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[bookmark: _Toc223692258]Introduction
[bookmark: _Toc223692259]Task 1: e-Commerce Website builders or software solutions

1.1 Google site  

Google site is a website builder. I use it to create simple websites. I do not need coding skills. This make it good for beginners. I can build a website quickly and easily. Google Sites uses a drag-and-drop system. I can add text, images, and videos. I can also add files. This is simple to do. I just click and move items. Because of this, learning Google Sites is easy. Google Sites works well with other Google tools. I can add Google Docs to my website. I can add Google Sheets and Google Slides. I can also use Google Drive files. This helps me share information clearly. It also helps me keep my work organised. 
[image: ]

Google Sites is free to use. It includes hosting. I do not need to pay extra money. This is helpful for students. It is also helpful for small projects. The website works on phones, tablets, and computers. This means people can view my site on any device. However, Google Sites has limits. I cannot use it to sell products online. It does not support online payments. It does not support product lists. It does not have advanced e-commerce tools. Because of this, it is not good for large businesses. I think Google Sites is good for simple websites. It is useful for learning. It is useful for sharing information. It is useful for group work. It is not suitable for full online stores. Overall, Google Sites is easy. It is free. It is simple. It is best for basic website needs.

Reference List
1. Google, “Get started with Google Sites,” Google Sites Help, 2024. [Online]. Available: https://support.google.com/sites\
2. [bookmark: _Toc223692260]Google, “Create and publish a site,” Google Workspace Learning Centre, 2024. [Online]. Available: https://support.google.com/a/users 
1.2 Big commerce
Big Commerce is an online store software. I use it to build and run an online shop. It is cloud-based. This means I do not need to install anything. BigCommerce takes care of hosting and security. I can use BigCommerce to sell products online. I can sell physical and digital products. I can add product names, prices, and images. I can also manage stock. Customers can pay using cards or online payments. This makes buying easy
. [image: ]
BigCommerce can grow with a business. If I get more customers, the system can handle more orders. This is good for small businesses that want to grow. The platform also gives me basic reports. I can see sales and customer data. This helps me understand my business better. Security is important in online selling. BigCommerce includes security tools like SSL. This helps protect customer information. It also helps customers trust the website. However, BigCommerce is not perfect. Some features cost more money. Custom design options are limited. Even so, I think BigCommerce is a good choice. It is simple, safe, and useful for running an online store.
[bookmark: _Toc223692261]Reference List 
1. BigCommerce, what is BigCommerce? 2024. Available: https://www.bigcommerce.com
2. BigCommerce, E-commerce platform features, 2024.  Available: https://www.bigcommerce.com/features 
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[bookmark: _Toc223692262]Task 2. Mind-map of contemporary software applications

A) [bookmark: _Toc223692263]Mind mapping and explaining the benefits of using mind mapping in business operations

Mind mapping is a visual technique used to organise ideas, information, and tasks in a clear and structured way. It uses keywords, branches, and visual links to show relationships between ideas. In business operations, mind mapping is widely used because it helps with planning, decision-making, communication, and problem-solving [1]. One key benefit of mind mapping is better organisation of information. Business operations often involve complex processes, multiple teams, and many tasks. Mind maps help break down this complexity by presenting information in a simple visual format. For example, managers can use mind maps to plan projects by outlining objectives, tasks, deadlines, and resources in one place. This improves clarity and reduces confusion across teams [2]. Mind mapping also improves decision-making and critical thinking. 
By visually displaying different options, risks, and outcomes, decision-makers can compare ideas more easily. This supports analytical thinking and helps businesses choose more effective strategies. Research shows that mind mapping encourages creative thinking because it allows ideas to be explored freely rather than in a linear way [3]. Another important benefit is improved communication and teamwork. Mind maps are easy to understand and can be shared during meetings or collaborative sessions. Team members can clearly see how their roles connect to wider business goals. This improves collaboration, increases engagement, and reduces misunderstandings within teams [4]. Mind mapping also supports efficiency and time management. Visual information is processed faster than text, which saves time compared to long written documents. Mind maps can be updated quickly, making them useful in fast-changing business environments. This flexibility helps businesses respond more effectively to operational changes [1]. Finally, mind mapping is valuable for problem-solving. It helps businesses identify root causes of problems by showing how different factors are connected. This leads to clearer analysis and more effective solutions [3]. Overall, mind mapping is a powerful tool in business operations. It improves organisation, communication, creativity, and decision-making, helping businesses operate more efficiently and effectively.
[bookmark: _Toc223692264]Reference List 
1. T. Buzan and B. Buzan, The Mind Map Book, London, UK: BBC Active, 2010.
2. M. Eppler, “A comparison between concept maps, mind maps, conceptual diagrams, and visual metaphors,” Information Visualisation, vol. 5, no. 3, pp. 202–210, 2006. 
3. Davies, “Mind mapping, concept mapping and argument mapping: What are the differences and do they matter?” Higher Education, vol. 62, no. 3, pp. 279–301, 2011.
4. S. Al-Jerf, “Enhancing problem-solving skills through mind mapping,” Journal of Education and Practice, vol. 2, no. 1, pp. 29–36, 201
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[bookmark: _Toc223692266]Task 3. Office Applications
Modern organisations depend on digital systems to manage work, data, and communication. Productivity tools are no longer optional. They are part of the core business infrastructure. Microsoft 365 provides a set of integrated applications that support these needs. These include Microsoft Word, PowerPoint, Excel, and Access. Each tool supports a specific operational function. Together, they create a structured and controlled digital environment. Businesses use these tools to improve efficiency, accuracy, and collaboration. While cloud-based alternatives such as Google Workspace exist, Microsoft tools are often preferred in professional settings. This is due to their depth, integration, and reliability. This assignment analyses how these four Microsoft tools are used in business operations. It evaluates their strengths, limitations, and strategic value. It also provides a limited comparison with Google tools to support critical judgment.
A) [bookmark: _Toc223692267]Four office software solutions for business operations
[bookmark: _Toc223692268]MS Word
Microsoft Word is a central tool for document management in business. It allows users to create structured and professional documents. It includes features such as templates, referencing tools, formatting controls, and track changes. These features ensure consistency and accuracy across documents (Figure 1). Word also integrates with OneDrive and SharePoint. This allows secure storage and controlled access [1]. In business operations, Word is used for contracts, reports, policies, and proposals. For example, legal firms rely on Word to produce contracts with strict formatting requirements. Consulting firms use Word to prepare detailed reports for clients. The track changes feature allows multiple stakeholders to review documents. This ensures accountability and transparency during the editing process.
The main strength of Word is its precision and control. Users can manage document structure in detail. This is critical in industries where accuracy is required. Microsoft highlights that co-authoring improves collaboration while maintaining control [1]. However, this benefit depends on proper document governance. Without structured systems, version control issues can arise. Multiple copies of documents may exist, which reduces efficiency. From a critical perspective, Word supports formal and regulated environments. However, it requires organisational discipline. It is not inherently collaborative unless cloud features are used correctly. In contrast, Google Docs offers real-time editing and automatic saving. This reduces friction in teamwork. However, it lacks the depth of formatting required in professional contexts.
Word also supports digital transformation. It replaces manual documentation processes. It enables remote collaboration and standardisation. However, it introduces risks such as data security and dependency on Microsoft infrastructure. Organisations must balance efficiency with governance. A key limitation of Word is its learning curve. Advanced features require training. This may reduce accessibility for smaller teams. However, this complexity is also a strength. It allows organisations to produce high-quality outputs. Overall, Microsoft Word is best suited for structured, high-value documentation. Google Docs is better suited for fast collaboration. Businesses must choose based on their operational priorities.
[image: A screenshot of a computer
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Figure 1 – Microsoft Word Interface This figure shows Microsoft Word and its main tools, such as formatting options and track changes. It shows how users can write documents and work together using cloud storage.
[bookmark: _Toc223692269]MS PowerPoint
Microsoft PowerPoint is a key communication tool in modern business. It allows users to present information in a clear and visual way. It supports text, images, charts, graphs, and multimedia such as videos. It also includes advanced features like animations and slide transitions. These features help make presentations more engaging and easier to follow. PowerPoint also integrates with other Microsoft tools such as Excel and Teams, which improves its overall functionality (Figure 2) [2]. In business operations, PowerPoint is widely used across different departments. It is used for client presentations, internal reports, training sessions, and strategic meetings. For example, consulting firms use PowerPoint to present analysis and recommendations to clients. Managers use it to explain company performance, goals, and future This shows that PowerPoint is not only a design tool. It plays an important role in decision-making and communication within organisations.
One of the main strengths of PowerPoint is its ability to organise complex information. It helps users break down large amounts of data into simple and clear visuals. This makes it easier for audiences to understand key points quickly. Microsoft states that visual presentations improve engagement and understanding [2]. This is especially important in business, where decisions often need to be made quickly based on the information presented. However, PowerPoint also has some limitations. One key issue is that it can oversimplify complex ideas. Important details may be removed to fit into slides. This can sometimes lead to misunderstanding or incomplete analysis. In addition, creating a high-quality presentation takes time and skill. Poor design, too much text, or unclear visuals can reduce the effectiveness of the presentation and damage credibility.
From a critical perspective, PowerPoint is most effective when used carefully and strategically. The value does not come from the tool itself, but from how it is used. A well-designed presentation can support strong communication and decision-making. A poorly designed one can confuse the audience. This shows that user skill is very important. When compared to Google Slides, PowerPoint offers more advanced design and formatting features. It is better suited for professional and high-impact presentations. On the other hand, Google Slides is simpler and allows real-time collaboration. Teams can work on the same presentation at the same time without needing advanced skills. However, it does not offer the same level of control and design quality as PowerPoint. PowerPoint also supports digital transformation in organisations. It enables remote presentations, online meetings, and virtual collaboration. It helps standardise how information is shared across the business. However, there are risks, such as over-reliance on visuals and potential data security concerns when sharing files.
Another key strength of PowerPoint is its integration with Excel. Data from Excel can be directly added to slides, which saves time and improves accuracy. However, this also creates dependency on the Microsoft ecosystem. Overall, PowerPoint is best suited for professional communication where clarity and impact are important. Google Slides is more suitable for simple and collaborative tasks. Businesses should choose based on their needs, the complexity of information, and the level of collaboration required.
[image: A screenshot of a computer
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Figure 2 – Microsoft PowerPoint Interface
This figure shows the Microsoft PowerPoint screen and its main tools. It shows how users create slides using text, images, and charts, and how they organise information to present ideas clearly.
[bookmark: _Toc223692270]MS Excel
Microsoft Excel is one of the most important tools used in business today. It helps organisations work with data in a clear and organised way. Excel is used for analysing data, creating reports, and supporting decision-making. It includes useful features such as formulas, pivot tables, charts, and macros. These tools allow users to calculate, sort, and present data easily. Excel also works with other Microsoft tools, such as Power BI, which improves its ability to analyse and visualise data (Figure 3) [3]. In business operations, Excel is used in many departments. Finance teams use it for budgeting, forecasting, and tracking expenses. Operations teams use it to monitor performance and manage daily activities. For example, a company can use Excel to track sales, costs, and profits. This helps managers understand how the business is performing and make better decisions for the future. Excel is therefore not just a simple spreadsheet tool. It is an important part of business planning and strategy.
One of the main strengths of Excel is its ability to handle large amounts of data. It can process complex information quickly and accurately. Users can apply formulas to perform calculations automatically. Pivot tables allow users to summarise and analyse data in different ways. Charts help present data visually, making it easier to understand. Microsoft explains that Excel improves efficiency in data analysis [3]. This makes it very useful for businesses that rely on data to make decisions. However, Excel also has some weaknesses. As spreadsheets become larger and more complex, they can be difficult to manage. Small mistakes in formulas can lead to incorrect results. These errors are often hard to find, which can create serious problems. For example, a wrong calculation in financial data can lead to poor business decisions. This shows that Excel can create risks if it is not used carefully. From a critical point of view, Excel is both powerful and risky. It gives users a lot of flexibility, but this can also lead to inconsistency. Different users may create spreadsheets in different ways, which makes it harder to control and review data. Businesses need to set rules and controls when using Excel. Without proper management, Excel can reduce accuracy and reliability.
Google Sheets is a simpler alternative to Excel. It allows users to work together on the same file at the same time. It also saves changes automatically, which reduces the risk of losing data. However, Google Sheets does not have the same advanced features as Excel. It is less suitable for complex calculations and large datasets. Excel also supports digital transformation in organisations. It replaces manual work with automated processes. This improves speed and reduces human error. It also helps businesses make decisions based on data. However, companies must ensure that their data is accurate and well-managed. Another limitation of Excel is that it requires user skill. Basic tasks are easy, but advanced features need training. This creates a difference between beginner and expert users. However, this also shows how flexible Excel is. Overall, Excel is best used for complex data analysis and detailed reporting. Google Sheets is better for simple tasks and teamwork. Businesses should choose the tool based on their needs and the level of complexity required.
[image: A screenshot of a computer
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Figure 3 shows the Microsoft Excel interface. Highlighting key tools such as formulas, tables, and charts that help users organise, analyse, and present data clearly for decision-making.
[bookmark: _Toc223692271]MS Access
[bookmark: _Toc223692272]
Microsoft Access is a database management tool used in business to store and organise data in a structured way. It helps users manage information such as customer details, inventory, and records. Access includes features like tables, queries, forms, and reports. Tables store the data, queries allow users to search and filter information, forms make it easier to enter data, and reports help present data clearly [4]. In business operations, Access is mainly used for internal systems. Many small and medium-sized businesses use it to manage customer databases, stock levels, and employee records. For example, a small company may use Access to track customer orders and inventory. This helps them stay organised and make better decisions. One of the key benefits of Access is that users can create custom systems without needing advanced programming skills. This makes it a practical tool for businesses that do not have large IT teams. The main strength of Access is its structured design. It allows users to organise data in a clear and logical way. Data can be linked between different tables, which improves accuracy and reduces duplication. Microsoft explains that Access helps users manage data efficiently [4]. This makes it easier to maintain consistent and reliable information across the organisation.
However, Access also has several limitations. It is not designed for large or complex systems. As the amount of data grows, the system can become slow and difficult to manage. Access is also mainly a desktop-based application, which means it is not as accessible as cloud-based tools. This can make it harder for teams to work together, especially in remote environments. From a critical point of view, Access is useful but can be seen as outdated in some situations. It works well for small-scale systems, but it does not scale effectively as businesses grow. Many organisations now prefer cloud-based solutions. Google Workspace, for example, offers tools like Google Forms and Big Query. These tools allow users to collect and analyse data online. They also support real-time access and collaboration. However, they often require more technical knowledge to use effectively.
Access also supports digital transformation by replacing manual record-keeping with digital systems. It improves efficiency and reduces errors. Businesses can store and retrieve data more quickly. However, relying only on Access may limit future growth. As organisations expand, they may need to move to more advanced database systems. Another important limitation of Access is that it does not always integrate well with modern cloud platforms. This can create data silos, where information is stored separately and cannot be easily shared. This reduces efficiency and can lead to duplication of work. Despite these limitations, Access remains a useful tool for smaller organisations. Its simple design makes it easy to learn and use. It is suitable for businesses that need a basic database system without high costs or complexity. Overall, Microsoft Access is best suited for small, structured databases and internal systems. It provides a simple and effective way to manage data. However, for larger or growing organisations, cloud-based tools may offer better scalability and flexibility
References 
1. Microsoft, “Collaborate on Word documents with real-time co-authoring,”
https://support.microsoft.com/en-gb/office/collaborate-on-word-documents-with-real-time-co-authoring
2. Microsoft, “PowerPoint help & learning,”
https://support.microsoft.com/en-us/powerpoint
3. Microsoft, “Excel help & learning,”
https://support.microsoft.com/en-us/excel
4. Microsoft, “Access help & learning,”
https://support.microsoft.com/en-us/access
5. Microsoft, “Microsoft 365 overview,”
https://www.microsoft.com/en-gb/microsoft-365
6. Microsoft, “Collaborate with Microsoft 365,”
https://support.microsoft.com/en-us/office/collaborate-with-microsoft-365

b. Practical demonstration of Two Office Features
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[bookmark: _Toc223692275]

Task 4. Communication and Collaboration applications
a. [bookmark: _Toc223692276]One contemporary Communication and one online collaboration application/tools
[bookmark: _Toc223692277]MS Gmail
Gmail is a widely used email communication tool developed by Google. It allows users to send and receive emails quickly and securely. Gmail is commonly used in both academic and professional environments because it is simple to use and accessible from any device with internet access. One of the main features of Gmail is its user-friendly interface, which makes it easy for users to compose, send, and organise emails. Users can attach files such as documents, images, and videos, making communication more effective. Gmail also provides features like labels, folders, and search options that help users manage their emails efficiently.
Another important feature of Gmail is its integration with other Google services such as Google Drive, Google Docs, and Google Calendar. This allows users to share files easily and schedule meetings, improving communication and productivity. Gmail also includes spam filtering and security features that protect users from unwanted emails and potential threats. Gmail supports both formal and informal communication. In professional settings, it is used for sending reports, communicating with colleagues, and sharing important information. In education, students use Gmail to communicate with teachers and submit assignments. Overall, Gmail is an essential communication tool that helps individuals and organisations stay connected. Its ease of use, reliability, and wide range of features make it one of the most popular email platforms in the world.
[bookmark: _Toc223692278]MS Teams
Microsoft Teams is a modern collaboration platform developed by Microsoft that allows users to work together effectively. It is widely used in businesses, schools, and universities for teamwork and communication. One of the key features of Microsoft Teams is real-time communication. Users can send instant messages, make voice and video calls, and hold online meetings. This makes it easier for team members to stay connected, even when they are working remotely. Microsoft Teams also allows users to collaborate on files and projects. Team members can share documents, edit files together, and provide feedback using comments. This improves teamwork and ensures that everyone is working on the latest version of a document.
Another important feature is the ability to create different channels for different teams or projects. This helps organise communication and keeps discussions focused. Users can also integrate other Microsoft applications such as Word, Excel, and PowerPoint, making it easier to manage work in one place. Microsoft Teams is especially useful for group work and project management. It allows teams to plan tasks, share updates, and track progress. This improves productivity and helps teams achieve their goals more efficiently. In addition, Microsoft Teams supports collaboration across different locations. It removes the need for physical meetings and allows people to work together from anywhere in the world. Overall, Microsoft Teams is a powerful collaboration tool that enhances teamwork, communication, and productivity in modern organisations.
Bottom of Form
b. [bookmark: _Toc223692279]One feature of a freely available Communication (1) and one feature of a Collaboration (1) 
application
[bookmark: _Toc223692280]MS Gmail
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[bookmark: _Toc223692282]Conclusion
[bookmark: _Toc223692283]In conclusion, communication and collaboration tools play an important role in today’s digital world. Gmail is an effective communication tool that allows users to send and receive information quickly and securely. On the other hand, Microsoft Teams is a powerful collaboration tool that supports teamwork through messaging, meetings, and file sharing. Both tools help improve productivity, communication, and efficiency in academic and professional environments. Using these tools effectively can support better teamwork and help individuals achieve their goals.
References
1. Google, “Gmail,” Available: https://www.gmail.com
2. Microsoft, “Microsoft Teams,” Available: https://www.microsoft.com/teams
3. Google Workspace, “Gmail Features,” Available: https://workspace.google.com/products/gmail/
4. Microsoft, “Microsoft Teams Features,” Available: https://www.microsoft.com/en/microsoft-teams/group-chat-software
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