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[bookmark: _Toc1489248335]Task 1 – eCommerce Website Builders / Software Solutions 

Squarespace is a popular, all-in-one website building and hosting platform that allows users to create professional websites, portfolios, and online stores without any coding knowledge. Known for its high-quality, modern, and mobile-responsive templates, it features an intuitive drag-and-drop editor (Fluid Engine) and includes built-in tools for SEO, marketing, and e-commerce. [1]


The advantages of using Squarespace are:
· Easy Website Building: Uses a drag-and-drop editor, allowing users to move elements, add images, and customize layouts without needing a developer.
· Designer Templates: Provides a wide selection of stylish templates suited for various industries (portfolios, blogs, small businesses, e-commerce)
· All-in-One Platform: Handles domain registration, website design, and secure hosting, so users don't need to manage multiple services.
· E-commerce & Business Tools: Includes tools to sell products, manage bookings, and create membership sites.
· Mobile-Responsive: Websites are automatically designed to look good on desktop and mobile devices. [2]


The disadvantages of using Squarespace are:
· Design & Customization Constraints: While templates are beautiful, they are structured, making significant, unique layout changes difficult without CSS knowledge.
· Pricing: There is no free plan available (only a 14-day trial), and fees are generally higher than competitors like Wix or WordPress.
· Steep Learning Curve: Despite being marketed as "easy," many users find the interface, especially for advanced features, overwhelming and less intuitive initially.
· Limited E-commerce & Scalability: Squarespace is best for smaller stores (under 100-200 products). It is not designed for large-scale, complex e-commerce, which is better suited for Shopify. 
· SEO Limitations: While adequate for basic SEO, it lacks the flexibility for advanced, granular SEO strategies compared to WordPress.
· Support Limitations: There is no phone support; help is limited to live chat and email, which can be frustrating during urgent issues.
· Platform Changes: Squarespace updates its interface frequently, which can confuse users and requires re-learning, as seen in the transition from version 7.0 to 7.1.
· Complex Alt Text: Managing image alt text for SEO can be inconsistent and confusing, with different methods for different block types. [3] 

Shopify is a commerce platform that helps you sell online and in person. Entrepreneurs, retailers, and global brands use Shopify to make sales, run stores, and grow their businesses. [4]

· Ease of Use
One of Shopify’s strengths is simplicity. The interface is intuitive, meaning store owners can add products, manage orders and adjust content without coding knowledge. This accessibility is ideal for founders and small teams.

· Strong Templates and Design Flexibility
While Shopify is not fully bespoke, the themes offer enough flexibility for brands. With the right design direction, even standard templates can look premium, clean and conversion focused.

· Fast Checkout and High Conversion Potential
Shopify is known for its reliable, frictionless checkout. Features such as Shop Pay and accelerated payment options improve conversion rates and reduce abandoned carts.

· Extensive App Ecosystem
Shopify’s marketplace includes thousands of apps covering reviews, subscriptions, bundling, inventory, CRM, upselling, customer service and more. This ecosystem allows brands to expand functionality without custom development.

· Seamless Marketing Integrations
Shopify connects cleanly with Meta Ads, Google, TikTok, Pinterest and email platforms like Klaviyo. Product feeds, conversion tracking and remarketing pipelines are easier to manage compared to bespoke builds.

· Scalable for Growing Brands
Whether you sell 10 products or 10,000, Shopify can scale. Shopify Plus offers features for enterprise brands, multi store setups, high volume sales and advanced automation.


· Costs Increase as You Grow
While entry level pricing is accessible, Shopify’s costs emerge with scale. Apps, payment fees, premium themes and Shopify Plus subscriptions can add up. Brands need to save for these costs early on.

· Limited Customisation Without Coding
Although Shopify themes are flexible, customisation requires development work. Some brands find platform restrictions limiting when they need highly bespoke features or unconventional user journeys.

· Dependency on Apps
The app ecosystem is A strength, but also A weakness. Many apps can slow your store, create conflicts, increase costs and complicate data management. Choosing the right one matters.


· Content Management Limitations
Shopify is product first. This means its CMS is less flexible for brands with rich editorial, community, content marketing or complex storytelling needs.

· Internationalisation Can Require Work
While Shopify supports multi-currency and multi-market expansion, truly tailored international setups often require more apps, separate stores or custom configurations. [5]
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[bookmark: _Toc390871350]Mind Mapping and Its Benefits

Mind mapping is a visual way to organise ideas and understand complex information. A mind map is a diagram that starts with a single central concept and branches outward into related ideas, details and connections. 

Each branch represents a new line of thought, making it easier to break down big topics and see how different pieces of information relate to one another briefly.

For busy professionals, mind maps are especially helpful when learning something new or working through unfamiliar topics. Instead of processing information in a linear list, mind mapping lets you group related concepts together and build on what you already know. As you add branches and subtopics, patterns and relationships become clearer.

Over time, a mind map creates a hierarchy that connects new ideas to existing knowledge. By turning abstract information into a visual layout, mind mapping helps many people absorb, retain and recall information more effectively than text alone.


Mind maps offer advantages beyond explaining new ideas. When used consistently, they can improve how professionals learn, retain information and apply new concepts at work.

Here are a few of the top benefits of mind mapping:

· Improved retention and learning
Mind mapping helps people learn and retain information more effectively by changing how they engage with new material. Here’s how:

It helps you connect new information to familiar ideas. Instead of memorising isolated facts, you organise information around a central theme, which makes relationships between concepts easier to recognise and recall.

It encourages active engagement with the material. Because mind maps are visual and interactive, you’re brainstorming, adding branches and making connections rather than passively reading or taking linear notes. This deeper level of engagement improves recall over time.

It makes complex or unfamiliar topics feel more manageable. Breaking information into smaller, related pieces and placing them in a visual structure helps learners absorb and retain material more efficiently than traditional memorisation alone.

· Increased productivity
Mind mapping can be a powerful tool for increased productivity, especially for teams juggling complex projects, competing priorities and limited time. This technique supports productivity in the following ways:

It helps teams get aligned faster. A mind map’s organised structure makes it easier to share ideas, clarify goals and communicate without ambiguity. When everyone can see how ideas connect, teams spend less time talking past one another and more time moving forward.

It simplifies complex discussions. By breaking down complicated topics into clear, visual branches, mind maps help teams get on the same page quickly. That shared understanding reduces back-and-forth and speeds up business decision-making.
It makes planning and strategy easier to manage. Mind mapping is especially useful for project planning, knowledge organization and strategic thinking. C-suite executives and team members can work through complex issues more efficiently by seeing priorities, dependencies and next steps laid out all in one place.

· Enhanced creativity
Mind mapping encourages creative thinking and team innovation by making it easier to explore ideas, spot connections and build on early concepts. This approach helps in a few keyways:

It helps you see connections between ideas. Mind maps naturally push you to branch out from a central concept, which makes it easier to link related thoughts and explore new angles you might not uncover through linear notetaking.

It supports flexible, non-linear thinking. By jumping between branches and ideas, you can move freely through a problem or concept without forcing your thinking into a rigid structure. This openness often leads to more original insights.

It helps you capture ideas before they fade. Mind mapping makes it easy to jot down emerging thoughts quickly, so creative ideas don’t get lost while you’re trying to organize them. You can refine and prioritize them later, once they’re visible on the page.

· Better collaboration
Mind mapping can improve workplace collaboration by giving teams a shared, visual way to understand how their work fits together. Mind mapping improves collaboration in these ways:

It shows how different teams contribute to a common goal. A mind map can visually connect departments, roles and responsibilities, helping teams see where their work overlaps and how progress in one area affects another.

It helps uncover gaps and bottlenecks. By mapping out processes end to end, teams can more easily identify breakdowns, redundancies or missing steps that might otherwise go unnoticed.

It supports collaborative brainstorming and problem-solving. Mind maps give teams a simple way to put ideas on the table and see how they relate to one another. When everyone can view the same map, it’s easier to spot overlaps, gaps or conflicts and build on each other’s input instead of working in silos. Take a product launch, for example. A shared mind map can outline how marketing, sales and product development connect, where timelines overlap and which tasks depend on one another. Seeing those relationships upfront helps teams coordinate more smoothly and flag potential issues before they slow things down. [6]

Reasons to use mind mapping

Mind maps can help you:

· Improve your memory with visual cues, words and images
· Identify relationships between different topics
· Develop your subject understanding
· Connect your ideas and experiences to the literature you study
· Explore subjects broadly and in depth
· Organise your thoughts to plan and structure assignments
· Decide what to include or exclude in projects, including contextual information
· Introduce new ideas and resources to a topic as you learn more about it [7]
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[bookmark: _Toc744435512]Microsoft Word – Features, Benefits, and Limitations
Microsoft Word is a comprehensive word processing tool offering advanced text editing, document formatting, real-time co-authoring, and AI-powered writing assistance like Copilot. Key features include voice-to-text dictation, template-driven consistency, secure cloud syncing via Microsoft 365 OneDrive, and automated tools like Mail Merge. 

Microsoft Word provides comprehensive tools for creating, editing, and formatting text documents. Its primary benefits include advanced text and page layout controls, built-in spelling and grammar assistance, ready-to-use templates, and collaboration features like Track Changes.

Microsoft Word’s main limitations include strict file sizes, rigid image handling, and formatting inconsistencies when collaborating across different devices. It also struggles with complex, heavy graphic design.

Word produces most of the documents traditionally created by A secretarial pool or by the marketing department. It reduces the time and cost to produce the document and reduces the bottom line, as there is no requirement for an administrative pool dedicated to document production. Word gives you the tools to help you be productive. [9]
The advantages of Word are wide and varied. 

Here are the advantages:

· Integration: One of the features of Word is the ability to integrate any document with other media available within the Office suite. It is easy to incorporate graphs, presentation materials, worksheets, and other media created in the suite. As the link is dynamic, any document you create can be instantly updated when the media changes.
· Mail Merge: Word makes it easy to create personalized documents by using A database list of names and addresses and merge them into the document. This can be for mass mailings, brochures and letters. The mail merge feature is intuitive and feature-packed, allowing you to create many different documents, like mailing labels.

· Collaboration: One feature that is on Word is the ability to markup the document for changes. This allows the editors to amend and update the document and allows users the ability to see the changes made to the document.

· Templates: The good thing about Word is that there are thousands of templates available, so it’s easy to create A brochure based on A template someone has already designed. Most templates are easy to use and customizable, allowing you to produce some stunning results.

· Smaller Files: In the past, Word files had been notorious for being large. This was A problem if your device had limited storage space. Word 2007 introduced the new DOCX format, which significantly reduced the size of Word files. This format is now the standard for documents.

· Mobile App: A mobile version of Word is available on Windows, phones and tablets. While it is not as good as the desktop version, it does allow you to create and edit documents. This is A great app for working on documents while you are on the go.

Disadvantages of Microsoft Word

· Cost: While Word is the best word processor available, it can be expensive. You can get free word processors that are powerful and will satisfy the needs of most users.

· Complexity: Most users will probably never use 50% of the functionality of Word. The complexity can be A deterrent, as some users will be overwhelmed by the features available. The ribbon does present some of the more frequently used elements, but the lack of intuitiveness of the ribbon can add confusion.

· Not Always Intuitive: Some functions are not always intuitive, and it can take long to get your desired effects. There have been problems trying to insert pictures and align text correctly around the pictures. The options available seem to offer what I need, but I don’t always get the desired effect.

· Removed Features: Some familiar features of Word have been removed in the past. This includes the iconic toolbar that was replaced by the ribbon. Word also previously had tools like speech recognition, although that feature became a part of Windows. [10]



[bookmark: _Toc985715835]Microsoft PowerPoint – Features, Benefits, and Limitations
Microsoft PowerPoint is A presentation software developed by Microsoft that allows users to create visually engaging slide shows. It provides A range of tools for adding text, images, charts, videos, and animations, making it suitable for business presentations, educational lectures, and personal projects. PowerPoint is used for its ability to organize ideas clearly, communicate information effectively, and enhance audience engagement through dynamic visual content.

Key Benefits of Using Microsoft PowerPoint
Microsoft PowerPoint helps create presentations that look polished and clear. It works for students, teachers, and professionals. You can share ideas in ways that are easy to follow. The tools save time and make slides visually interesting. Here are the main benefits you can get when using PowerPoint.

· User-Friendly Interface
PowerPoint is easy to use. The layout is simple, and the tools are easy to find. Even beginners can start making slides quickly. Buttons, menus, and panels are clear and organized. This makes creating presentations less stressful and more efficient.

· Professional Slide Templates
PowerPoint offers templates. You can pick designs that suit your topic. Templates include layouts for charts, text, and images. They save time while making slides look neat and professional. This helps your presentation stand out without extra effort.

· Multimedia Integration
You can add pictures, videos, and audio to your slides. This keeps the audience engaged and makes your points clear. Multimedia also helps explain complex ideas. Adding media is simple, and PowerPoint supports many file types.

· Customization and Flexibility
You can change colours, fonts, and layouts easily. PowerPoint lets you move objects anywhere on A slide. You can match slides to your style or brand. Flexibility means every presentation can feel unique. You are not limited by templates or default 
Designs.

· Collaboration and Sharing
PowerPoint allows multiple people to work on A presentation. You can share slides online and edit together in real time. Comments and suggestions can be added by team members. This makes group projects easier and faster to complete.

· Advanced Features for Impact
PowerPoint includes tools like animations, transitions, and charts. These features highlight key points and make slides dynamic. You can use graphs and diagrams to explain data clearly. [11]



Disadvantages of PowerPoint
 
· High risk of technical issues
It can happen anytime; there are A lot of variables that intervene when you use PowerPoint for presenting. Your computer can stop working, get an update right before you start, or lose power in the middle of the presentation. 

· Overuse of information 
After you become familiar with the software, it becomes easy to get lost in the options you have. By adding A lot of things, you will not know the purpose of the presentation. 

· Predisposal to death by PowerPoint
PowerPoint presentations are common in conferences, business meetings and universities; therefore, your audience has seen A lot of presentations before yours. You need to catch the audience’s attention in the beginning with your presentation or how you present, otherwise, they will get bored and won’t listen to you present.  

· Presenters rely too much on slides 
Sometimes when you are focused on preparing the slides you may forget to prepare to deliver the presentation and you will end up reading from the slides. 

· Overuse of presentations 
There are situations when you get used to the tool and you start making A presentation for everything. Every report or status will become easier to do in PowerPoint, but it won’t be fun for your colleagues and will cost you time. [12]





[bookmark: _Toc789389297]Microsoft Excel – Features, Benefits, and Limitations

Microsoft Excel is part of the Microsoft Office suite, which includes other popular applications like Word, PowerPoint, and Outlook. It is used for creating, editing, and managing spreadsheets. A spreadsheet is A digital grid composed of rows and columns where users can enter, organise, and manipulate data. To truly harness the power of Microsoft Excel, it's essential to explain the features of MS Excel comprehensively, ensuring you can make the most of this versatile tool in your daily tasks. [13]

3 advantages of Microsoft Excel 

· Build great charts
Excel allows business users to unlock their data, by using formulas across a grid of cells. Data is inserted into individual cells in rows or columns, allowing it to be sorted and filtered, and then displayed in a visual presentation. Using pie charts, graphs and clustered columns adds meaning to data, which otherwise may just exist as rows of numbers. These visualizations can add extra emphasis to business reports and persuasive marketing material. 

· Use conditional formatting
Excel users can format their spreadsheets using different colour shades, bolds and italics, to differentiate between columns and bring the most important data to the fore. This function is useful when presenting accounting information, such as the pre-tax profit and the balance being carried forward by the company. Users can select an appropriate colouring scheme via the Quick Analysis button, and then utilising the Formatting tab.

· Help identify trends
When presenting data in the form of charts or graphs, it can be helpful to include average lines, which detail the key trends emerging from the information. This helps demonstrate the key points to other users in A straightforward manner – for instance, an executive from A different department during A board meeting. Excel allows trend lines to be extended beyond the graph, to offer predictions of future activity, and forecasts can help businesses develop their future strategy. [14]

· Excel makes unstructured data a challenge
A major disadvantage of Excel is the challenge of analysing real-time, unstructured and semi-structured data. Conversely, new and upcoming data analytics tools can quickly recognise this type of data and create visualisations.

Excel also flounders when it comes to data formats such as JSON. The proliferation of mobile data, apps, and IoT devices has made JSON the fastest-growing type of data. Yet, the complex structure poses A challenge for even the most experienced users of Excel. However, modern analytics platforms, such as those with advanced text processing, enable users to unravel and analyse such data in an Excel-like environment in seconds.

Conquering complex data streams
Modern Business Intelligence (BI) platforms smoothly process diverse data types, breaking through traditional spreadsheet limitations. For example, A global e-commerce company demonstrates this capability by integrating complex data streams, web logs in JSON format, customer interaction data in XML, and transactional records, into unified visualizations.

By connecting directly to cloud data warehouses, these platforms automatically prepare data, revealing insights that would remain hidden in Excel, and allowing instant analysis of intricate, nested data structures that would typically require weeks of manual compilation.

· Excel can’t design interactive dashboards
A data visualisation tool allows you to combine several types of charts to create interactive dashboards that display all your KPIs in one place. Then, you can dig deeper into each chart, exploring its granularity and investigating trends. [15]



[bookmark: _Toc2075017905]Microsoft Access – Features, Benefits, and Limitations

Microsoft Access is a relational database management system (RDBMS) that enables users to store, manage, and analyse large volumes of data. It pairs a graphical user interface with software-development tools, making it ideal for creating custom business applications, tracking inventory, and generating reports. [16] 

Advantages of MS Access

· Widely Popular
MS Access is the 7th most popular desktop Relational Database Management System (RDBMS) in the world. This popularity comes to Microsoft. Majority of organizations don’t make A second thought while going ahead with tools and software provided by Microsoft.

· Easy to Install and Use
Another benefit of MS Access is that it is easy to install and use.
It takes only A few minutes to install Access and has A fully functional database with Wizards to guide you at every step. You do not need to know any programming language to use MS Access. This makes the learning curve to master MS Access easier than other database management systems. 


Disadvantages of MS Access

· Triggers and Advanced functions
MS Access does not have triggers and advanced functions for scheduled jobs like backups. You can implement them, but you need to do complex coding and opt for external programs/libraries.

· Finite Database System
If you have A large database, you may find A file size limit. MS Access is not suitable for A large database system when you compare it to database systems that follow the client-server model. You can opt in for smaller specific database requests. [17]





[bookmark: _Toc1502107187]Feature Testing – IF Function
[image: ]
First, you click on any letter above, then you right-click on the mouse, and another column appears, then you put the formula in the box then you should get either HIGH or LOW in the box. [18]   

[bookmark: _Toc1134520362]Feature Testing – Pivot Table
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First, you highlight the table, then you click on Pivot Table, and then you click on from table range, then you double click on the new box, click on the existing sheet and then click insert and drag the SUM of Total Revenue in the Values box, and also drag Salesperson into rows, and the table should be done. [19]
[bookmark: _Toc751714770]Task 4. Communication and Collaboration applications
[bookmark: _Toc1188456133]Communication Applications – Features, Summary
Microsoft Outlook is a comprehensive personal information manager combining email, calendaring, contacts, and task management. Key productivity features include Focused Inbox to separate priority mail, sweep to automate folder cleanup, Schedule Send for timed delivery, and Follow RSVP to monitor meetings without cluttering your schedule. [20] 

In Outlook, you can automatically generate concise summaries of long email conversations using Microsoft Copilot. This feature extracts key decisions, tasks, and next steps from multiple messages, saving you from reading the entire thread. [21] 


[bookmark: _Toc364572785]Collaboration Applications – Features and Summary
Microsoft Teams is a comprehensive hub that combines chats, video meetings, and file collaboration into a single workspace. Key features include persistent group chat threads, HD video conferencing, real-time document sharing with Microsoft 365, integrated telephony, and AI-driven workflows powered by Copilot. [22] 

Microsoft Teams offers AI-powered meeting summaries. The feature automatically generates text notes, action items, and transcripts for recorded and transcribed meetings. Users can customise and save templates to format summaries (e.g., Executive Reports) and use audio recaps for on-the-go listening. [23]
[bookmark: _Toc1723376423]Feature Testing – Communication Application
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On Outlook, you go to send A new email, then you click on schedule send. If you do not want to send it right away, then you schedule a date and A time, and then set the email, and then it will send it. [24]

[bookmark: _Toc245264471]Feature Testing – Collaboration Application
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On Microsoft Teams, you go on calender, then you go to create a new event, then you click on the event and set the meeting time whenever you want it for. [25]
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1 OrderID| ProductName | ProductiD | Salesperson Region UnitsSold | Unitprice(€) | O ue arget Achiever
(£) (Yes/No)
2| 1001 [vigital Ads Package _[DAPOO1 _|Alice London s 200 1000 High Yes
3 1002 50 Senvice secoo2 [eob Manchester 3 150 450 No
4] 1003 _[Social Media Boost _[SMB003 _|charlie Birmingham s 120 560 No
5 1004 |WebsiteDesign  |WD0O4 _|Alice London 2 500 1000 Yes
6 1005 |Content Marketing _|cM00s__[eve Leeds 6 180 1080 Yes
7| 1006 _|ppC campaign PPco0s[Bob Manchester 4 250 1000 High Yes
8] 1007 [Email Marketing __[EM007 __|charlie Birmingham 7 130 s10 No
9| 1008 [Branding Package _ [BP008 __[Eve Leeds 3 400 1200 Yes
10 1005 |Video Ads vacos[aiice London s 220 1100 Yes
11| 1010 [influencer Promo _[1P010 |Chariie Birmingham 4 300 1200 Yes
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