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[bookmark: _Toc212037696]Introduction


[bookmark: _Toc212037697]Task 1. e-Commerce Website builders or software solutions
[bookmark: _Toc212037698]1.1 Site.google
Google Sites helps you to build good looking web sites easily, and with very little effort. You can also host your web site free of charge on Google Sites servers. Building a web site used to be difficult work, and was restricted to those that knew HTML scripting, perhaps some ASP and PHP, knew how to organize menu links, include images, and of course, had access to a server to host the web site. These days, it can still be difficult to build a web site unless you have the right tools, and there is still the question of hosting the site. But as we become more connected, many people are building and maintaining web sites for various reasons from keeping in touch with family, displaying family memorabilia and success, supplementing income with small business sites, creating information in a personal field of expertise, or even building their own family small business web sites. The web site has become the 21st century business card. There are many web sites that allow you build and host your site for free, but many of these will have restrictions. Google Sites is a structured wiki offered by Google as a way for people to make information easily accessible in the form of a web site. You can add videos, include your Google Docs documents, Calendar information and incorporate Google Maps. You can even use Google AdWords and AdSense to advertise your web site to potential customers and earn advertising money. Additionally, Google Sites is free, and their storage limits are large, at approximately 100 megabytes per site at the time of writing, and very few restrictions on page size [1] [2].
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Figure 1. Google Sites editor view for E Portfolio


[bookmark: _Toc212037699]1.2 Wix 
Wix is a cloud-based website design and editing platform that is used by millions of people around the world each year. It allows users to create and manage websites without needing any technical or coding skills, it provides a wide range of tools, including website building, web hosting, and a large selection of ready-made templates that can be customised to suit different needs. Users can also create logos and improve their websites using built-in search engine optimisation tools to help their sites appear higher in search engine results. Wix describes itself as a free and user-friendly website building platform. Its easy-to-use drag-and-drop tools allow users to design professional-looking websites quickly and easily. Websites created using Wix are designed to work well on different devices, such as computers, tablets, and mobile phones. In addition to website design, Wix offers tools to help users build a strong online presence. These include features to improve visibility on search engines, promote businesses or services, and support online growth. Overall, Wix provides a complete set of tools that make it simple for individuals, small businesses, and organisations to create, manage, and grow their websites online [3] [4].
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Figure 2. Wix editor view for e portfolio

Wix generally offers more advanced features than Google Sites. However, when comparing the free versions of both platforms, Google Sites provides more basic features without showing adverts. Both Wix and Google Sites use drag-and-drop builders and simple controls, making them easy to use for beginners. For basic websites, both platforms are equally straightforward.
When it comes to more advanced options, such as animations, detailed template customisation, and step-by-step video guides, Wix gives users more flexibility and support to build more detailed and professional websites. Google Sites is much simpler in comparison, but this can be a benefit for users who want a quick and easy website without unnecessary complexity.
The best website builder depends on what you want your website to do, how much you want to spend, and your plans for the future. In terms of templates, Google Sites offers only 17 built-in designs and does not include templates for online shops or wireframes. These designs are clean and easy to use but are not as detailed as those offered by Wix. However, additional templates can be found in the Google Workspace Marketplace, where around 50 third-party templates are available, including free and paid options, mostly as single-page designs. Wix offers a much larger choice, with over 900 templates available in its gallery [5]


[bookmark: _Toc212037700]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc212037701]Mind mapping and explain the benefits of using mind mapping in business operations

A mind map is a simple and effective way to brainstorm ideas freely, without needing to worry about order, headings, or structure at the start. It allows you to put your thoughts down naturally and then organise them visually in a way that is easy to understand. A mind map uses a diagram with one main topic placed in the centre, and related ideas, tasks, words, or concepts branching out from it. This non-linear layout helps ideas flow more freely and makes it easier to see connections between different points. By using colours, keywords, and images, a mind map helps improve understanding, analysis, and memory. It can turn long, dull lists of information into a clear, colourful, and well-organised diagram that works with the brain’s natural way of thinking and learning.
Working creatively is essential in all areas of business, as it helps organisations grow, improve, and stay competitive. By using imagination and making connections between ideas, people can generate a wide range of possible ideas. These ideas can then be reviewed, assessed, and analysed to decide which ones are the most effective or valuable. The strongest ideas can be developed further and turned into new strategies, products, or services that benefit the business. Mind maps are a highly effective and creative tool for supporting this process. Their visual and structured layout encourages the brain to think more freely and make natural links between different ideas. This visual approach helps to boost creativity, improve memory, and support clearer thinking. As a result, mind maps help people explore new ideas and find solutions to problems that they may not have considered before. Mind maps are often described as a powerful thinking tool because they reflect how the brain naturally organises information. If business goals become unclear, or if the overall direction of the organisation feels confusing, creating a mind map can help bring everything together. It provides a clear overview of the situation, helping to highlight priorities, restore focus, and reveal new opportunities for improvement and growth.
Mind maps can completely change the way you manage your business on a day-to-day basis. They allow you to think about a situation from every angle in a clear and organised way, while also saving valuable time. Mind maps are quick to use, easy to understand, and help you focus on what really matters. Mind maps can be used by anyone in a business or professional organisation, in any situation where you would normally take linear notes. For example, you can use a mind map in the morning to plan your day, week, or month, just like a visual diary. Throughout the day, mind maps can be used for phone calls, meetings, brainstorming sessions, team planning activities, presentations, and interviews. Overall, mind maps support key business skills such as making decisions, organising your own ideas and those of others, encouraging individual and group creativity, analysing information, defining and solving problems, setting time and workload targets, and improving memory and communication. All these skills are essential for effective business management.
By using mind maps in their training courses, companies such as Boeing, British Petroleum, Digital Computers, and EDS have found that they can save a great deal of time and money. In many cases, training becomes much more effective because people remember more of what they learn. Research shows that without revision; a large amount of information is forgotten within 24 hours. By regularly reviewing mind maps, learners can keep information fresh in their minds, helping the brain to remember and use what has been learnt more effectively [6] [7].


 







b. [bookmark: _Toc212037702]Create a mind map of contemporary software applications
<Insert diagram using mind Meister app>
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Figure 3. Mind map of contemporary software applications
[bookmark: _Toc212037703]Task 3. Office Applications
0. [bookmark: _Toc212037704]Four office software solutions for business operations
[bookmark: _Toc212037705]MS Word
Microsoft Word is one of the most widely used word processing programs in the world. It allows users to create, edit, format, and share professional documents such as letters, reports, leaflets, forms, proposals, and CVs. Word processing means creating text and changing how it looks so that documents are clear and well presented. This includes using different fonts, text sizes, paragraph layouts, and other formatting features that are not available in basic text editors.
A word processor is an application used to work with text-based documents. It replaces traditional tools such as paper, pens, typewriters, dictionaries, and thesauruses by bringing all these functions together in one digital program. Microsoft Word allows users to enter text quickly, make changes easily, and correct mistakes without having to retype the entire document. This saves time and makes editing much simpler.
Microsoft Word includes many formatting tools, such as changing fonts, adjusting page layout, setting paragraph spacing, and checking spelling and grammar. Users can also add images, tables, borders, special effects, hyperlinks, and other design features to improve the appearance of their documents. Files created in Microsoft Word are known as documents or text documents.
One of the strongest features of Microsoft Word is its ability to work closely with other Microsoft Office programs. Users can easily insert charts, spreadsheets, presentations, and other content created in applications such as Excel and PowerPoint. These links are dynamic, meaning that if the original file is updated, the information in the Word document can also update automatically.
Microsoft Word also includes a Mail Merge tool, which allows users to create personalised documents using a list of names and addresses stored in a database. This feature is especially useful for sending large numbers of letters, brochures, or labels, as it saves time and reduces manual work. The Mail Merge process is easy to follow and offers a range of options for different document types.
Another useful feature in Word is collaboration. Users can track changes, add comments, and review edits made by different people. This makes it easier for teams to work together on the same document and clearly see what changes have been made.
Microsoft Word provides access to thousands of ready-made templates, making it quick and simple to create documents such as brochures, newsletters, and reports. These templates are easy to customise and help users produce professional-looking results with minimal effort.
A mobile version of Microsoft Word is also available for smartphones and tablets. Although it does not offer all the features of the desktop version, it still allows users to create, view, and edit documents while away from a computer. This makes it useful for working on documents while travelling or working remotely.
However, Microsoft Word does have some limitations. Unlike Microsoft Excel, it is not designed for complex calculations, data analysis, or working with large sets of numbers. Any calculations in Word are usually basic and often need to be done manually, which can lead to errors when handling large amounts of data. Word is mainly used for creating written documents, whereas PowerPoint is designed for visual presentations and slideshows, and Microsoft Access is used to manage databases with rules that help keep data accurate and consistent.
Overall, the main limitation of word processing software like Microsoft Word is that it focuses on text creation and document layout. It is not suitable for advanced data handling, detailed calculations, or complex visual data presentation, which are better handled by other specialised software applications [8] [9].

[bookmark: _Toc212037706]MS PowerPoint
Microsoft PowerPoint is a widely used presentation tool that plays an important role in education, business, and professional communication. It is commonly used to support talks, lessons, and meetings by displaying information in a clear and visual way. Over the years, PowerPoint has become extremely popular, with millions of presentations being delivered around the world every day. In many workplaces, using PowerPoint is now seen as a normal and expected part of giving a presentation. Before presentation software existed, presenters often used paper posters on stands or slide projectors with transparent sheets to show images and information.
Microsoft PowerPoint is presentation software that uses a series of slides to share information. These slides can include text, images, charts, videos, and other multimedia content. PowerPoint is used for a wide range of purposes, from detailed business presentations to simple educational slides. The software is made up of three main parts: tools for typing and formatting text, options to add images and multimedia, and a system for displaying the presentation as a slideshow.
PowerPoint helps people explain ideas clearly by using visual content, which makes it especially useful in business settings. Features such as images, graphs, animations, and transitions help turn information into a visual story that keeps the audience interested. The software is designed to be easy to use, with a clear layout that suits both beginners and experienced users. Design tools and ready-made templates are easy to find, helping users save time when creating presentations.
The software offers a high level of customisation, allowing users to change fonts, colours, and layouts to match company branding or personal preferences. This flexibility helps presentations look professional and unique. PowerPoint also includes a range of animation effects and slide transitions that add movement and highlight key points. In addition, it provides many templates designed for business use, such as corporate reports, sales pitches, and marketing presentations, making it easier to create well-designed slides quickly.
PowerPoint also supports teamwork through online collaboration features. Multiple users can work on the same presentation at the same time, allowing them to edit slides, leave comments, and make changes together in real time. This makes it easier for teams to work efficiently, even when they are not in the same location.
However, PowerPoint does have limitations when compared to other Microsoft Office programs. Unlike Microsoft Word, it is not suitable for creating long, detailed documents or using advanced features such as mail merge or full version control. Compared to Microsoft Excel, PowerPoint does not use a structured grid for working with large amounts of data or performing calculations. Microsoft Access is designed for storing and managing databases, which is far beyond what PowerPoint is intended to do.
Overall, PowerPoint is designed specifically for creating and delivering presentations. Because of this, it does not include the advanced tools needed for document writing, data analysis, or database management. Each Microsoft Office application has its own purpose, and PowerPoint works best when used as a visual presentation tool alongside these other programs [10] [11].


















[bookmark: _Toc212037707]MS Excel
Microsoft Excel is a spreadsheet program used to store, organise, and analyse numerical and statistical information. An Excel spreadsheet is made up of rows and columns that create a table. Columns are labelled with letters, while rows are labelled with numbers. Where a row and a column meet is called a cell. Each cell has its own address, made up of the column letter and row number, which makes it easy to find and manage data. Excel is a flexible tool used by both individuals and businesses, and it can be used on Windows, macOS, Android, and iOS devices to manage anything from simple lists to large and complex sets of data.
Microsoft Excel includes many powerful features that make working with data easier. It allows users to organise information neatly into rows and columns for simple input and storage. Excel can perform calculations quickly using formulas and built-in functions such as SUM and AVERAGE. It also includes data analysis tools like sorting, filtering, and pivot tables, which help users identify patterns and trends in data. Excel can create charts and graphs, such as bar charts, pie charts, and line graphs, to present information visually. It is widely used for financial tasks such as budgeting, forecasting, and financial reporting. Excel also supports automation through Visual Basic for Applications (VBA), which can be used to automate repetitive tasks and improve efficiency.
Spreadsheets like Excel are far better than word processors when it comes to working with numbers. In a word processor, it is difficult to calculate large amounts of data and see results update automatically. However, Excel has limitations when compared to Microsoft Word. Excel does not offer the same level of text formatting or page layout control, as it is designed around individual cells rather than continuous text. Word is better suited for writing documents such as letters, reports, and manuals.
When compared to Microsoft Access, Excel also has some limitations. Access is a database management system designed to store structured data, maintain accuracy through rules and relationships, and support multiple users at the same time. Excel can store data, but it is not a true database and may cause problems such as duplicated data, errors, or slower performance when working with very large datasets. Access provides advanced tools for querying data and creating forms and reports, which Excel does not offer at the same level. While Excel is excellent for analysing data, it is less suitable for managing complex databases.
Excel is also limited when compared to Microsoft PowerPoint. Excel is not designed for creating slide-based presentations with themes, animations, or transitions. PowerPoint is built specifically to present information visually in a slideshow format to support a speaker. Although Excel can create charts and graphs, these usually need to be added to PowerPoint to be shown effectively in a presentation. Excel is mainly focused on calculations and data analysis, while PowerPoint focuses on clearly displaying key ideas.
Overall, Excel is a highly useful tool for working with numbers, calculations, and data analysis. However, it is less effective outside these core tasks. Its limitations depend on the job being done and the type of output required, which is why it is often used alongside other software such as Word, Access, and PowerPoint.

[bookmark: _Toc212037708]MS Access
Microsoft Access is a database program created by Microsoft. It is part of the Microsoft Office suite and is usually included in the Professional versions or can be bought separately. Access is designed to help users create and manage databases quickly and easily, which makes it especially useful for individuals and small businesses. It is one of the most commonly used desktop database systems.
Microsoft Access is used to store, manage, and analyse organised data. It allows users to build custom databases using tables, queries, forms, and reports. These tools can be used to track information such as customers, stock, orders, or business processes. Access is more powerful than spreadsheet software like Excel when working with related data, as it reduces errors and keeps information consistent. It also supports automation through macros and Visual Basic for Applications (VBA), allowing users to complete tasks automatically without needing advanced programming skills.
Microsoft Access can be used in several important ways. It allows data to be stored and organised in connected tables, making it easier to manage large amounts of information. Users can run queries to search for specific details, analyse data, and identify patterns or trends. Access also enables users to create simple database applications by designing custom forms for data entry and reports for viewing information. Repetitive tasks, such as processing data or creating regular reports, can be automated using built-in tools. In addition, Access can produce professional reports that support decision-making and help monitor business performance.
However, Microsoft Access also has some limitations when compared to other Microsoft Office programs. Access is designed for handling complex and related data and works well when multiple users need to enter or retrieve information at the same time. However, it has a file size limit of 2GB and can be more difficult to learn, especially when using features such as SQL or VBA.
Excel is better suited for working with numbers, calculations, and smaller sets of data. It is useful for data analysis and charts but is less effective than Access when managing structured databases. Collaboration in Excel works best when users take turns editing, rather than working on complex data at the same time. Microsoft Word is mainly used for creating text-based documents, such as reports and letters, and is not designed for managing data. PowerPoint focuses on creating visual presentations using slides and is not suitable for storing or analysing information.
In summary, Microsoft Access is best used when working with large amounts of related data, when data accuracy is important, and when there is a need to build interactive, data-driven applications. Excel is more suitable for calculations and simple data analysis, while Word and PowerPoint are better for documents and presentations.









0. [bookmark: _Toc212037709]Practical demonstration of Two Office Features

Vlookup
On figure 1 screenshot below, I must use VLOOKUP to return the salary of the employee with ID 1030.
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On figure 2 screenshot below, I have entered the VLOOKUP formula to find the salary of the employee with ID 1030.
VLOOKUP formula used below: =VLOOKUP(A11,A:H,8,false) then press enter.
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Figure 3 screenshot. After entering the VLOOKUP formula, the salary of employee ID 1030 was found. Salary is £64,717.00
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[bookmark: _Toc212037711]If Statement
Figure 1. I entered random data into a table for the exercise.
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Figure 2. I have entered the If function to find out if the children score is greater than 50, if it is then they pass but if not, they fail. 
Formula used: =IF(B2>50,”pass”, “fail”)
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Figure 3. The result of the first student is pass.
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Figure 4. I dragged the first student cell into the other student cell to get their result instead of entering the formula on each cell.
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[bookmark: _Toc212037712]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc212037713]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc212037714]MS Outlook
Microsoft Outlook is a personal information management program created by Microsoft. It is mainly used for sending and receiving emails, managing calendars, and organising tasks. Outlook helps people stay organised and communicate clearly, both at home and in the workplace. It is part of Microsoft 365 and can be used on a computer, through a web browser, or on a mobile phone.
Outlook can be accessed in different ways depending on the user’s needs. The desktop version is installed on a computer and offers the full range of features. The web version allows users to log in through an internet browser, which is useful when using a shared or public computer. There is also a mobile app available on smartphones and tablets, which allows users to check emails, view calendars, and manage tasks while they are away from their computer.
Microsoft Outlook is used for both business and personal purposes. In businesses, Outlook is very popular because it works well with other Microsoft programs such as Microsoft Teams, SharePoint, and Exchange. This allows employees to send emails, arrange meetings, share files, and work together more easily. Many organisations use Outlook as their main communication tool. For personal use, Outlook.com provides a free email service. This allows users to send emails, organise contacts, and manage their calendar without paying for the software.
Microsoft Outlook is more than just an email program. It helps users manage their time and work more efficiently. Emails can be organised into folders, and rules can be set to automatically sort messages. This helps keep the inbox tidy and makes it easier to find important emails. Outlook also includes a calendar that allows users to schedule meetings, appointments, and reminders. Online meetings can be set up using Microsoft Teams or Zoom, which is helpful for school, work, or group projects.
Outlook also includes task management tools. Users can create to-do lists, set deadlines, and track their progress. This helps people plan their day and make sure important tasks are completed on time. Contact management is another useful feature, as Outlook allows users to store names, email addresses, and phone numbers in one place.
Security is an important part of Microsoft Outlook. The software includes features such as two-factor authentication, email encryption, and protection against spam and phishing emails. These tools help keep personal and business information safe and reduce the risk of online threats.
In conclusion, Microsoft Outlook is a useful and reliable program that helps users manage emails, time, and tasks in one place. It is suitable for both personal and business use and is especially helpful for staying organised and communicating effectively [12].

[bookmark: _Toc212037715]MS Teams
Microsoft Teams is a cloud-based platform developed by Microsoft to help teams communicate and collaborate. It is widely used by businesses, schools, and other organisations because it allows people to work together efficiently, no matter where they are located. Teams enables users to chat, share files, hold video meetings, and work on documents in real-time. This makes it an essential tool for remote teams or organisations with multiple locations.
One of the key features of Microsoft Teams is its channel-based structure. A channel is like a dedicated space where team members can communicate about a specific topic or project. Channels help organise conversations and keep everything in one place. For example, a team working on a project can have different channels for planning, updates, and questions, making it easy to find relevant information.
If a conversation is important or requires attention, users can tag others to notify them. Teams also allows users to have private one-on-one chats for confidential discussions, as well as group chats for team communication. These conversations are all stored within the app, making it easy to go back and review messages when needed.
In addition to chatting, Teams integrates with SharePoint Online, Microsoft’s platform for file sharing and collaboration. This means users can store, share, and work on documents together in real-time. Teams also allows users to schedule and join video meetings, which is especially useful for team members who are working remotely or in different locations. The platform supports features such as screen sharing, virtual whiteboards, and even background effects to enhance meetings.
For task management, Teams includes Microsoft Planner, which helps users create, assign, and track tasks within a team. This makes it easy to manage deadlines and ensure that everyone is on track with their work.
Teams offers strong integration with other Microsoft 365 apps such as Word, Excel, PowerPoint, and OneNote. This means that users can open, edit, and share documents directly within Teams, without needing to switch between different apps. This integration makes working on shared documents, presentations, and spreadsheets much more efficient.
Moreover, Microsoft Teams provides a secure environment for communication, with features like multi-factor authentication (MFA), which ensures that only authorised users can access team spaces. It also offers encryption for all communications, protecting sensitive information.
Teams is available on multiple devices, including Windows, Mac, Android, iOS, and Linux. Whether you are using a desktop computer at work, a laptop at home, or a smartphone on the go, Teams keeps you connected.
There are several subscription plans available, ranging from a free version for personal use, to more advanced business plans that offer additional features like webinar hosting and extended storage. The business plans also include better support for team collaboration and integration with other business tools like Microsoft Outlook and SharePoint.
Overall, Microsoft Teams is a powerful and flexible tool for communication and collaboration. It helps teams stay organised, connected, and productive, no matter where they are. It’s an essential tool for modern businesses, educational institutions, and anyone who needs to work with others remotely [13].

b. [bookmark: _Toc212037716]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc212037717]MS Outlook

Figure 1, I did not have time to create an account, but this is a picture of how MS Outlook looks like.
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[bookmark: _Toc212037718]Ms Teams
Figure 2, I did not have time to create a real one myself, but this is a picture of how MS Team looks
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[bookmark: _Toc212037719]Conclusion
Even though I did not finish the task 4, this assignment has been a great knowledge experience; there is a lot that I have and will incorporate into my life and future businesses.
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