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Business operations depend on selecting the right digital tools for creating content, managing information, supporting decision-making, and enabling communication across teams. This report reviews contemporary software used in organisations and explains how different applications support day-to-day work.

First, it compares two popular e-commerce solutions, Shopify and Wix eCommerce, highlighting their main features, typical use cases, and trade-offs for small and growing businesses. Next, it explains mind mapping as a practical technique for organising ideas and processes, and presents a mind map that groups modern business applications by operational purpose.

The report then discusses four core Microsoft Office applications (Word, Excel, PowerPoint, and Access) and evaluates how each contributes to creating documents, analysing data, presenting information, and storing structured records, including key limitations that affect business use. Finally, it analyses Microsoft Teams as a communication platform and SharePoint as an online collaboration and document management tool, noting how they work together in many Microsoft 365 environments. Practical feature-testing sections are included to capture evidence (screenshots) of applied use.


[bookmark: _Toc215662948]Task 1. e-Commerce Website builders or software solutions
[bookmark: _Toc215662950]Shopify
1.1 Shopify
Shopify is an e-commerce-first platform designed to help businesses create and operate an online store with a strong focus on selling features, store management, and scaling. It provides tools for managing products and inventory, setting up payments, configuring shipping, and tracking performance through built-in analytics. Shopify also offers tiered pricing plans and allows businesses to change plans as they grow, which supports different stages from new stores to more established operations [1].
A key strength of Shopify is its end-to-end commerce ecosystem. Businesses can use Shopify’s core features and extend the store with additional apps and integrations where needed. This approach can reduce setup complexity for users who want a platform that is purpose-built for e-commerce. However, total costs can increase when a business relies on paid apps, premium themes, or higher-tier plans, and some advanced customisation may require additional technical skills or third-party services [1].
Wix
Wix eCommerce is a website builder that includes e-commerce capabilities. It is designed for users who want a visually driven, drag-and-drop website design experience while still being able to build, run, and grow an online store. Wix provides features that support key e-commerce workflows such as creating a storefront, managing products, enabling cart and checkout, handling payments, and reviewing store analytics [2].
A major advantage of Wix eCommerce is design flexibility and ease of building content-rich pages alongside a store. This can be useful for small businesses that combine services and products on one website, or for brands that want a strong emphasis on layout and presentation. Wix also allows users to start building an e-commerce website and then upgrade when ready to accept payments, which can support early experimentation and planning [3] . A limitation is that some advanced e-commerce requirements (for example, complex automation or highly customised workflows) may depend on plan selection and add-ons, and businesses may outgrow a website-first approach if they require deeper commerce operations at scale [2], [3].
Comparison Summary
In summary, Shopify is typically well-suited to businesses that prioritise a commerce-first environment with structured selling and operational tools, especially when aiming to scale. Wix eCommerce is often a strong option for businesses that prioritise fast, visual website creation and want a store integrated into a broader website experience. The most appropriate choice depends on business goals, budget, and the level of control required over design and e-commerce operations [1], [2], [3].
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a. [bookmark: _Toc215662952]Mind mapping and explain the benefits of using mind mapping in business operations
Mind mapping is a visual thinking technique used to capture and organise information around a central idea. A mind map usually starts with one topic placed in the centre of the page, then expands outward into branches that represent related subtopics. Instead of writing long sentences, mind maps use keywords and short phrases to show how concepts link together. This non-linear structure helps users see relationships between ideas and makes it easier to break complex information into manageable parts [4].
In practice, mind mapping is widely used for brainstorming, planning, revision, and problem-solving. Mind mapping encourages free association: when one branch is created, it naturally prompts new connected branches, which can increase idea generation and help a person explore a topic more fully. It can also support organisation by grouping ideas into themes that can later be converted into a structured outline or action plan [5], [6].
In business operations, mind mapping is particularly useful because operational work often involves multiple people, tasks, tools, and dependencies. For example, a business process such as “customer onboarding” can be placed at the centre, with branches for required documents, responsible roles, software systems, timelines, and risks. Viewing the process visually helps teams understand the full workflow, identify gaps, and reduce duplicated effort. It can also be used to map stakeholder requirements, prepare meeting agendas, or document how a department completes routine work (e.g., stock checks, reporting, payroll preparation) [5].
Key benefits of mind mapping in business operations include:
Improved clarity and structure: Mind maps organize complex operational information into a clear structure that is easier to explain to others and to review quickly [4], [6].
Faster brainstorming and idea generation: Teams can generate and capture ideas rapidly without being constrained by linear notetaking, which supports creativity in planning and continuous improvement [5], [6].
Better problem-solving and decision-making: Operational issues can be mapped into causes, impacts, and solution options, helping teams make more systematic decisions and avoid missing key factors [5], [6].
Enhanced collaboration and shared understanding: A shared mind map creates a single reference point that supports alignment across departments and reduces misunderstandings about tasks and responsibilities [6].
Support for planning and prioritization: Once ideas are mapped, branches can be prioritized and converted into task lists, timelines, and responsibilities, supporting project planning and routine operational planning [5].
Overall, mind mapping is a practical technique for business operations because it improves visibility, organisation, and teamwork when managing complex information, processes, and decisions [4], [5], [6].

b. [bookmark: _Toc215662953]Create a mind map of contemporary software applications
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Figure 1: Mind map of contemporary business software applications.
Figure 1 presents a mind map of contemporary business software applications used to support day-to-day organisational operations. The branches group applications by purpose, including communication, productivity, cloud storage, security, and website/e-commerce tools. Categorising software in this way helps a business understand which applications support each operational need, making it easier to choose the right tools, train staff, and identify gaps in capability.
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0. [bookmark: _Toc215662955]Four office software solutions for business operations
[bookmark: _Toc215662960]Office software solutions (Word, PowerPoint, Excel, Access)
Microsoft Word
Microsoft Word is a word‑processing application widely used in business to create professional documents such as reports, policies, letters, proposals, meeting minutes, and marketing materials. It provides detailed formatting and page‑layout controls (styles, headings, tables, headers and footers, and section breaks) that help organisations standardise documents and improve readability. Word also supports productivity through templates and reusable formatting rules, enabling staff to generate consistent outputs more quickly than starting from a blank page each time.
A major strength of Word in business operations is collaboration. When files are stored in OneDrive or SharePoint, teams can work on the same document at the same time (co‑authoring), which supports hybrid working and reduces the need to email multiple copies of the same file. Co‑authoring also improves transparency because colleagues can see that other authors are editing and can review updates in near real time [7].
Word’s review tools provide governance when several people contribute. Track Changes records insertions, deletions, and formatting edits, allowing managers or reviewers to approve or reject suggestions and keep an audit trail of what was changed [8] . Comments allow reviewers to explain why changes are needed, improving clarity and accountability during document review. In practice, this helps businesses maintain quality control for client proposals, compliance documents, and internal policies.
Word also includes Mail Merge, which combines a main document with a data source (for example, an Excel recipient list) to produce personalised outputs such as letters, labels, and envelopes. This supports operational efficiency for communications like appointment letters, invoice reminders, customer notifications, or HR letters, while keeping wording and branding consistent across all recipients [9]. The main limitations of Word tend to be governance and complexity: inconsistent formatting can occur when multiple contributors edit without agreed styles, and large files with many images or extensive tracked changes can slow down. Version control problems can also reappear when organisations rely on email attachments rather than shared storage [7] .
Microsoft Excel
Microsoft Excel is a spreadsheet application used to store, organise, calculate, and analyse business information such as budgets, sales figures, stock levels, and performance metrics. Excel structures data in worksheets using rows and columns and provides formulas and built‑in functions to perform calculations, apply logical rules, and reference data across a workbook. This enables users to convert raw figures into totals, averages, percentages, and conditional outcomes (for example, using logical functions to flag “within budget” or “over budget”) [10].
Excel’s analytical features are particularly valuable for business reporting. PivotTables enable users to summarise and analyse datasets quickly, helping identify comparisons, patterns, and trends. For example, a manager can summarise sales transactions by month, product category, or location without manually filtering and recalculating totals. PivotTables also support operational monitoring because the same dataset can be reorganised rapidly to answer different questions, such as “top products,” “highest‑spending customers,” or “monthly variance by department” [11].
Excel also supports planning and forecasting. It’s What‑If Analysis tools let users explore the impact of changing assumptions (such as price, volume, or cost) on outcomes (such as profit). Goal Seek is useful when a business knows the target outcome (for example, a required revenue or margin) and wants to calculate the input needed to achieve it (for example, the number of units sold or the price per unit) [12], [13]. This supports decision‑making for break‑even analysis and performance targets.
Excel’s limitations are important in operational contexts. Spreadsheets are prone to human error in formulas, cell references, and data entry, and errors can be hard to detect as models grow complex. Performance can degrade with very large datasets, and spreadsheets do not provide the same level of auditing, integrity rules, and role‑based access control as dedicated databases or enterprise systems. For these reasons, Excel is best used for analysis, modelling, and departmental reporting, while high‑risk or large‑scale data processing is typically managed in more specialised systems.
Microsoft PowerPoint
Microsoft PowerPoint is presentation software used to design slide decks for meetings, training, sales pitches, project updates, and business reporting. It provides slide layouts and themes to maintain a consistent look and feel, and supports inserting text, images, charts, shapes, and diagrams so presenters can communicate ideas visually. Microsoft’s training guidance highlights core tasks such as creating slides, formatting text, and adding visual elements like pictures, shapes, and charts [14].
The primary benefit of PowerPoint in business operations is clearer communication. Many business topics—such as project timelines, performance results, process changes, or risk summaries—are easier to understand when presented visually. PowerPoint also supports consistent branding through templates (logos, colours, and layouts), which helps departments produce professional presentations aligned to organisational identity. In addition, PowerPoint integrates well with other Office applications, enabling teams to bring charts and tables from Excel into presentations for executive summaries and decision meetings.
PowerPoint is flexible for distribution and remote working. Presentations can be saved as PDF files, which helps preserve layout and makes files easy to share with recipients who only need to view content [15]. PowerPoint can also be exported as a video, which supports asynchronous communication and staff training, especially when teams are distributed across locations and time zones [16].
Limitations are often linked to misuse and design quality. Slide decks can become text‑heavy or overloaded, reducing audience engagement and making key messages harder to identify. Technical issues can occur if a presentation relies on complex multimedia or if it is opened on different devices or older software versions. Organisations reduce these risks by using clear design rules (simple layouts, readable font sizes, limited animations), testing files before delivery, and ensuring accessibility for viewers (for example, avoiding poor colour contrast and adding descriptive slide titles).
Microsoft Access
Microsoft Access is a desktop database management system used to create and manage relational databases for small to medium business needs, such as contact databases, internal asset registers, simple inventory tracking, or process logging. Access uses database objects such as tables (to store data), queries (to retrieve and filter data), forms (to support structured data entry), and reports (to present information in a formatted way). Microsoft’s guidance explains that understanding these objects helps users carry out tasks such as entering data via forms, running queries, and producing outputs through reports [17].
A key benefit of Access for business operations is structured data management. Compared with spreadsheets, a relational database can reduce duplication by storing information once and linking related data through defined relationships. Forms can improve accuracy by controlling how staff enter data, and queries help operational teams answer questions such as “which orders are overdue?”, “which assets need maintenance?”, or “which customers purchased in the last quarter?”. Reports then present results for audits, compliance, or management review in a consistent format [18].
Access can be cost‑effective and practical for departments that need a tailored internal tool without building a full software system. It also integrates with other Microsoft tools, supporting import/export with Excel and connections to other data sources. This makes it useful for local reporting workflows or as a prototyping environment where an organisation tests a process before investing in a larger system.
However, Access has limitations in scalability and multi‑user performance. Microsoft’s published specifications state that the total size of an Access database file is limited to 2 gigabytes (minus space required for system objects), which can restrict data‑heavy applications or those storing many attachments [19]. Access is also primarily Windows‑based and is not designed for high‑concurrency enterprise workloads. In practice, Access is best suited for well‑scoped departmental solutions; if requirements grow beyond its limits, organisations often migrate the data to a server‑based database while keeping the business rules and reporting requirements identified during the Access phase [18], [19].
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Figure 3. Excell Pivot Table
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Task 4. Communication and Collaboration applications
a. [bookmark: _Toc215662964]One contemporary Communication and one Online Collaboration applications/tools
Communication tool: Microsoft Teams
Microsoft Teams is a communication platform that supports modern business work through chat, meetings, and organised workspaces. Teams is structured around ‘teams’ and ‘channels’, where channels act as topic-based spaces for conversations and day-to-day work. Channels can be configured as standard (open to the team), private (limited to selected members), or shared (including selected people inside and outside the team), which helps organisations balance open collaboration with confidentiality and controlled access [20].
In practice, Microsoft Teams helps businesses coordinate tasks and decision-making in hybrid or remote settings by keeping messages, meetings, and shared files linked to specific topics. This can reduce reliance on long email threads and makes knowledge easier to find later through searchable channel history. Teams also integrates with Microsoft 365 so that content can be shared and co-edited alongside ongoing discussions, supporting faster feedback cycles and clearer accountability.
A common limitation is that Teams can become difficult to navigate if an organisation creates too many teams and channels or uses inconsistent naming. Without clear communication guidelines, information may become fragmented across private chats and multiple channels. Therefore, governance practices such as channel standards, notification guidance, and defined ‘where to post what’ rules are important for effective adoption [20].
Collaboration tool: SharePoint
SharePoint is a collaboration and content management platform used by organisations to store, manage, and share documents and information in a structured way. SharePoint sites can be organised around departments, projects, or business functions, and document libraries provide a central location for policies, templates, and working files. This supports consistency and reduces version confusion by encouraging staff to use a single source of truth for key documents [21], [22].
A major strength of SharePoint is permissions and governance. Site owners and administrators can manage access using SharePoint groups and sharing settings, which allows an organisation to control who can view, edit, or share content. This helps protect sensitive information (for example HR, finance, or internal strategy documents) while still enabling collaboration for authorised users [21], [22].
How Teams and SharePoint work together
In many Microsoft 365 environments, Teams and SharePoint are tightly connected. Files uploaded to a Teams channel are stored in the team’s SharePoint site and are visible through the channel’s Files tab. By contrast, files sent within a one-to-one or group chat are stored in OneDrive for work or school and shared with the participants in that chat [23]. This integration helps keep conversation and content connected while still using SharePoint as the structured storage layer for channel-based collaboration [23], [24].




b. [bookmark: _Toc215662967]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application
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MS Team


Conclusion
In summary, the software reviewed in this report supports different but connected business needs. Shopify and Wix eCommerce both enable online selling, but they suit different priorities: Shopify is typically stronger for commerce-focused growth and operational scalability, while Wix can be a better fit for website-first design and simpler store setups. Mind mapping provides a clear, visual way to plan work, connect ideas, and document processes, making it useful for operational planning, teamwork, and problem-solving.

Across office productivity, Word supports professional documentation and controlled review, Excel enables flexible analysis and forecasting (while remaining error-prone without strong controls), PowerPoint helps communicate insights visually, and Access offers a structured database approach for smaller internal solutions where a full enterprise system is not required. Finally, Microsoft Teams and SharePoint complement each other by linking conversations to shared files and managed content, improving collaboration when governance and permissions are applied correctly.

Overall, effective business performance comes from matching tools to requirements, setting clear working practices (naming, permissions, version control), and using practical testing to confirm that key features meet operational needs.
[bookmark: _Toc215662971]
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