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[bookmark: _Toc232436425]Introduction


Software solutions play an essential role in modern business operations by helping organisations improve productivity, communication, data management, and customer service. Businesses increasingly rely on digital technologies such as e-commerce platforms, office applications, communication tools, and collaboration software to perform daily activities efficiently. These technologies enable organisations to automate tasks, support decision-making, and remain competitive in a rapidly changing business environment [1]
This report explores different software solutions used in business, including e-commerce website builders, mind mapping applications, Microsoft Office applications, and communication and collaboration tools. It also includes practical demonstrations of selected software features to show how these applications can support business operations effectively.


















[bookmark: _Toc232436426]Task 1. e-Commerce Website builders/software solutions
[bookmark: _Toc232436427]1.1 Wix
Wix is a cloud-based website builder that enables individuals and businesses to create professional websites and online stores without requiring advanced programming knowledge. It provides a drag-and-drop editor, allowing users to customise website layouts, add multimedia content, and manage products easily. Wix offers a wide range of templates, built-in marketing tools, secure hosting, and mobile-friendly designs, making it suitable for small and medium-sized businesses [2]
One of the main advantages of Wix is its ease of use. Business owners can quickly create an online presence using pre-designed templates and customise them according to their brand. The platform also includes e-commerce features such as product management, secure payment gateways, inventory tracking, and order management. In addition, Wix provides Search Engine Optimisation (SEO) tools, analytics, and customer support to help businesses increase visibility and improve customer engagement.
However, Wix also has some limitations. While it is ideal for small businesses, it may not provide the same level of flexibility and scalability as more advanced e-commerce platforms. Some advanced features require premium subscriptions, and changing templates after a website has been created can be difficult. Despite these limitations, Wix remains one of the most popular website builders due to its simplicity, affordability, and comprehensive set of business tools.
[bookmark: _Toc232436428]1.2 Shopify
Shopify is a leading e-commerce platform designed specifically for businesses that want to create and manage online stores. It provides a complete solution for selling products online, including website design, payment processing, inventory management, shipping options, and customer relationship tools. Shopify is widely used by businesses of all sizes because it offers a secure, reliable, and scalable platform for online retail [3]
One of Shopify's greatest strengths is its powerful e-commerce functionality. Users can manage unlimited products, accept payments from different providers, monitor sales performance, and integrate with social media platforms such as Facebook and Instagram. Shopify also supports third-party applications that allow businesses to extend the platform's functionality, making it suitable for companies that expect future growth.
However, Shopify also has some disadvantages. Monthly subscription fees and transaction costs may be higher than some competitors, especially when additional applications are required. Furthermore, customising certain features may require knowledge of Shopify's programming language, Liquid. Despite these limitations, Shopify is considered one of the most comprehensive e-commerce platforms available and is an excellent choice for businesses looking for long-term growth and professional online store management.

1.3 Comparison of Wix and Shopify 
Overall, Wix may be more appropriate for small businesses that prioritise ease of use and visual customisation, while Shopify provides more specialised e-commerce functions and greater scalability. Therefore, the most suitable platform depends on the organisation’s budget, technical knowledge, product range and expectations for future growth.

[bookmark: _Toc232436429]Task 2. Mind-map of contemporary software applications
[bookmark: _Toc232436430]2.1 Describe mind mapping and explain the benefits of using mind mapping
Mind mapping is a visual technique used to organise information around a central topic. It helps users connect ideas through branches and keywords, making information easier to understand, remember, and analyse. Mind maps are commonly used in business, education, and project management because they simplify complex information and encourage creative thinking , In business operations, mind mapping offers several benefits. It improves brainstorming sessions by allowing team members to contribute ideas in an organised way. It also helps managers plan projects, identify problems, and develop solutions by showing relationships between different tasks and objectives. Furthermore, mind maps support better communication, as information is presented visually and is easier for teams to understand.
Another important advantage is that mind mapping improves productivity and decision-making. Businesses can use mind maps to organise meetings, assign responsibilities, monitor progress, and create strategic plans. Digital mind mapping applications such as MindMeister and XMind also allow teams to collaborate online, making them valuable tools for modern organisations [4]
Mind mapping can be applied to different areas of business operations. For example, a project manager can create a mind map to divide a project into tasks, deadlines, resources and employee responsibilities. Marketing teams can use it to organise campaign ideas, identify target customers and plan content for different communication channels. It can also support meetings because the main points, problems and proposed solutions can be recorded in a clear visual structure. This makes it easier for employees to understand how different activities are connected and what actions need to be completed.
[bookmark: _Toc232436431]Mind mapping is especially useful during the early stages of planning because its flexible structure allows users to explore associations between different ideas. Presenting information through branches, keywords and visual connections can make complex topics easier to interpret than long written descriptions. This free-form approach can also encourage brainstorming and creative thinking because users are not restricted to a fixed sequence. However, mind maps have limitations. They may become difficult for other people to understand when they contain too many branches or when the connections between ideas are not clearly explained.[1]
The mind map created for this task demonstrates how contemporary software applications support different areas of business operations. Its branches include communication, collaboration, marketing, cybersecurity, human resources, inventory management, accounting and project management applications. Organising these categories around one central topic makes it easier to identify their different purposes and understand how they can work together. For example, communication software helps employees exchange information, while project management tools support the organisation of tasks and deadlines. This visual structure provides a clear summary of the software solutions that modern organisations can use in their daily activities.







2.2 Create a mind map of contemporary software applications
https://miro.com/app/board/uXjVH-i8PL4=/?share_link_id=504008039351
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Figure 1. Mind map of contemporary software applications created using Miro.
[bookmark: _Toc232436432]The mind map created for this task demonstrates how contemporary software applications support different areas of business operations. Its branches include communication, collaboration, marketing, cybersecurity, human resources, inventory management, accounting and project management applications. Organising these categories around one central topic makes it easier to identify their different purposes and understand how they can work together. For example, communication software helps employees exchange information, while project management tools support the organisation of tasks and deadlines. This visual structure provides a clear summary of the software solutions that modern organisations can use in their daily activities.
Task 3. Office Applications
[bookmark: _Toc232436433]3.1 Four office software solutions for business operations
[bookmark: _Toc232436434]Ms Word

Microsoft Word is a word-processing application used to create, edit, format and manage professional documents. In business environments, it is commonly used to produce letters, reports, contracts, meeting agendas, policies and other forms of written communication. Its features, such as templates, tables, spell checking, comments and Mail Merge, can help businesses create consistent documents and improve communication. A practical example is a company using Microsoft Word to prepare a standard customer letter and using the Mail Merge feature to automatically personalise it with each customer's name and address.
One important benefit of Microsoft Word is that it allows organisations to create documents with a consistent and professional appearance. Templates, styles, headers and automatic tables of contents can reduce formatting time and help employees follow the organisation’s visual identity. Documents can also be reviewed through comments and Track Changes, which supports collaboration between colleagues before a final version is approved. However, Word has some limitations. Complex documents may experience formatting problems when they are opened on different devices or software versions. Collaboration can also become confusing when several copies of the same document are shared by email. In addition, some advanced features require training, and sensitive business documents must be protected through appropriate access permissions and secure storage.

[bookmark: _Toc232436435]Ms Excel

Microsoft Excel is a spreadsheet application used to organise, calculate, analyse and present numerical data. In business environments, it is commonly used for budgeting, financial calculations, sales tracking, inventory management and data analysis. Its features, such as formulas, functions, tables and charts, help businesses process information and support decision-making. A practical example is a company using Excel to record monthly sales and applying an IF statement to automatically identify whether each employee has achieved their sales target.
A major benefit of Microsoft Excel is its ability to process large quantities of numerical information quickly and accurately. Formulas can automate repeated calculations, while charts and PivotTables can transform raw data into information that managers can interpret more easily. Features such as IF, VLOOKUP and conditional formatting can also help businesses compare results, identify patterns and monitor performance. However, Excel has limitations. Incorrect formulas or inaccurate data entry can produce misleading results and affect business decisions. Large spreadsheets may also become difficult to manage, especially when they contain complex formulas or are edited by several employees. Furthermore, Excel is less suitable than a dedicated database for storing highly structured records, controlling access and maintaining data consistency across a large organisation.[2]


[bookmark: _Toc232436436]Ms PowerPoint

Microsoft PowerPoint is a presentation application used to create and deliver information through slides. In business environments, it is commonly used for meetings, staff training, project proposals, sales presentations and performance reports. Its features, such as templates, charts, images, animations and speaker notes, help businesses present information in a clear and engaging way. A practical example is a sales manager using PowerPoint to present quarterly sales results, including charts and key performance information, during a company meeting
One advantage of Microsoft PowerPoint is that it can combine text, images, diagrams, charts, audio and video within one presentation. This allows businesses to communicate complex information in a visual format that may be easier for an audience to follow. Slide Master can maintain a consistent design, while Presenter View and speaker notes can support the person delivering the presentation. However, PowerPoint also has limitations. Slides containing excessive text, animations or visual elements may distract the audience and reduce understanding. Presentations can also become ineffective when the presenter reads directly from the slides instead of explaining the information. In addition, compatibility problems may change fonts, videos or layouts when a presentation is opened on another device. For this reason, slides should remain clear, concise and appropriate for the intended audience.[3]
[bookmark: _Toc232436437]Ms Access
Microsoft Access is a database management application used to store, organise, manage and retrieve large amounts of structured information. In business environments, it can be used to manage customer records, employee information, product details, orders and inventory. Its features, such as tables, queries, forms and reports, help businesses enter data efficiently and find specific information when needed. A practical example is a small company using Access to create a customer database containing names, contact details and order history, allowing employees to search and update customer information easily.[4]
A major benefit of Microsoft Access is that it allows related information to be stored in separate tables and connected through relationships. This can reduce unnecessary duplication and help a business maintain more consistent records. Queries can be used to locate specific information, while forms simplify data entry and reports present selected information in a structured format. Access is therefore useful for small organisations that need a relational database without investing in a more complex enterprise system. However, it also has limitations. It may become slow or difficult to manage when a database contains very large quantities of data or many simultaneous users. Database design also requires planning because incorrect relationships, field types or validation rules can create inaccurate records. Furthermore, Access is mainly designed for Windows, which can restrict its use in organisations where employees work with different operating systems.


[bookmark: _Toc232436438]3.2 Test any two features
[bookmark: _Toc232436439]Mail Merge

Mail Merge is a feature in Microsoft Word that allows users to create multiple personalised documents from one main document and a data source containing information such as names, addresses and contact details. In a business environment, Mail Merge can save time when sending letters, invitations, invoices or promotional messages to many customers. For example, a company can create one standard customer letter and automatically personalise each copy with the customer’s name and address.
For this practical activity, I used Mail Merge in Microsoft Word to create personalised business letters for three fictional customers. First, I prepared a standard business letter and created a recipient list containing each customer’s name, job title, company and address. I then connected the recipient list to the main document and inserted the FirstName merge field into the greeting. The Preview Results feature demonstrated how Word automatically replaced the field with each recipient’s individual name. Finally, I completed the merge and generated three personalised letters. This process shows how Mail Merge can reduce repetitive typing, maintain consistency and save time when businesses send letters to multiple customers.
[image: ]
Figure 5. Recipient list created for the Mail Merge activity.
Three fictional customer records were entered to provide the data source for the personalised business letters.

[image: ]
Figure 6. FirstName merge field inserted into the main letter.
The merge field connects the greeting in the main document to the FirstName column in the recipient list, allowing Word to personalise each letter automatically.

[image: ]
Figure 7. Personalised letter displayed using Preview Results.
The preview confirms that Microsoft Word replaced the FirstName merge field with the selected customer’s name. The completed merge generated three individual letters for Emma, Daniel and Sofia.

[bookmark: _Toc232436440]IF Statement

 For this practical activity, I used the IF function in Microsoft Excel to evaluate whether five employees achieved their monthly sales targets. I created a table containing employee names, monthly sales figures, sales targets and a result column. The IF function compares the value in the Monthly Sales cell with the corresponding Sales Target. When monthly sales are equal to or greater than the target, Excel displays “Target achieved”. When sales are lower than the target, it displays “Below target”. The formula entered in cell D2 was =IF(B2>=C2,"Target achieved","Below target"). I then copied the formula from D2 to the remaining cells in the Result column. This automatically adjusted the cell references and evaluated each employee individually. The activity demonstrates how Excel can automate comparisons, reduce repetitive manual work and help managers identify employee performance quickly.

[image: ]
Figure 2. Sales data entered in Microsoft Excel before applying the IF function.
This screenshot shows the employee names, monthly sales and sales targets entered into Excel. The Result column was initially left empty because the IF function had not yet been applied.
[image: ]
Figure 3. IF function entered in cell D2 to compare monthly sales with the sales target.
The formula compares the monthly sales value in cell B2 with the target in C2. Emma achieved the target because her sales of £5,200 were higher than the target of £5,000.

[image: ]
Figure 4. Results generated after applying the IF function to all employees.
The completed table shows that Emma, Sofia and James achieved their targets, while Daniel and Olivia remained below target. Copying the formula allowed Excel to evaluate every employee automatically and consistently.
[bookmark: _Toc232436441]Task 4. Communication and Collaboration applications
[bookmark: _Toc232436442]4.1 One contemporary Communication and one Online Collaboration

[bookmark: _Toc232436443]Gmail
 
Gmail is a cloud-based email service developed by Google and widely used by individuals and organisations for professional communication. It enables employees to send and receive messages, attach documents, organise conversations and search previous correspondence. Messages can be grouped into conversation threads, while labels, categories and filters help users manage large volumes of email. Gmail also integrates with Google Calendar, Google Drive, Google Meet and other Google Workspace applications. For example, an employee can receive a document through Gmail, save it to Drive and arrange a meeting without leaving the Google environment.
One important business benefit of Gmail is that it supports communication from different locations and devices. Employees can access their accounts through a web browser or mobile application, which is useful for remote and hybrid working. Search tools make previous messages and attachments easier to locate, while spam filtering and security warnings help users identify potentially harmful content. Businesses can also use scheduled sending, automatic replies, signatures and confidential mode to manage communication more efficiently. A customer service team, for instance, could use labels and filters to separate enquiries according to their urgency or subject.
However, Gmail also has limitations. Employees may receive excessive numbers of messages, making important information difficult to identify and creating communication overload. Email is less suitable than instant messaging for urgent discussions, and long conversation threads can cause misunderstanding when responsibilities are not clearly stated. Internet access is normally required to use its complete functionality, although limited offline access can be configured. Organisations must also manage privacy, permissions and account security carefully because emails may contain confidential business or customer information. Strong passwords, multifactor authentication and staff awareness are therefore important. Overall, Gmail is a flexible and accessible communication tool, but it is most effective when organisations establish clear email practices and appropriate security controls.[5]
[bookmark: _Toc232436444]Zoom
Zoom is a cloud-based videoconferencing application that enables people to communicate and collaborate through online meetings. Its main features include video and audio calls, screen sharing, text chat, virtual backgrounds, meeting recording and reactions. Hosts can schedule meetings, send invitation links, manage participants and use waiting rooms or passwords to control access. Breakout rooms can divide a larger meeting into smaller working groups. In a business environment, these tools can support team meetings, staff training, customer consultations, interviews and project presentations.
A major benefit of Zoom is that it allows employees in different locations to meet in real time. Participants can discuss information, ask questions and share visual material without travelling to the same workplace. Screen sharing is particularly valuable because a presenter can demonstrate software, review a report or explain a presentation while colleagues provide immediate feedback. Recording can also help employees who cannot attend, although organisations must obtain appropriate permission and manage recordings securely. For example, a project team could use Zoom to review its progress, share a project schedule and agree on responsibilities during one online meeting.
Nevertheless, Zoom has limitations. The quality of a meeting depends on internet speed, suitable equipment and users’ digital skills. Poor connections may cause delayed sound, frozen video or disconnection, reducing effective participation. Long or frequent video meetings can also produce fatigue and make concentration difficult. Security and privacy require careful management because unauthorised participants, inappropriate recording or accidental screen sharing may expose confidential information. Hosts should therefore use passwords, waiting rooms, restricted screen-sharing permissions and updated software. Some features and longer group meetings may also depend on the selected subscription. Overall, Zoom provides useful real-time collaboration, but meetings should have a clear purpose, suitable security settings and appropriate time limits.[6]
[bookmark: _Toc232436445]4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc232436446]Gmail

[image: ]
Figure 8. Business email prepared in Gmail before scheduling.
The screenshot shows a simulated customer consultation email prepared in Gmail. The message includes a recipient, subject, professional content and signature before the Schedule send feature was applied.

[image: ]
Figure 9. Schedule send options displayed in Gmail.
The Schedule send feature provides suggested delivery times and allows the user to select a specific date and time. This can help businesses prepare messages in advance and deliver them at an appropriate time.



[image: ]
Figure 10. Confirmation of the scheduled email in Gmail. 
The confirmation shows that Gmail successfully scheduled the customer consultation email for a later delivery time. This feature can help organisations plan communication and send messages at suitable times without requiring the user to be online now of delivery.

[bookmark: _Toc232436447]Zoom

application. I opened a simulated meeting through Safari with the microphone and camera disabled. Zoom requested permission before sharing, and I selected the option to share a window to protect unrelated information. Once permission was granted, the green notification confirmed that screen sharing was active. This feature allows employees to present documents, demonstrate software and discuss visual information together in real time. The activity also demonstrated the importance of selecting only the necessary window to protect confidential business information.

[image: ]
Figure 11. Online meeting opened in the Zoom web application.
The meeting was started through Safari with the microphone and camera disabled before testing the Screen Share feature.

[image: ]
Figure 12. Permission requested before sharing a window in Zoom.
Safari requested permission for Zoom to share either a selected window or the entire screen. The window-sharing option was selected to limit unnecessary exposure of information.




[image: ]
Figure 13. Screen sharing successfully activated in Zoom.
The green notification confirms that Screen Share was active. This feature enables teams to present documents, demonstrate software and discuss visual information together during an online meeting.














[bookmark: _Toc232436448]Conclusion

This report has examined how different software solutions can support modern business operations. E-commerce platforms such as Wix and Shopify enable businesses to sell products online, while mind mapping helps teams organise ideas and understand relationships between activities. Microsoft Office applications support document creation, data analysis, presentations and database management. The practical activities demonstrated how the IF function can evaluate sales performance and how Mail Merge can produce personalised letters efficiently. Gmail and Zoom also support business communication and online collaboration through email scheduling and screen sharing. However, every application has limitations involving cost, complexity, security, compatibility or internet access. Therefore, organisations should select software according to their objectives, users and information requirements while providing suitable training and security controls.
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