                                     



Contents
	0
Task 1. e-Commerce Website builders/software solutions	2
Task 2. Mind-map of contemporary software applications	3
Task 3. Office Applications for creating, storing, presenting, and analysing information/data	4
Task 4. Communication and Collaboration applications	5



[bookmark: _Toc230355715]                                      Task 1
         E-Commerce Website builders/software solutions

E-commerce website builders such as Shopify and Wix help people for businesses to create online stores without needing technical skills. They offer ready-made templates, easy-to-use tools, payments gateway integrations, allowing businesses to build professional websites at a low cost. These platforms also include essential features like inventory management, analytics, mobile responsiveness and marketing tools to help business compete online. 
 
In addition, platforms like Shopify and Wix offer simple marketing tools, such as search engine optimization and social media links, to help businesses reach more customers. While they offer flexibility and customization, some platforms may have fee limitations for advanced needs. Overall, e-commerce website builders are very useful for beginners and small businesses because they save time, reduce costs, make it easier to sell products online.
 
Wix 
Wix is a popular website builder that includes e-commerce functionality. It is general-purpose website builder that allows users to create blogs, portfolios and business websites, as well as online stores. Wix is known for its drag-and-drop editor, which gives users full creative control over the design of their websites. This allows users to create visually attractive websites without needing coding skills. Wix provides wide range of pre-designed templates specifically for online stores, which can be easily customized. For e-commerce, Wix offers features such as product management, secure checkout, and support for multiple payment methods. It also has built-in marketing tools, including email campaigns, social media integration, and search engine optimization to help businesses engage customers. A major advantage of using Wix is affordability and simplicity, making it ideal for small businesses or people starting an online store.  Wix has some limitations when it comes to handling very large-scale stores. It is less scalable than specialized platforms and may not perform as efficiently with high volumes of products or transactions. 
Overall, Wix is flexible, easy-to-use, and cost-effective solution for individuals and small businesses wanting to create an attractive online store without technical complexity.  
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                                            Figure 1 Wix 
Shopify
Shopify is an e-commerce platform designed specifically for creating and managing online stores. It is cloud-based solution, users can access it via web browser without installing software. Shopify allows businesses to sell products online and in physical locations through its integrated POS system, which connects in-store sales with online Shopify store. One of the key strengths of Shopify is ease of use, which allows users to choose pre-designed templates and customize them using a simple drag-and-drop interface. Shopify also supports secure payments processing, including its own (Shopify payments) and third-party providers such as PayPal and stripe. Another major advantage of using Shopify is scalability. Small businesses can start with basic plans and upgrade as they grow. Users can add wide range of features such as inventory management, order tracking, marketing tools like, discounts codes. In addition, Shopify does have some limitations. Monthly subscriptions and transaction fees can increase costs, especially for smaller businesses. Monthly subscription fee depending on plan selected, as business grows, it may need to upgrade to a higher plan.  
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            Figure 2 Shopify 
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       Mind-map of contemporary software applications 

Mind Map is a visual technique to used to organise information by placing a main idea in the centre and connecting related ideas through braches. It helps users break down complex topics into smaller, clearer sections. Mind-maps often use keywords, colors, and simple diagrams, making information easier to understand and remember.

In business operations, mind mapping offers several important benefits. First, it improves Planning and Decision-making by giving managers a clear overview of tasks, goal, and resources. Instead of reding long documents, teams can quickly see how different parts of a project connect. Second, mind-mapping supports Problem Solving. By visually exploring different options, businesses can identify solutions that may not appear in traditional linear notes. Thirdly, it support Project Planning and Task  Management. Businesses can use them to outline project stages, allocate responsibilties, and track progress. Another benefit is enhanced colllaboration. Many contemperory mind-mapping tools, such as, Miro, MindMeister allow users to contiue simultaneously. This supports Teamwork, especially in remote and hybrid working envrionments. 

Overall, Mind-Mapping is a practical tool that helps businesses organise information, generative ideas, and work more efficiently. 


                                Mind Map 

The Mind Map shows how contemporary software applications support day-to-day business operations. Communication and Collaboration tools such as Microsoft Teams and Zoom enable employees to communicate effectively regardless of location. Productivity applications including Microsoft Word, Excel, and Powerpoint assit with document creation, data analysis, and presentations. 
Business Management software sucg as SAP ERP, Salesdorce CRM, and Oracle Netsuite helps organisations manage resources, customers, and business processes. Cloud Storage solutions like One Drive and Google Drive provide secure access to files and support remote working. 
Project Management applications including Trello, Asana, and Jira assit teams in planning, tracking, and completing projects efficiently. Finally, Data analytics tools like Power BI and Tableau help organisations analyse data amd make informed strategic decisions. 
Together, these software applications improve productivity, collaboration, efficiency, and competitiveness in modern organisations.
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       Figure 3Mind Map        
                         
                                            Task 3 

Office Applications for creating, storing, presenting, and analysing information/data

Modern organisations rely heavily on office apllications to create documents, manage information, analyse data, and communicate effectively. Microsoft Office remains one of the mose widely used productivity suite in businesses worldwide because it provides apllications that support different operational with the Microsoft Office Suite are Microsoft Word, Microsoft Excel, Microsoft Powerpoint, and Microsoft Access. Each application has unique features that assist organisations in improving productivity, collaboration, amd decision-making. 

This report discuss the major features, benefits, and limitations of these four software solutions and explains how they support modern business operations. 
MS Word  
 Microsft Word is a word-processing applicationused to create, edit, format, and shape professional documents. It is widely used for reports, business letters, contracts, manuals, and meeting notes. Microsoft Word provides extensive formatting options, templates, collo#aboration tools, and integration with other Microsoft 365 applications. 
Key Strength of Microsoft Word is its formatting tools. Users can adjusts fonts, colors, spacing,margins, and alignment to create professional – looking documents. Features such as headers, footers, page numbers, and styles help maintain consistency throughout long documents. Word also includes templates for resumes, letters, and reports, which save time and ensure a polished layout. The ablity to insert tables, charts, images, shapes, amd Smartart makes documents more visually appealing and easier  to understand. 
Microsoft Word also supports strong editing and reviewing tools. Spell chcek and grammer check help improve writing quality, while Track Changes and Comments allow multiple people to review a document at the same time. This is especially useful in workplaces where teams collaborate on reports, reducing misrtakes and improving accuracy. Another important benefit is Word’s integration with cloud services such as OneDrive and Sharepoint. This allow users to save document online, access them from any device, and work together in real time. 
MS PowerPoint
Microsoft Powerpoint is one of the most widely used presentation software tools in education,  business, and professional communication. It allows users to create structured slide shows that combine text, images, charts, and multimedia to present information in a clear and engaging way. Pwerpoint is a part of the Microsoft Office Suite and has become a standard tool for delivering lessons, business pitches, project updates, and training sessions because of its flexibilty and ease of use. 






 
 
 


[bookmark: _Toc230355718]Task 4. Communication and Collaboration applications (Approx. 1000 words). 
a. Analyse one contemporary Communication and one Online Collaboration applications/tools used frequently in modern business world and document a summary of their key features using written text with some images and relevant citations. (approx. 2/3 sources) 
b. Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application and document several screenshots with brief accompanying description to provide evidence of practical use. 
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