


Table of Contents
Task 1. e-Commerce Website builders/software solutions	1
Task 2. Mind-map of contemporary software applications	2
Task 3 Office Applications for creating, storing, presenting, and analyzing information/data	3
Microsoft Excel	5
Microsoft Access	5
Part b: Excel features	6
Pivot Table	7
2. Steps completed	9
Task 4. Communication and Collaboration applications	10
2. Collaboration application Moodle	11
Microsoft Teams screenshots	12
1. Moodle Screenshots	13
2. Moodle Screenshots	14
References	15











[bookmark: _Toc235442875][bookmark: _Toc235445668]Task 1. e-Commerce Website builders/software solutions

Shopify
Shopify is the world’s leading e-commerce website builder and software solution. It has roughly 23.5% of the global market which therefore supports over 5.6 million businesses across 175 countries [1]. This was initially built in 2006 to reduce technical barriers users may face, thus allowing anyone to launch a store without having advanced coding skills [2].
Shopify’s Basic Plan offers $39 per month, with advanced features as you progress up to the higher tiers. A crucial factor to consider is that using any external payment providers will result in Shopify adding an extra 0.5-2% charge to each transaction [1]. The online platforms key strengths include reliable checkouts, seamless physical and digital sales and over 16,000 extensions broaden functionality [2]. Artificial Intelligence, also known as AI, has shown to have a vital role in Shopify. This platform features an integrated AI assistant called SideKick AI which is designed to assist with product description, simplify daily routines and support users in identifying several growth opportunities. Shopify is known to work for all types of business which include new starting brands to leading brands such as GymShark and Heinz. Although it caters to everyone, significant changes and premium features will require a developer or the Shopify Plus Plan which starts from $2,300 a month [1].
WooCommerce
As an open licensed e-commerce extension, which is purposefully designed for WordPress, WooCommerce is the most popular e-commerce solution which is used globally. This extension holds approximately 36% market shares with over 6.6 million active installations [3]. Compared to many various platforms, the standard software is free, but users must arrange their own web hosting fees (£12- £80 per month) and security independently.
WooCommerce has many advantages for users, but the greatest strength is that it provides every user with full ownership and freedom. Users gain complete data ownership, design ownership and are able to customize with zero platform charges, thereby making it well suited for content led brands. This specific platform works with many if not all WordPress tools, has no limitations on listing products and has advanced add-ons for trading, subscriptions and marketplaces [3]. Having complete independence means greater responsibility such as managing software updates, handling system back ups and preventing extension conflicts yourself. On the other hand, businesses and users can opt to pay for a managed hosting provider to reduce the burden on one person. Newer features on this platform include built in AI assistants, faster loading times for large catalogues and enhanced support [3]. Overall, this makes it perfect for bigger brands that priorities flexibility rather than a quick set up. 
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Part a: what is mind-mapping and why we use it in Business?
Mind-mapping is a visual way of organising ideas. You start with one central topic, then you add link branches which consist of ideas which relate to the topic and facts and connections. It also uses shorter phrases and more clear links instead of big, long block of writing, so just by looking at it you can see how different parts of the subject relate to each other.[1]
For everyday business use mind-mapping consists of four main advantages, it simplifies planning and problem solving it does this by breaking down larger projects into smaller, Easier steps for challenges ahead which will help you in not missing out important details.[1] it also strengthens teamwork, looking at shared maps makes it clearer of what your roles and responsibilities are, so everyone stays on the same page. [2] complex processes or new rules are much easier to explain and understand when shown visually [3]. The last thing is that it helps you make decisions faster, as you can see what matters most and how the tasks link together straight away [1].
Part b: MINDMAP 
[image: ]
(Fig;1 Mindmap which I made on Mindup)
Explanation of the mind map
Central topic: The main subject and the tools used for everyday business and organisation tasks.
Main branches: The five key areas where software supports daily operations.
Applications listed: popular and frequently used tools that belong to each category
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Part a: Four office software solutions for business operations
Microsoft office is the most widely used set of business software in the world. It helps organizations with various tasks such as save, share and work with information easily. The four main programs are Word, PowerPoint, Excel, Access. All these programs do a different job, and work well together for almost all daily business tasks. Below is a clear example of each program, including what it can do, how it helps your work and business and any limitations you need to be informed of.
Microsoft word
Microsoft word is a tool for writing and editing documents. It is used for every part of business to produce clear, professional work [1]. The major features for this program are as follows: change fonts, colours, add footers, headers, tables, layouts and automatic page tables, work with others on the same file; leave comments and track changes, check spelling and grammar; add citations and references, use ready-made templates for reports, policies, letters. You can also mail merge to make personalised letters from a list of names, you can save as .pdf, .docx, or other formats that you can use on your computer, phone or website [2]. The benefits for business are it saves you time; you do not have to do documents from scratch every time, makes documents look neat and tidy and it’s easy to store and find information. The program also lets teams work together without losing earlier work and reduces confusion from unclear writing [1]. It also has limitations like not made for large sums or storing large lists of data, very long files with large pictures will run slow and layout may look different if opened on older software. Also, you may need to get a paid Microsoft 365 plan for advance tools [3].
Microsoft PowerPoint
Microsoft PowerPoint is used to make slide shows for meetings, training, pitches and updates. It uses visuals and texts to explain ideas simply and clearly to groups [1]. The major features for this program are you can use ready-made layouts and colour schemes to match your brands, add photo, charts, videos, sound and icons. You can also use simple movements to highlight key points, see your own notes on screen whilst the audience just see slides. Another great feature is that you can save as PDF, video or share a web link, and add slides in Excel and Word files [2]. The program has various benefits for business as it helps you organise ideas and keeps talks short, makes hard topics easier to understand with pictures also works well for face-face or online meetings, reuse slides for different events. As like all programs it also has its limitations its not writing long reports or keeping raw data, too much flashy texts and effects may distract your audience, some effects may not work in older versions [3].



[bookmark: _Toc235445671]Microsoft Excel
Microsoft Excel is a spreadsheet tool for organising, calculating and checking numbers. It is used for money, stocks, sales and planning [1]. The program has various features such as rows and columns to hold a lot of information, Ready-made formulas for math’s, IF, VLOOKUP, dates and finances. You can also use pivot tables and goal seek to spot patterns, pull in data from other files; updates results automatically when numbers change [4]. The benefits for business are that it cuts down on manual maths and mistakes, turns numbers into easy-to-read charts, works for simple lists and full business budgets. Excel also shares data easily with Word and PowerPoint [2]. As with all programs it has its limitations, one wrong formula can break all your results, not built for many people editing at once, Harder to lock down rules than a proper database and advance tools need practice to use well [3].
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Microsoft Access is a database tool. Unlike Excel, it is made to store and link large groups of related information, like customers, products and orders [1]. Major features of Access are that it keeps data in linked tables, so you do not have to copy repeatedly. You can build reports to show key information, search and pull exactly the data you need, connect to other Microsoft tools and databases and set rules so data is entered correctly [2]. the benefits for business are that it holds more linked data than Word and Excel, keeps accurate records stops duplicates, finds answers to complex questions quicker and easily and has stronger checks to keep data reliable [4]. The access limitations vary from like it takes more time to set up then Excel, limited access over the web, not very large systems not a large group of 20 people can use at once and fewer people already know how to use it [3].
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IF function

The IF function automatically applies a rule to your data, producing one result if a condition is met and another if it is not met. In this example from ABC stores, it is used to calculate branch bonuses on net earnings.

Rule applied 
If net earnings >2000, then bonus 10%, otherwise no bonus

Formula used
Entered in cell J4 and copied down column J
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The image displays the full 2020 sales report for ABC stores. The formula is visible in the formula bar at the top, and the “Bonus for the Branch” column shows the automatically calculated results. This removes manual calculation work and ensures consistent, accurate bonus application.
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A Pivot Table is an Excel tool that lets you quickly summarise, group and analyse large sets of raw data. You can rearrange information to see different views and totals without manually sorting or calculating anything yourself [1].
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1.Steps completed 

Set up pivot table: selected the full sales data range, chose to place the results on an existing worksheet, and confirmed the selection.
View by salesperson: added salesperson to Rows and Units Sold to Values. Excel automatically calculated totals:
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View by Region: Swapped Salesperson for Region in Rows to see location performance:
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Add Revenue data: Added total revenue (£) to Values alongside units sold, Showing both volume and income per person.
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The sequence of images above shows the full process: selecting my data range, opening the Pivot Table setup window, and building three different summaries from the same original list. You can see how dragging the fields changes the view instantly, with all sums calculated automatically. The benefit is this method saves hours of manual work, avoids calculation errors, and makes it easy to spot top performers or strongest regions quickly.
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Modern work needs fast and reliable communication and collaboration tools to connect people whether they at the office, at home or across different sites. Below I will explain about one communication tool (Microsoft Teams) and a collaboration tool (Moodle), their features and how they help daily work.





1. Communication application Microsoft Teams

Microsoft Teams is a standard tool for calls, business chat and online meetings. It works effortlessly with Excel, Word and Outlook, so most companies already use it. The key features for this application are that you can chat one to one or in groups, hold video or voice calls, share and edit files without leaving the application, use on computer, web and mobile phone and it keeps data and your conversations secure. Like every application it has its limitations as well doesn’t work properly with a bad internet connection, can feel busy for only wanting to do basic chat and you need a plan for some additional options.
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(fig1; shows the Keys Benefits of Microsoft Teams taken from google.com)
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Moodle is a free, open-source platform originally made for the education and training, but now its widely used for businesses and different organisations for meetings, share resources, discussions and collaborate on projects.
Its key features include dedicated discussion forums where people can share ideas, ask questions, at the time that suits them not needing to be online all the time.it also aids easy file sharing, so you can upload videos, guides, documents and has links so everyone can download and view the work. You can also create different group workspaces so you can keep teams and projects private, build collaborative workspaces and pages that people can edit together, and you can set up notifications, so you know if some one has added new content or replies to your posts.
There are many benefits for Moodle in business. The core features are completely free, so no on-going cost for basic tools. It also keeps file sharing secure and related work, discussions linked together so you do not have to look for them separately. It’s very simple for beginners to use straight away and you can use it on the computer, phone, tablet or anywhere where there is an internet connection.
As like any other application it has its limitations. it’s not designed for fast instant messaging, so its better suited for longer discussions and shared resources. Takes more time and effort to setup then other applications like Slack and Trello. You will also need some basic technical knowledge to make changes or customise how the platform works for your company. Overall, it’s a popular and reliable application for educational departments and various companies which want to store information, work together, keep records which are clear of discussions and progress.
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(fig 2; Moodle features & benefits from google.com)
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Shows group chat, sent messages and list of members
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 Shows my Modules, dashboard useful links, Private files and messages.
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Search ala Osman Elgawi
2 Contacts
- 13 July
> starred (1)
> Group 0 Osman Elgawi 1013
Dear Students,
v Private (1)

Please note that our upcoming class (Friday, 17 July) will be our final session of the term, and it is
130726 dedicated to review and feedback. For anyone who has fallen behind or been busy with other
submissons, Please take full advantage of this time. It is a great opportunity to complete your final
assignment and ensure your wok is in excellent shape.

Osman Elgawi
Dear Students, Please note that our upcom.

Write a message... (@)
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