, meetings, and file sharing. Google Drive supports teamwork through cloud storage, real‑time editing, and flexible sharing options. Both tools improve productivity, support remote working, and make information easier to access. Testing their features showed that they are reliable, easy to use, and valuable for everyday business tasks.
References Turban et al. (2023) Electronic Commerce: A Managerial and Social Networks Perspective. Buzan (2022) The Ultimate Book of Mind Maps.     Eppler (2006) A Comparison Between Concept Maps, Mind Maps, and Semantic Networks. Davies (2011) Concept Mapping, Mind Mapping and Argument Mapping: What Are the  Differences and Do They Matter? Laudon & Traver (2024) E‑commerce: Business, Technology, Society.    Chaffey (2023) Digital Business and E‑Commerce Management.  Turban et al. (2023) Electronic Commerce: A Managerial and Social Networks Perspective. Microsoft Learn (2026). Microsoft Teams service description. Stanfield IT (2026). 40 Microsoft Teams Features for Business. Wavenet (2025). Top Microsoft Teams Features & Benefits. Google Workspace (2026). Google Drive: Share Files Online. Computerworld (2025). How to collaborate in Google Drive. Google Support (2026). Share files and folders in Drive. Google (2026). Personal Cloud Storage & File Sharing Platform.



	
	
	



