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[bookmark: _Toc212037697]Task 1. e-Commerce Website builders or software solutions

[image: What Is Shopify & How Does Shopify Work? | The Complete Ecommerce Platform  Guide for Shopify]

1.1 shopify is good because it is a website builder very similar to wix but shopify is good selling physical things like clothing also electronics and digital books and course downloads and running things like business subscription for business which is very resourceful as you can do multiple things in one website without having go different places. The things shopify gives you is a secure payment processing, shopping cart system, marketing tools and analytics and sales reports is overall good for selling things.
Wix and Shopify they are a big difference {wix is a website builder for general websites things like portfolio, services , blogs , small shops. Shopify is built purely for online shoppers and stores which both resources have there good, and advantages were for professional use and one is for selling products on serious scale online so e.g. you wanted to start selling car parts shopify would more ideal because it’s purely for selling items.

[bookmark: _Toc212037699]1.2 Wix [image: ]
Wix is an online builder allowing  different companies to make a professional website without needing any sort of evidence or programming skills. And allows  these users to create website without knowing any sort coding knowledge such as html or css and the platform offers a lot of different templates that you can use. And you can choose when you would like your website to start up.
Wix also provides you with many different tools  that helps  users to make and manage their websites. For example, online stores, booking systems , contact forms and blogs to your website. These make wix very useful for business if you want to buy and sell products or online services.
Wix also provides marketing tools and email campaigns and social media integration
Wix has stored and manages websites within its own servers these makes the lunching process a lot easier especially for beginners.
These tool also the users to move different elements around the page for e.g. moving images around buttons , or text boxes to different areas and create different layouts.
The users can change the look of the  website anytime also drag and drop feature is one the best in wix it allows people with hardly any knowledge to use the platform [1].
The development of wix-based website builder aims to produce digitalized learning media which can help increase independence of student activities and wix-based website is help overcome learning problems . wix is very straight forward web builder and is very good beginners and is easy learn how use and should be used a lot more than it already is .
 




[bookmark: _Toc212037700]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc212037701]Mind mapping and explain the benefits of using mind mapping in business operations
Mind mapping is tool used for imaginary thinking which is used to create ideas
Around a certain subject and structure ideas so that you don’t forget them 
A lot for organisations and companies will use these sorts of tools to log their ideas .
A major benefit of mind mapping is that these tool helps big organisation or business  plan for big projects and complex tasks like marketing and campaigns and budgeting and operating strategies. These helps people mangers and people below break thigs down into small categories. [1]  Mind mapping  can improve the way  decision are made and make sure information is organised clearly  for managers and also allow multiple options and make better decisions. It allows teams to keep track task and progression.
Mind map present things in a very clear picture so that everyone understands it also enhances creativity and also generating and connecting ideas a lot quicker another benefit is that it improves communication skills and demonstrates problems to work colleagues and to Identify any gaps or errors digit all tools like mind minster , xmind , Microsoft Visio  which also teams to create structure these makes it easier for employers and mangers to break information down and understand relationship for other people’s ideas. [2]





b. [bookmark: _Toc212037702]Create a mind map of contemporary software applications
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[bookmark: _Toc212037703]Task 3. Office Applications
0. [bookmark: _Toc212037704]Four office software solutions for business operations
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Creating documents Microsoft will allow users different types of documents for example , Essays , reports , letters , cvs , assignments. Editing and formatting word includes lots of different features that allows users to change fonts and different text size and add headings and bullet points adjusting spacing and layout, inserting page numbers all these tools make documents a structured and easier to understand. 
Even has tools like spell check and grammar so even if have struggling to spell you will be able to correct these errors very easy. You will all ways have been able to improve your accuracy and quality of writing which is an excellent tool to have because if don’t know how to write good grammar or accuracy at least there is some sort of tool on word to help you with this problem.
Also, Microsoft is used worldwide in schools, university’s this tool is handy for all aspects in professional and academic work. And for business word is good for reports and documents. 
Personal letters and forms. You can add picture and tables, charts, shapes which can help describe things and is good for everyday document creation.
Word is also good because you can be easy to edit and update like delete or and add text you and insert text boxes move section around  undo mistakes quickly and make corrections. 
Also allows you to check how much words you have written which will helps meet assignment requirements very useful for essays. Microsoft word collaboration and comments will allow others to make comments and keep track on feature changes and good for leaving feedback.
Easy to save and share you can save it as a .docx or pdf depending on how the receive wants the document and these will work on must devices these make your work a lot easier to send.
Word will help your writing skills develop because word gives better wording helps you to become a better writer and improves overall quality in your writing quality and structure.
Word has printing options and time saving features like autocorrect fixes minor mistakes instantly things like keyboard shortcuts.
Security features like if  someone sends you documents you can have them have to type a password to accesses the documents. Also restricting editing and make sure your work is kept private and secure.
Word is good for organising and creating tables of contents and using heading to re organise work and helping you get through long files. You can use word on different types of devices like iPad and your mobile phone you can accesses to you documents any were in the word sync cloud and one drive plus google docs [4].
Word allows references and citations which backs up your proof written very useful for essays and academic work. Mail merge allows you  to send personalised letters these saves time and is very good business and organisations.
Versions and history  allowing you too view your previous version  its  good at least if you make a mistake, you can fix these problems without having to start again.
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[bookmark: _Toc212037706]MS PowerPoint
Microsoft PowerPoint presents information clearly and it also supports spoken presentation key points , images, charts, or videos  which helps to support what you are saying and helps to organise information in the correct order. These  improves visual communication and to share ideas  results which is useful tool. [3]PowerPoint makes your work more interesting and will attack  audience also people working on projects or teachers will must commonly use these software as it good for presentations slides, audio, images and animations also transitions and you can highlight important points at different stages.
Business often use this tool because it improves communication and is easier explain topics or projects. And PowerPoint helps to share your ideas a lot clearer they are a lot of features like charts, diagrams which make things easier to understand without having write large amounts of information. Even lectures use PowerPoint as it good for presentations.
And instead of reading large information PowerPoint will break it down into section so even if it seems 
Education and teaching  on PowerPoint are good for explain a lesson and presenting an  assignment a lot easier than writing a bunch of words on piece paper and asking you to complete a task which my need you be broken down to make it a lot easier to understand .
Organising ideas sides will help to break complex information into smaller sections making it a lot easier structure  a speech and outline a project and present research findings.  
PowerPoint makes slides look professional as they are built in themes that make your layouts with titles look clean and even simple work will look flawless. PowerPoint is easy to use for instants add text, images , slides quickly these is quiet straight forward for beginners using PowerPoint for the first time. PowerPoint is every good for public speaking as it puts sides in order and keeps on track with remembering what to say.
And has customisable and creative features add colours and different font sizes also being able to uses icons and different shapes. And multimedia sound, videos, pictures and real life e.g. making your presentation interesting and keeping your audience entertained. 
PowerPoint provides bullet points which helps cutting down the long paragraphs and helps to understand the information break down in two sides helping people to have better understand. 
Save time allows you to reuse the templates and making edits. And quicker to update any information Faster than writing everything from the beginning.
Presents clear ideas and gives your presentation that professional look and making audience lock into your wok depending on your creative and time you put in. Supports teamwork and it allows multiple input which is good for group work, and you can share work through OneDrive or email and collaboration a lot easier . works well with other Microsoft tools e.g. copying different charts and text everything links well.
PowerPoint could help someone that isn’t confident in speaking PowerPoint would help practice  speaking  and helping teacher structure and communicating with students or audience. 
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Ms excel lets you store information and organising data in rows and columns which known as spread sheets for e.g. names and addresses and sale records and lists of different products . Excel and preform adding and subtracting for you which is very use for tool excel cand do this for large numbers for you . you can create things like bar chart, pie charts, line graphs. And is very goo at holding data analysis so filters and sorting, pivots tables, conditional formatting business often uses tools like this account for profits and regular trends and patterns. Key features of excel formulas and functions, charts and graphs, tables ,data sorting and filtering to keep track of data and calculations. Financial and business use budgets and accounting, payroll and forecasting and many companies use excel as it’s a very good tool manging data analysis.
The thing about excel it can be used in many different industries accounts use these plat form to manage finance and to budget spends even teachers use these track students’ progress. And business monitor people’s performance in the workplace because excel is flexible and is easy adjust and fix errors.
I must say excel is very powerful spreadsheet program that helps users to organise there data correctly and perform calculations very easy and obtain results fast through charts and graphs. Even being able to use formulas to make calculation is very handy instead of having to do it manually makes your work load a lot easier. [5] Excel is really good as you can write in codes such languages’ like Microsoft visual and users can use different formulas and numbers to make calculate different outcomes.
Excel is Brillant use just must know how to use its features but a lot of business and schools and teachers have been very success from using this tool once you get the hang how you graph and charts and to type the formulas companies will pay you a good salary because knowledge and experience of excel.
Excel Is good for creating school assignments you can create neat tables and notes and keeps your work nice and Tidey structured and easy to read teacher s tend to like clean work and if assignment requires maths for instants business science excel and instantly work these out for you. Instead of drawing charts excel has various of different template and these will make you work look professional and high quality and for e.g. add colours, use bold headings, align text neatly these will improve presentation marks excel have these brilliant features that allows are work to look exceptional.
Also, very important thing  planning and time management you can use excel to plan your work  logging  reports and helps to keep you organised and meet deadlines. 
Presenting data clearly if your assignment includes research e.g. survey results, sort data ( highest to lowest ) excel with help you put these data in order and highlight key numbers.
Save your work click file as and excel files normally end in .xlsx .


[bookmark: _Toc212037708]MS Access
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Ms access is a database program that stores large amounts of data and makes sure that everything organised using things like tables spreadsheets, but more powerful keeps data stored correctly and easy to locate. You can filter an sort information and analyse data efficiently .
There is also SQL for advanced users e.g. get data from database add or update information and if want to delete records you can do create and manage tables . you can create forms for easy data entry which reduces errors when entering information which is good because last thing you want is to be type in the wrong and important information .
The forms can be customised for different needs. There is relational database system these links multiple tables together it can avoid duplicate data and keeps information consistent and accurate. A good thing about Microsoft access multiple people can have access to database if its setup correctly and is good for businesses and teams and works well with other  Microsoft apps and easy import and export . [7]
Microsoft access is good as it provides forms and it makes data entry a lot  easier you can input data with out having directly interacting with tables these limits errors and ensures how regular data is entered. Forms can be customised to how you my want it to be and making these suit able environments such as schools , offices and business such as  places  were data needs to be shared clearly.
In addition, Microsoft access  has automation tool called macros which helps to streamline repetitive tasks . which help to save time, defiantly when you are in a routine operation . preparing complex automation may require deeper understanding of the software.
A key advantage of Microsoft accesses its powerful  the way the software operates as it lets users search , filter, and analyse data quickly . business can track trends or extract data easily but if your using SQL it may require some technical understanding and can be hard for beginner’s.
In conclusion, Microsoft access tool however is good for its effective database tool and its data management never less it has its pros and limitations especially with its scalability and advanced features, but you have to understand the software as it can be difficult to use for beginners but is quite straight forward for small and medium-sized users.
Access offers many advantages but has its limitations so when dealing with very large databases you will need more advanced systems may be required. But access integrates very well with other Microsoft applications which makes it a reliable and practical software to be used to manage data despite this software might need advance systems if dealing with large data.
But its user-friendly design makes sure that it is impactful for the majority of data management tasks, but overall access is an amazing tool track and extract data and should be highly respected  as business, schools and university’s  uses theses tool which makes it valuable and reliable solution.
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figure1
These shows the initial stage of creating the spread sheet in Microsoft excel . and this stage these is blank spread sheet is opened were data will be entered and organised into rows and different an different columns which form different cells. The selected cell a1 is active meaning this is such as text, numbers, or formulas can be entered the ribbon at the top provides various tools including formatting options, data organisation features and functions that can be used later in the process. This stage of the spread is important as it sets the structure.
[image: A screenshot of a computer

AI-generated content may be incorrect.]
figure2
Figure 2 shows a completed spreadsheet where data has been entered  and formulas have been used to calculate totals and generate results such pass or fail. This demonstrates how excel can automate calculations and analyse data efficientl
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figure3
Spreadsheet show organised data in rows and columns. The table includes information such as name, numerical values (e.g. scores or marks) and calculated results. Formulas are used within  the spreadsheet to automatically process data improving accuracy and efficiency . these shows how excel can be used for data management, analysis and automation of calculations.

[bookmark: _Toc212037712]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc212037713]One contemporary Communication and one Online Collaboration applications/tools
Gmail
Gmail is one of the most common platforms used widely and offers a lot of benefits that makes the application highly effective for communication and collaboration. There setup is very user friendly clean understandable to use and allowing users to send and receive email quickly and putting  email in order with out needing much experience and is suitable for new users and experienced uses. [8]
Another big benefit of Gmail is its cloud storage and  its accessibility and what’s even better you can access gmail from any device if it has internet. Another good benefit is that Gmail has good security things like to two step verification meaning it would be a lot harder to get hacked and making  sure sensitive information remains safe and Gmail automatically detects suspicious emails and move them to a spam folder and  these would reduce the risk of cyber-attack.
However, google provides google chat and google meets which allows people to have live chats and meetings that can be joined at any time which makes Gmail not just mail shows that supports wide range of communication.
Google works well with other google tools like google drive , docs, calendar and meet you can attach files straight from drive and arrange meetings through calendar which is every good as you can do these through one platform these makes Gmail reliable. Gmail is mobile friendly there is a app that can keep you up to date as well notifications and offline access also straight forward to use.
Gmail provides 15GB of free storage, shared  with google drive and google photos and these allows users to store thousands of emails without needing to delete messages constantly.
So the automatic sync across  all devices like your phone, laptop, tablet so if you  receive an email on one it will update across all of them. It has ai features like smart reply and smart compose these will predict what you will type these saves time and is more efficient .
There are customisations options  like changing themes e.g. (dark mode, colours ) adjusting layout and inbox style and set custom signatures.
And multiple account management allowing you to log on anywhere and anytime without having to logging out.
In conclusion Gmail has a wide range of benefits like strong security, organisation tools and work well with other applications. Features make it every efficient for users and reliable for communication. 
Gmail is not just a basic email it has so many features like has regular updates to ensure that things stay up to update and can be used across different devices and environments making digital and flexible for users. Gmail is an excellent tool there a lot of features it goes beyond basic services such as cloud storage and document-sharing platforms makes it central hub for both communication and teamwork .

Gmail allows you to cancel an email that has already been sent and that  undo send feature these helps to fix mistakes or sending incorrect messages. You can schedule emails if want it sent at specific time and date.
One key strength of Gmail is its adaptability whether used for education, business  personal communication. 





  


  
Google meets
Google meets is a communication tool used to conduct meetings through voice call and video calls it used widely educational and professional environment. It was also good when the pandemic happened business and education had continue google meets  one of learning media that was used teacher and bossiness to conduct there meets.
It allows you to join the meetings as simple as a link without having difficulty setting it up allowing users to schedule and join the meetings directly from an email or through a calendar. Google meets are also cloud based meaning you can access google meets from all devices as long you have internet connection.
A good advantage about google meets is it allowing you connect from anywhere in the world based on the internet speed and insuring stable and smooth communication. Google meets has a high- quality  video and audio performance and supports HD video calls and features like noise cancellation.
And furthermore, google meets supports large group meetings so you can teach online class and webinars even has features for people that are having hearing difficulty like live captions. Another advantage is that google meets is easy to use you don’t have download nothing  it directly runs from  a web browser so will not have install or download anything  making reliable and straight forward to use.
Security is next strong feature about google meets strong in encryption meaning no can listen in to meetings, secure meeting links and host controls all these measures put in place allows makes sure participants are manged and meeting remain private and secure.
Goole meets provides collaboration features that boost teamwork user are also able to share their screens to present their documents or slides and if you are having a training session you can also send messages during the meeting.
Google meets are very straight I can access these through my Gmail prepare and organise meetings at any time offer free versions and making cost free you also will receive a link that can send to you may want in the meeting.
There  is very good encryption with google meets  that will protect your data and  everything communicate  about with remain protected. There is also a meeting host participant  will help prevent unauthorised access. And these is important for business with sensitive data.
There are also many different features like you can add filters in the background  so if don’t want location reviled there any different features.
In conclusion, google meets is effective with communication platform combines its ease of use its strong encrypted security and powerful collaboration tools and its ability to support real – time interaction, integrate with other digital services, and operate  across multiple devices makes it an essential tool for modern communication in both educational and professional environments. Google meets linked with google calendar and these keeps you organised also keeping on top of your meets. Its so safe you are required to provide codes if want access and allowing users to collaborate as if they were in the same physical environment.
b. [bookmark: _Toc212037716]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application

Gmail
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Figure 1: These is setting up to send a email were you press compose in the left hand conner.
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figure 2: When I have pressed compose now there icon the that you can press to add an attachment so want send an important document or if instants image.
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figure 3 : These is me  setup a email that is ready to be sent to a client .

Figure 1: Gmail compose email feature used to send messages and attachments .


Google meets
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figure 1 These is beginning  of google meets before starting meeting the blue icon is what will allow you  to start the meeting .
[image: A screenshot of a video call
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Figure 2: these is now the google meets setup and the blue icon with allow you add who you want to the meeting also with the link so you can provide it to the people that my joining the meeting.
[bookmark: _Toc212037719]In conclusion, e-commerce website software plays a vital role in enabling business to work well in a digital in environment. For e.g. like website builders, payment systems, communication tools allow you keep organised and manage and grow their online presence using things like solutions like content management systems cloud-based services and collaboration tools business can improve productivity enhance the costumers experience and streamline operations.
Business also adapt to changing costumers demands and mark trends. Features like secure payment and data analytics and automated systems that make sure transaction are safe and always reliable. These is so costumers trust but these also helps business growth.
Overall, e-commerce software solutions is important to modern day environment for business and enable you to reach to global audience and can operate 24/7 and will have significant advantages in online marketplace.
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