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Task 1
[bookmark: _Int_kvBZTk2f][bookmark: _Int_zTsiEWfv][bookmark: _Int_Ukg41jvz]Modern e-commerce platforms make it easier than ever for businesses to sell online. They combine website design, product management, payment processing, and order fulfilment into one system, so businesses don’t need to be tech experts to run an online store. Two of the most popular platforms today are Shopify and WooCommerce and while both are powerful, they work in different ways.

[bookmark: _Int_e6hmlRXB][bookmark: _Int_tqN7GwIU][bookmark: _Int_1I7vj4OZ][bookmark: _Int_SQhRAUow][bookmark: _Int_y7FHRmdc][bookmark: _Int_MlSeBMro][bookmark: _Int_ylda9InW][bookmark: _Int_fQIteswX]Shopify is a cloud based platform which means it’s fully hosted and maintained by the company. Users don’t need to worry about servers security updates or software maintenance shopify takes care of all of that. It’s designed to be easy to use with a drag and drop feature and a library of predesigned themes and templates so even someone with no web design experience can create a professional looking store. Shopify also handles payments inventory tracking and analytics giving business owners a lot of tools in one place. Because it is fully managed Shopify is great for people who want a simple hassle free solution. On the downside this convenience comes with a monthly subscription and extra features or apps often cost more. Still for businesses that want to focus on selling rather than tech issues Shopify is a very solid choice[1].

[bookmark: _Int_dqEfI1Jm][bookmark: _Int_5fueFx7D][bookmark: _Int_OfF7GMwt][bookmark: _Int_uFIW4a4i][bookmark: _Int_Vk5dwd1w][bookmark: _Int_kkuCVl05][bookmark: _Int_jqADokY2][bookmark: _Int_7eoC9CRC]WooCommerce is an open source plugin for WordPress[2]. This means it’s selfhosted, so users need to arrange their own domain and security. That setup requires more technical knowledge but it gives businesses complete control over their store. WooCommerce can handle both physical and digital products inventory management  order tracking, and customer accounts. One of its biggest advantages is flexibility because it is open source and works with thousands of WordPress themes and plugins  you can customise your store almost any way you like. Cost is another strong point WooCommerce itself is free and you only pay for hosting premium themes or extra extensions if you want. For small businesses or startups with tight budgets  this makes WooCommerce very appealing. The trade off is that you are responsible for updates, backups and security which can be tricky if you aren’t familiar with website management.
 
Conclusion

[bookmark: _Int_lUfx3uaZ][bookmark: _Int_kMTA2YU0]Both Shopify and WooCommerce are excellent for building online stores, but they appeal to different users. Shopify is perfect for those who want a simple fully managed platform and don’t want to worry about technical details. WooCommerce works best for people who want more control customisation and potentially lower costs and people who are comfortable managing their own website. Choosing between the two comes down to your budget, technical skills, business needs and long term goals. By understanding how each platform works businesses can make a smart choice that fits their needs and helps them grow successfully online.



Task 2


Mind-Map of Contemporary Software Applications

[bookmark: _Int_bMvvmYZs][bookmark: _Int_lcBLCeCM][bookmark: _Int_nn0wp7f1]A mind map is a visual tool used to organise information and show relationships between different ideas, concepts or tasks. It typically starts with a central idea with branches radiating outwards to show related topics or categories. In business mind mapping is increasingly used to plan projects, brainstorm ideas, organise workflows and manage complex information. The visual nature of mind maps makes it easier to see the “big picture” while also capturing other details allowing teams to understand connections and dependencies at a glance. Tools such as MindMeister, XMind and Miro have made digital mind mapping accessible enabling real-time collaboration and integration with other software systems (Buzan & Buzan, 2010; Eppler, 2006).
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Task 3
Task 3: Office Applications for Creating, Storing, Presenting and Analysing Information/Data

Introduction

[bookmark: _Int_36TWANIm]Office applications play a critical role in modern business operations. Organisations rely on software tools to create professional documents, analyse numerical data, present information clearly and store structured records securely. Some of the most widely used applications in business environments are Microsoft Word, Microsoft Excel, Microsoft PowerPoint and Microsoft Access. Each of these applications serves a specific purpose and contributes to organisational productivity and efficiency. This assignment explains the major features business benefits and limitations of these four office software solutions.

1. Microsoft Word

[bookmark: _Int_of9Pwj35]Microsoft Word is a word processing application used to create, edit, format, and store text-based documents. It is widely used in business environments for professional documentation and communication.

Major Features

Microsoft Word offers a wide range of formatting tools that allow users to produce professional documents. These include font customisation, paragraph alignment, line spacing, bullet points, headers and footers, page numbering, and margin adjustments [3].

Word provides built in templates for reports business letter resumes and proposals. These templates save time and ensure consistency across documents.

The software also includes proofing tools such as spelling and grammar checks a thesaurus and word count functions. The Track Changes feature allows multiple users to review and edit documents collaboratively.

Business Benefits

[bookmark: _Int_MEFSC0pt]Microsoft Word allows organisations to produce professional reports, contracts and policy documents. The use of templates ensures consistency in branding and document formatting across departments.

Collaboration tools improve teamwork by allowing multiple users to edit documents simultaneously. Word also integrates with cloud storage systems, making document sharing easier.

The software increases productivity by automating repetitive tasks and providing tools that save time.

Limitations

[bookmark: _Int_pV5SAnky]Microsoft Word is not suitable for complex data analysis or managing large datasets. Advanced features may require training and formatting issues can sometimes happen when documents are opened in different versions. Additionally full access to features usually requires a paid subscription.

2. Microsoft Excel

[bookmark: _Int_fnkRYB5C][bookmark: _Int_s7jAPFNp][bookmark: _Int_Lh11pRFs]Microsoft Excel is a spreadsheet application used to organise, calculate, analyse and visualise numerical data. It is widely used in finance, accounting, sales and data analysis [4]. 

 Major Features

[bookmark: _Int_ZNftbk5b][bookmark: _Int_dmWZ5lJ5]Excel organises data into rows and columns making it easy to structure and analyse information. It contains numerous built in formulas and functions such as SUM and AVERAGE and financial functions.

Excel allows users to create charts and graphs to visualise trends and patterns. PivotTables are a powerful feature that summarise and analyse large datasets quickly.
2 Business Benefits

[bookmark: _Int_MFdrzDHl][bookmark: _Int_8vqPdFd8]Excel is widely used for budgeting, payroll management, financial forecasting and performance analysis. It supports data driven decision making by allowing businesses to analyse trends and key performance indicators.

It is flexible and can be adapted to many business functions such as inventory tracking and customer data management.

[bookmark: _Int_vwGBj7c2]For small and medium sized businesses Excel provides a cost effective tool for data analysis without requiring expensive start up costs.

 Limitations

Excel spreadsheets are prone to human error especially with manual data entry. It is not ideal for extremely large data sets. 
Excel also lacks the advanced security.

3. Microsoft PowerPoint

Microsoft PowerPoint is presentation software used to create slide based visual presentations for meetings training sessions and marketing purposes [3].

 Major Features

[bookmark: _Int_0dKNjSTB]PowerPoint allows users to create structured slides with text, images, charts and diagrams. It includes professionally designed templates and themes that ensure consistent presentation styles.

[bookmark: _Int_nNuRtRdu]Users can insert multimedia elements such as videos, audio, animations and transitions to enhance audience engagement.

[bookmark: _Int_8yuCQmkk]Presenter View enables speakers to see notes and timing information during presentations. Charts and tables from Excel can be embedded into slides for business reporting.

Business Benefits

[bookmark: _Int_Soh7hn8J]PowerPoint supports effective communication in meetings, conferences and sales pitches. It helps simplify complex information through visual slides.
[bookmark: _Int_I0u7thHc]Businesses use PowerPoint for marketing presentations, investor pitches, training workshops and project updates.
Visual content improves audience understanding and retention compared to text only presentations.

Limitations

Poorly designed slides with excessive text can reduce effectiveness. Technical problems such as compatibility issues or equipment failure may disrupt presentations.
Creating high quality presentations can be time consuming and may require design skills.


4 Microsoft Access

[bookmark: _Int_n9Kp0Fr4]Microsoft Access is a database management system designed to store, manage and retrieve structured data efficiently [5]. 

 Major Features
Access stores data in tables with defined data types to ensure accuracy and consistency. 
Queries allow users to retrieve specific information from the database. Forms provide user friendly interfaces for entering and managing data.
Reports generate formatted summaries suitable for printing and sharing. Access can integrate with other Microsoft applications for data import and export.

Business Benefits
Access enables businesses to centralise and organise data effectively. It improves data integrity by reducing duplication and enforcing relationships between records.
[bookmark: _Int_wjRFQUGF]Organisations can build customised systems such as inventory databases, customer management systems and employee tracking tools.


It provides functionality at a lower cost compared to large enterprise database systems.
Limitations
[bookmark: _Int_EpUxNwEE]Access requires technical knowledge to design and maintain databases. It may not perform well in large scale environments with many simultaneous users.
[bookmark: _Int_okRfHgBK]It is mainly designed for Windows platforms and may have limited compatibility with other operating systems.
Conclusion
[bookmark: _Int_xBTA1HQ3][bookmark: _Int_Vx2lbJAb][bookmark: _Int_MKhQylVl][bookmark: _Int_gkNi9arP]Ms Word, Excel, PowerPoint and Access are essential office applications that support business operations in different ways. Word focuses on document creation . Excel supports data analysis and financial management. PowerPoint enhances visual communication and presentations. Access provides structured data storage and management.

[bookmark: _Int_LtAMFz6o]Although each application has limitations together they form a great toolkit that improves productivity organisation and decision making within businesses. When used correct these office software solutions contribute significantly to operational efficiency and professional communication in modern organisations.




Task 4 

[bookmark: _Int_C58pAyht][bookmark: _Int_nn6dx4EU][bookmark: _Int_QInOTab1][bookmark: _Int_jWLVUj9q][bookmark: _Int_ktUslAdv][bookmark: _Int_ZaPGyc3F][bookmark: _Int_Qeearp8v]WhatsApp is a great contemporary communication that is used worldwide by many different types of business. WhatsApp is also used amongst people outside of work which also helps when integrating it into the workplace because it requires little to no training. It can be used to send documents, shared messages , video calls ,images and has many other useful features that business find helpful and helps employees communicate more effectively. What’s app can now also translate late messages that are sent in chat which has made it even more useful in the modern world where interacting with foreigns is common [6].


[bookmark: _Int_hxmxsF6t][bookmark: _Int_dVhLtW3V][bookmark: _Int_V0qwEq3f]Microsoft teams is a contemporary collaboration application used in the business world and helps many businesses small to large communicate without needing to be face to face as long as they have an internet connection. This is helpful in the modern world as it gives people the freedom to work from home still while interacting with other colleagues. This can also be useful when office space is short. Ms teams combines videos calls, file sharing and project collaboration into 1 platform while giving people access to work from anywhere in the world [7].

[bookmark: _Int_5b3hbWuJ]WhatsApp key features: files calls and texts are encrypted giving peace of mind when sharing sensitive information 
[bookmark: _Int_dHvAdvBd][bookmark: _Int_M0ADC6wZ]Can be used almost anywhere in the world 
[bookmark: _Int_Jb5XFwDc][bookmark: _Int_UE9VtAOj]Can be used on various devices phones, tablets, iPads, laptops and computers 
It is free to create and use an account 
Encrypted communication 
Video calls 
Messaging 
File sharing





[bookmark: _Int_hp9HQpt5]Microsoft Teams key features: can be you used almost anywhere in the world as long as have an internet connection 
[bookmark: _Int_vl0K7H7Q]Is free to use an create an account 
[bookmark: _Int_BaODAcgw]Because it’s owned by Microsoft integrates well with other Microsoft applications 
[bookmark: _Int_o0zJh3A0]Can be use on different devices like phones, tablets, iPads, laptops and computers 
Put videos calls project management and messaging into 1 place 
[image: ]

This screenshot here shows how WhatsApp’s translation feature can be useful in the real world and a business environment.It takes only a few clicks to understand a language you’ve never learned before and gives you the power to communicate instantly in whatever language you may need to use.		
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