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[bookmark: _Toc233041024]Introduction
This report explains different type of software applications used and individuals. It includes information about e- commerce website builder such as wix and shoplifty and how they help business create online store. the report also explains mind mapping, its benefit and includes a mind map of contemporary software application. In addition, it describes four Microsoft office application word excel PowerPoint and access and their impotence in business operation. finally, the report discuses communication and collaboration applications including their features and how they help people work tighter effectively. overall, this report shows how different software applications support business activities, commotions and productivity.
[bookmark: _Toc233041026]Task 1.e Commerce Website builder/ software solutions
1.1 [bookmark: _Toc233041027]Wix 
[image: Connect Your Wix Site to Lulu Direct Today]
Wix is an online website builder that allow people and business to create professional website without needing coding skills. It provides ready- made templates and simple drag and drop editor making it easy for anyone to build a website.
Advantage
Uses of wix, create business websites, build online store (e commerce websites) like design website for restaurant school and charities, sell product online and provide services.
Benefit 
Benefits of using wix, easy to use no coding knowledge is required drag and drop editor you can easily add and move text images and video, hundreds of readymade websites designs are available. website automatically work well on phone and tablet. helps improve the website ranking on search engines like google. wix provide website hosting and security so user do not need to buy them separately. user can accept payment mange product and track orders. Wix is one of the most popular websites builders because it easy to use and does not require coding skills. It is good choice of for beginners’ students’ small business and anyone who want to create a professional website quickly.  Another advantage of Wix is that it offers many readymade templates. Users can choose a template that matches Thiers business or personal style and then customise it to meet their needs. This saves time and helps create a modern looking website. Wix also provides reliable web hosting, so users do not need to buy hosting form another company. Its offer free and paid plans giving people the option to start with free websites and upgrade later. [1]

1.2 [bookmark: _Toc233041028]Shopify [image: Shopify logo and symbol, meaning, history, PNG]
Shopify is an e commerce platform that helps people and business create online store to sell product and services. it easy to use and does not require coding skills. business can add product accept online payment mange customer order and track stock in one place shoplifty also provide secure payment option mobile friendly website design and marketing tools to help business attract more customer. Overall shoplifty is good choice for business because its make selling product online simple safe and efficient. One of the main benefits of shoplifty is it easy to use interface. Users can choose to form many attractive templates ad product manage inventory accept online payment and track customer order in one place. Shopify also provide secure payment processing and protects customer information.  The platform including useful marketing tools such as discount codes email marketing and social media integration to help businesses reach more customer. It also supports mobile friendly websites allowing customers to shop easily form their phones or tablet. 
Overall Shopify is reliable and flexible platform that makes it simple to start managing and grow an online business while providing excellent tools for both business owners and customer. [2]
[bookmark: _Toc233041029]Task 2. Mind – map of contemporary software applications

[bookmark: _Toc233041030]2.1 Describe mind mapping and explain the benefits of using mind 
[bookmark: _Toc233041031]Mapping

Mind mapping is simple way of organising ideas and information using a diagram. The main topic is placed in the centre and related ides relate to branches. This makes it easier to see how different ideas are linked together. mind mapping helps people organise their thought improve creativity remember information more easily and plan task clearly.  It is useful for studying solving problem taking note and planning projects. Overall mind mapping is an effective tool that helps people understand and organise information in a simple and clear way. 
Advantage 
One advantages of mind mapping is that it improves memory. The use of keywords colours and branches helps the brain remember information better than long paragraph of important point can written in short notes instead of full sentences. Mind mapping also improve creativity. When ides are connected visually, it becomes easier to think of new solution and different ways to solve problems. This is helpful for studying planning project and brainstorming. Mind mapping can increase creativity because it allows people to think freely and connect different ideas together. It is useful when planning project writing assignment solving problem or brainstorming new ideas. 
Limitations 
Mind mapping is a useful way to organise ideas and information, but it also has some limitations. A mind map can become confusing if there are too many ideas words or branches. it may not be suitable for presenting details information’s because there is limited space on the page. some people may also find it difficult to understand a mind map if they are not familiar with this method. Creating a clear and well organised mind map can also take time. 
Overall mind mapping is an easy and effective method for learning planning remembering and organising information. [3]
[bookmark: _Toc233041032]2.2 Create a mind mapping of contemporary software applications
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[bookmark: _Toc233041034]Four office software solution for business operations

[bookmark: _Toc233041035]Ms Word 
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Microsoft word is word processing application used to create edit and format document. it is commonly used for writing letters report assignment CVS and business documents.  Microsoft word makes it easy to add text pictures tablet and heading to create professional looking document. It also includes spelling and grammar checking to help reduce mistake. Overall, it is useful because it saves time and improve the appearances of documents and makes writing and editing simple and efficient.

Advantage 
One of main advantages of Microsoft word is that easy to use. It has simples’ tools for changing font colours text size and page layout. Users can also add picture tablets charts and shapes to make document more attractive. 
Benefit 
Another benefit is the spelling and grammar checker. This feature helps users find and correct mistakes making document look more professional. Microsoft word also allows users to save document in different files format such as Docx and PDF making them easy to share and print. 
The software also supports teamwork. Multiple people can review comment on and edit the same document making group work easier. 
Limitations 
Word is useful tool for creating and editing documents but also has some limitations documents can sometimes become slow or difficult to manage. Users may also need time to learn all the features, especially formatting tables and pages layouts Documents can look different on different computers if font or versions of word are different. 
Overall Microsoft word is reliable and useful program that save time improve writing quality and helps users create clear and professional documents. [4]

[bookmark: _Toc233041036]Ms Excel
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Excel is a spreadsheet program form Microsoft that helps you organize analyse and calculate data in grid of row and columns. Its main benefit is that it turns row and columns and list into useful information with just few click s you can use built in formulas to do instant math create chart to spot trends sort and filter large list to find what matters and even automate repetitive a household budget tracking sales or planning a project, Excel saves time reduce errors and make it easy to see the story behind your numbers all in one flexible tool that works for both beginners and experts.
Advantage
Excell allow users to create charts and graphs which help present information in clear and attractive way. It also includes tools for sorting filtering and analysing data making it easier to find important information. 
One of the main advantages of Excel is that it makes calculations quick and accurate using formulas and functions. It can also organise large amounts of information into rows and columns making data easy to read and mange.
Benefit 
Another benefit is that Excel save time by automating calculation and reducing manual work. Users can also create budgets track expenses manage schedules and prepare report efficiently. 
Limitations 
Excel is useful tool for organising data., making calculations and creating charts, but it also has some limitations. Larges spreadsheets can become slow and difficult to manage when they contain a lot of data. excel can also be difficult for beginner because it has many formals can give incorrect result and effect the information.
Overall Microsoft Excel is a useful and reliable program that helps users work with data more accurately improve productivity and make better decision in both education and business. [5]
[bookmark: _Toc233041037]Ms PowerPoint
[image: How to use PowerPoint: A beginner's guide | Zapier]
PowerPoint is a presentation program form Microsoft that helps you turn ides data and stories into visual slides show you can share on a screen print or present live. Its main benefit is that it transforms plain information into engaging easy to follow visual you can add text images chart animation and video to each slide than arrange them in a logical flow to guide your audience through your messages. Whether you are giving a school talk pitching a business ides or training a team PowerPoint makes you look more polished and organized keeps people attention and helps them remember your key point, all while being simple enough for beginners but packed with advanced design tool for professional. 
Advantage
One of the main advantages of Power Point is that makes presentation easy to create users can add text pictures chart videos and animations to make their slides more interesting and engaging. 
Benefit
Another benefit is that Power Point supports teamwork allowing users to edit and review presentations together. It can also be used for online meeting and professional presentation. 
Limitations 
PowerPoint is useful tool for creating presentations, but it also has some limitations. creating a good presentation can take a lot of time especially when adding images animations and videos. Too many animations colours or picture can make the presentations confusing and difficult to understand. 
Power point may also have technical problem if the computer does not support certain fonts videos of files some advance feature may require.
Overall Microsoft Power Point is a useful tool that improve communication creativity and the ability to present information effectively. [6]
[bookmark: _Toc233041038]Ms Access
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Microsoft Access is database management program that helps you store organize and retrieve large amount of information in a structured way all within a single file. Its main benefits are that it goes beyond simple list or spreadsheet by letting you create relational databases meaning yon can link separate tablet like customer order and product together so you can ask complex question and generate report without repeating data. Whether you are managing inventory tracking project tasks or handling client record access saves you from manual searching reduces duplicate and errors and gives you custom form for easy data entry plus queries that pull exactly the information you need in second. Its ideal for small to medium projects where Excel become too messy, yet it doesn’t require you to be programmer though it also offer power tools for those who want to build more advance application.
Benefit 
Another benefit of Microsoft Access is that it can connect with other Microsoft programs such as Excel and word making it easier to share and analyse data. it is allowing multiple users to work with information.
Limitation 
Microsoft Access is useful for creating and managing database, but it has some limitations. It is not suitable for very large database because it can become slow when there are many users or large amount of data. Access also has fewer advance features compared with larger database system. it can be difficult for beginner to understand tables queries form and relationships. Microsoft Access is mainly designed for smaller organisation and projects. it may also have problem when many people try to use the same database at the same time. 
Overall Microsoft Access is a powerful and practical database program that helps users store control and use information effectively in both personal and professional environments. [7]
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3.3 IF Statement
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[bookmark: _Toc233041042]Task 4. Communication and collaboration applications 

[bookmark: _Toc233041043]4.1 One contemporary Communication and one online collaboration

4.1A.   Communication platform outlook
[image: Outlook for Microsoft 365 cheat sheet – Computerworld]
Microsoft outlook is a comprehensive personal information manager that combines email calendar contact task and note into one integrated platform making it much more than just email client. Its main benefit is the seamless way it connects all your communication and scheduling needs you can send and receive messages set up meeting with automatic calendar updates create to do list with deadline and store contact.
Advantage
One of the main Advantage of outlook is that it provides a reliable and secure email services Users can send receive and mange messages easily. it also helps organise emails using folders categories and search tools making it easier to find important information. 
Benefit
Another benefit of outlook is its calendar feature which allow users to schedule meeting set reminders and mange appointment. it also includes contact management tools that help users keep important details in one palace. 
Outlook support teamwork by allowing users to share calendar arrange meetings and communicate effectively. It works such as word, Excel, and Power Point.
One of the main advantages of outlook is that it provides a reliable and secure emails services users can send receive and mange messages easily. It also helps organise emails using folders categories and search tools making it easier to find important information. 
Overall Microsoft outlook improves commutation save time and helps users manage their work and personal task more efficiently [7]
Limitation 
Microsoft outlook is useful communication tool, but it also has some limitations. it can be difficult for new users to learn because it has many features and setting. Outlook also require an internet connection for some functions such as sending and receiving emails. The mailbox has limited storage depending on the account or plan.
Users may also receive spam emails or phishing messages, which can create security risk some advance features may require a paid Microsoft 365 subscription . 

4.1 B.  Collaboration platforms Google Meet 
[image: Google Meet cheat sheet: How to get started – Computerworld]
Google meet is a popular online communication and collaboration platform that allow people to have videos meeting form anywhere in the world. It is widely used by business schools’ teachers and individuals for online classes meeting and teamwork.
Advantage
One of the main advantages of googling meet is that easy to use. Users can join meetings through a simple link without installing complicated software. It works on computers tablets and smartphones making it convenient for people to communicate form different locations.
Benefit
Google meet helps improve teamwork and collaboration by providing useful features such as video calls screen sharing live chat and presentations. These features allow users to share ideas. explaining information and work together effectively business can use Google Meet for team discussion client meetings and remote working. 
Another important benefit is that Google Meet connects with other Google services such as Google Calander and google drive. This makes it easier to schedule meeting share documents and manage work. It also provides security features help protect meeting and user information. 
Google Meet saves time and reduce the need for travel because people can communicate online. It also supports flexible working and learning allowing student and employees to stay connected from different places. 
Overall Google Meet is a reliable simple and effective collaboration tool. It improves communication, increases productivity and helps people work together more easily in modern digital environments. [9]
Limitation 
Google meet is useful communication and collaboration platform, but it has some limitations. the free version has limit on meeting time and the number of people who can join. A good internet connection is also needed, and poor internet can cause problems with video and sound. some advance feature such as recording meeting with paid plans. 
Users may also experience technical problems with microphones cameras or screen sharing. therefore google meet is useful for online meeting but users should be aware of these limitations.

[bookmark: _Toc233041044]4.3 D Test one feature of freely available communication (1) and one feature of collaboration (1)
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[bookmark: _Toc233041045]Conclusion
This report looked at different types of software that business and people use every day. It shows that modern software is becoming easier to use and more connected online. 
Frist, we looked at website builder like Wix and Shopify. These tools help business create online shops quickly without needing to Khow how to code. this makes it much easier to known for anyone to start selling online. 
Next, we explored mind mapping software. These tools help people organize their ideas visually. They make planning and brainstorming simper and more creative which is very useful for teams. 
We also reviewed common offices program likes Word, Excel, PowerPoint and Access. These are still very important for daily work like writing calculating presenting and managing data. But they work even better when used with communication tools. 
Finally, we tested communication and collaboration apps likes. Outlook, Google Meet, Slack, etc These tools allow team member to chat share files and work together form anywhere in the world. This very helpful especially when people work form home or in different offices. 
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12 40549 649.99 4 =D12*E12 =IF(F12>=1500,0,2%*F12)  |=F12+G12
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