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E-Commerce Website Builders/software solutions 
Two Contemporary e commerce website builders are wix and shopify. These platforms allow business to create and manage their e commerce websites by handling transactions and customer reviews/experiences. 
E-commerce website builders are software tools that help businesses create and manage online shops. They are important in a business environment because they make it easier for companies to sell products or services online without needing advanced technical skills.
In a business setting, these tools are mainly used to create online stores where customers can browse products, place orders, and make payments securely. This helps businesses reach more customers because people can shop at any time, not just when a physical shop is open.
E-commerce builders also help businesses manage stock and orders. Businesses can track how many products they have, update prices, and organise deliveries. This helps reduce mistakes and saves time compared to doing everything manually.
Another important use is marketing. Many e-commerce platforms include tools that help businesses promote their products online, such as email marketing, search engine optimisation (SEO), and sales reports. This helps businesses understand customer behaviour and improve sales.


Wix
Wix is an e commerce platform that provides tools to build and run businesses. It includes a range of features such as Templates, Ai Tools, Product options, Multiple Channel Sales, business management and many more.
Templates: There are customisable e commerce website templates that are designed for high transformation on websites and phones. It allows users to create, edit and launch websites with tools. It also enables customisations such as including fonts, images and layouts.
Ai Tools: Ai Powered tools such as an Ai image editor. Ai product descriptions and its product recommendations is to boost up the efficiency and increase the sales by a lot. It is a lot easier to build, they make it very simple for you to build and manage. 
Multiple Channel Sales: It allows you to sell products across multiple platforms such as amazon, ebay, Facebook Marketplace, TikTok, Instagram, Google Shopping directly from wix. It allows business to expand and its easier because it increases their revenue 
Business Managements: there are tools to process the orders. Accept payments, manage logistics and automate business processes. It helps run, manage and it grows their businesses directly from their website. 

Shopify
Shopify is an e commerce platform that helps businesses get online and sell their products. It produces ease of use and flexibility, and it also includes features such as Site Builder, Ai Assistant, customisable templates and many more.
Site Builder: A site builder is a platform that helps you create a website by selecting a name and adding a logo, choosing your own fonts, brand colours and more. 	
Ai Assistant: It is a powered tool that can analyse data and that can improve it more and to provide insights, create extra content and it makes it easier for businesses.
Customisable Templates: They are Pre Designed It allows to build and modify their online look it even lets you rearrange sections, change colours and also customise pages.	You can use specific layouts too. 
Scalability: it helps by growing businesses with plans and sales features such as customisable checkout pages and multi channel selling. It supports Business growth and it also enhance performance and speed it supports by adding new products making more sales increasing the sales and markets basically boosting it up.

The main differences between Wix and Shopify is their ease of use, the customisable options and most importantly the target audience. Wix is for people that who want it simple plus its got a bigger collection of templates to choose from. 
Shopify is targeted for businesses that need a strong e commerce platform. Shopify is built for e-commerce, offering a comprehensive suite of tools for managing products, inventory, shipping, and payments. 
Wix offers e-commerce features as part of its website builder platform, which may be suitable for smaller businesses with less needs.


Task 2

a. Mind Mapping of Contemporary Software Applications

Benefits of mind Mapping 
Improved support and learning:   Mind mapping joins new information to already used knowledge making it easier to recognise and recall.
Increases Productivity:   It shortens difficult discussions and it helps it to be faster and makes the planning and strategy easier to manage
Improved idea generation:  Mind maps eliminate obstacles to creative thinking, allowing ideas to flow naturally and expand from core themes.
Improved boosts/promoting:  Mind maps facilitate collaborative teamwork by establishing a common platform for jointly examining and developing concepts.

b. Mind Map of Contemporary Software solutions 

Communication and Collaboration 

Email such as Gmail, Outlook it allows you to send messages, exchange files and even create contact groups
Instant Messaging such as Microsoft teams, Outlook. It allows you to have an 1 on 1 conversation and group chats to communicate with each other. 
Video Meetings such as Microsoft Teams, Zoom. This allows you to share presentations, record sessions and using virtual backgrounds.


Marketing and Sales
Marketing Automation such as HubSpot and Marketo
Social Media Management such as buffer and Hootsuite and they are designed to automate and analyse social media activities across networks from one single dashboard. They allow users to post and also engage with followers. It even generates performance reports to improve marketing
Analytics such as Google Analytics which is a powerful platform that can track and analyse users behaviour on apps or websites so basically showing how your audience are and what they do as in how long they spend on pages, what pages they have been visiting and even purchases. It helps businesses understand their performance and it shows them what they can improve on.
Social media tools/marketing means using social media platforms to connect with your audience, build up your brand and generate directions.
Email marketing tools such as Mailchimp. They are use to create, send, test and report on their email campaigns.



Productivity 
 Office suites such as Microsoft office and google workplace. It lets you create documents, making presentations, handling emails and many more.
Spreadsheets such as excel or even google sheets. It allows you to create and edit columns to put your data in.it enables users to create budgets, track data and generate charts
Presentations such as PowerPoint and google slides. PowerPoint can organise your text, your display, background and multimedia into sequential slides to enhance the audience.
Note taking such as OneNote and Evernote. This is where you can type up or even write your private notes or even your passwords, so you don’t forget.
Calendar to schedule such as google calendar and outlook. 
Time tracking such as timer/alarm or even minute dock

Human Resource management 
Moodle- you can access course materials. Tracking your progress and using communication tools such as forums or messaging.
Performance management- this is for like setting goals, providing feedback and aligning individual work
Linked in or even indeed for recruitment/hiring. This can connect professionals to increase progress and success.


Task 3 a.

Operations Office Applications for creating, storing, presenting, and analysing information/data 

Microsoft Word 

The Majors of Using Microsoft Word
The major uses of Microsoft Word are writing and editing.
People use it to type homework.
It is used to write letters and reports.
Microsoft Word helps fix spelling mistakes.
It also helps make changes to text.
Many people use it at school and at work.

The benefits of using Microsoft word:
It allows multiple users to work on the same document. It provides a bunch of templates for different type of documents such as letter and reports and for that it saves time and effort. Word even allows you to create a table of contents for bigger documents with multiple sections and that makes it easier for readers to look through your document.


The Limitations of using Microsoft Word:

Microsoft Word is helpful, but it has some problems. Files with many pictures can become very large and may work slowly. The text size of a document is limited to 32 MB.
Working together in Microsoft Word is not very easy compared to other teamwork tools. It is also expensive to buy. New users may find it hard to use because there are many features.
Older versions of Word may not work well with newer ones, which can cause formatting problems. The online version needs the internet to work, so it cannot be used well in places with weak internet.
some advanced tools are only available on the desktop version. Many users also find the Ribbon confusing because it has too many options that are not needed.





Microsoft PowerPoint

The majors of using Microsoft PowerPoint
PowerPoint is used in business for presentations. Companies use it for meetings, reports, and to show ideas to people. It is better than Excel when showing simple information. Teachers also use PowerPoint in class. It helps them teach lessons using pictures and videos. PowerPoint is used in marketing to show products and ideas. It can also be used to turn data into charts and graphs. Some people use PowerPoint to show their work or make simple portfolios. In my opinion PowerPoint is very useful.

The benefits of using Microsoft PowerPoint
PowerPoint helps make presentations look better. You can use pictures, charts, and videos to explain ideas. It helps keep information in order and easy to follow. PowerPoint is easy to use, even for beginners. You can change slides, move them around, and add designs. It lets you add sounds and videos too. PowerPoint helps speakers with notes and slide changes. People can work together on the same presentation. It is easy to save and share with others. It is very useful people in school, college and even university.

The Limitations of using Microsoft PowerPoint 
PowerPoint has some problems. Sometimes slides have too much writing and it makes people bored. Too many animations can also be distracting. PowerPoint can have technical problems if it is opened on another computer. Fonts or videos may not work. Some people use too many slides and too much information, so the audience gets confused. Many templates look the same and can be boring. PowerPoint also moves slide by slide, so it is not very creative. It is not free and costs money to use. Working together online can be slow sometimes. Big files may not open because of size limits. This can be a problem in class.

Microsoft Excel

The majors of using Microsoft Excel

Excel is used to work with data and numbers. It helps people gather information easier and makes it more understandable. Excel can turn numbers into charts and graphswhich makes the data clearer to see. A lot of people use Excel to manage money such as making budgets or even tracking expenses. It's also useful for gathering information such as customers lists and even sales records. It saves time because it can automatically do calculations and that helps people stay organised

The Benefits of using Microsoft Excel 
Excel allows you to organize large amounts of data in an easily manageable format, using rows and columns. Data Analysis: Perform complex calculations, statistical analysis, and what-if scenarios using Excel's powerful functions and tools. 

The Limitations of using Microsoft Excel
Excel is a useful program but it has some issues. Another limitation is that Excel does not work well with very large amounts of data. When there is too much information, it can slow down or stop working. This can make it hard to finish work properly.
Another issue is that mistakes are easy to make in Excel. Most of the data is typed in by hand, so it is easy to enter the wrong number or use the wrong formula. These mistakes can affect the results.
Excel is also not great for group work. When more than one person uses the same file, changes can be lost or mixed up. This can confuse.

Microsoft Access

The Majors of using Microsoft access
Microsoft Access has some majors. One  major is that it can store a lot of data in one place. This makes information easier to keep and find when needed. Another majoris that Access helps reduce mistakes. Data can be entered using forms, which makes it easier to put in the right information. This helps keep the data more correct. Microsoft Access is also helpful because it can link tables together. This means the same information does not need to be typed again and again. This saves time and keeps things organised. Access also allows users to make queries and reports. Queries help find information, and reports help show the data clearly.

The Benefits of using Microsoft Access
Microsoft Access has several benefits. One benefit is that it can store a lot of data in one place. This makes information easier to keep and find when needed. Another benefit of using Microsoft Access is that it helps organise data properly. Information is stored in tables, which helps keep things neat and not messy. Microsoft Access also helps reduce mistakes. Data can be entered using forms, which makes it easier to enter the correct information. Another benefit is that Access can link data together. This means the same information does not need to be typed again and again, which saves time.

The Limitations of using Microsoft Access 
microsoft Access has some limitations. One limitation is that it cannot handle very large amounts of data very well. When the database gets too big, it can become slow or stop working properly. Another limitation is that Microsoft Access is not good for many users at the same time. If too many people try to use the database together, it can cause problems and errors. Microsoft Access is also not very secure for important data. While it has some security options, it is not strong enough for sensitive or confidential information. Lastly, Microsoft Access is not suitable for very complex systems. For large businesses or advanced databases, other database systems work better.



Task B. 
 two features from the following Mail merge, IF Function, VLOOKUP, Pivot Table, Goal Seek in MS Excel, and document several screenshots with accompanying description to provide evidence of practical use. the IF function is used to make decisions in Excel. It checks a condition and gives one result if it is true and another result if it is false. 
[image: ] [image: ]



Example 2. 
LOOKUP is used to find information from a table automatically. 
Finding a student’s name using their student ID. 


[image: ]

Task 4 Communication and Collaboration applications
Task A
Communication Tool: Slack
Slack is a tool that many businesses use to help teams talk to each other. It is mostly used for sending messages, sharing files, and sometimes making calls.
Key Features:
· Channels: Messages are organised into channels for different projects or topics. This makes it easier to follow the conversation.
· Direct Messaging: People can send private messages to one person or a small group.
· Integrations: Slack can connect with other apps like Google Drive, Zoom, and Trello.
· Searchable History: Old messages and files can be found easily.

2. Online Collaboration Tool: Miro
Miro is an online tool that lets teams work together visually. It is like a big digital board where people can add notes, drawings, and plans.
Key Features:
· Digital Whiteboard: Teams can add sticky notes, shapes, and diagrams.
· Real Time Collaboration: Many people can work on the board at the same time.
· Templates: Miro provides templates like mind maps, flowcharts, and planning boards.
· Integrations: Miro connects with Slack and other tools so teams can share work easily


References (2 sources):

Slack. Wikipedia. 2026. https://en.wikipedia.org/wiki/Slack_%28software%29


Miro. Official Website. 2026. https://miro.com/integrations/slack/?utm_source=chatgpt.com

Screenshot
Miro
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Task 4 b.
one feature of a freely available Communication and one feature of a Collaboration application and document several screenshots with brief accompanying description to provide evidence of practical use. 

Slack is a communication tool that allows teams to send messages and share information in one place. One important feature of Slack is channels, which are used to organise conversations by topic or project.
One feature: A channel named project 1 was created in a free Slack workspace. Messages were sent in the channel to test how communication works.
[image: ]

This screenshot shows a Slack channel where messages are sent and organised under one topic. Channels help teams communicate clearly and avoid confusion by keeping discussions in one place. Screenshot showing a Slack channel with messages used for team communication.


2. Collaboration Application Miro 

One feature: Digital Whiteboard (Sticky Notes)
Miro is an online collaboration tool that allows teams to work together visually. One key feature is the digital whiteboard, which can be used for brainstorming and planning.
A new Miro board was created and several sticky notes were added with short ideas written on them. Shapes were also added and moved around to organise the ideas.

[image: ]

This screenshot shows a Miro digital board with sticky notes and shapes. The board allows users to visually organise ideas and collaborate in real time, making it useful for teamwork and planning.
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