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                                                      Webflow
What is Webflow?
Webflow is a platform used to create website. It is considered a no code website builder it allows users to design a website without writing code. Webflow generates clean code automatically while still giving users access to the code if needed. The platform allows users to build a complex website design without programming knowledge. It also allows users to start from blank page or choose from templates. Although webflow hides most of the code from users, but it is still accessible if users need it.
Who is webflow meant for?
It is mainly designed for designers and business owners who want to be able to produce site without coding. When designer want to build website for client and but do not want to hire developers, webflow helps them complete project more efficiently. In addition, Webflow allows business owners to view the website design before it is published. Webflow allows designer to share project with client so they can review the design and allow them to provide feedback during the development stage.
Webflow also includes content management system. This allows websites owners to manage and edit the website regularly. The website can be update without needing coding experience. This reduces the need for developers regularly. Another important feature is visual design builder, which allows designer to customize the website easily. designer can create layout, change style and customise different part of the website without needing a coding experience. Webflow automatically generates the website code.
Lastly, webflow supports e-commerce features. This allows business to sell products online. Designers can create products listing and manage online store without needing code experience. 


                                                
 Shopify
Shoppy is complete e-commerce site platform. This means it provide everything a business needs to sell online. Millions of merchants around the world use Shopify to run their online stores. Firstly, Shopify allows users to build a website and choose from different templates. It also allows business to customize their website, list product and track inventory. Another important factor is that Shopify is cloud based, which means it can be access from laptop, phone or tablet.
Shopify allows users to start building either from scratch or by using templates. The platform provides many different templates, some of which are free and some are paid. Once a template is selected users can customize it by changing front, colour and images. This makes it easier to create a professional looking website with little effort because the overall layout and design are prepared in the template.
Shopify also allows business to sell physical products, digital products and services through their online store. This platform provides tools to manage products, process payments and track orders, which helps business run their e-commerce business.
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                                                      Mind map
What is a mind map?
Mind mapping is the process of representing your thoughts and ideas [2]. It is a visual thinking tool that helps you to structure information helping you better to analyse it and come up with additional ideas [3]. It is a technique used to organise ideas visually.
Mind mapping uses 3 basic tools a central idea branches that extend out of the central idea and key word that sits on each branch [3]. Colours different shapes and keywords are used to make mind map more visual engaging and simpler to understand. Mind mapping helps to simplifier complicated work to simplified work that you can revisit [1].
This approach makes tough concepts less intimidating because you can see them laid out at a glance. You start with your main idea right there in the middle. That’s your anchor everything else hooks onto it. From there branches shoot out in all directions each one representing a key subtopic. Those branches split again as needed but you keep it simple just keywords not whole sentences. It’s about clarity. The structure’s straightforward central idea branches and keywords. The central idea holds everything together. The branches sort and connect your main points. Keywords on each branch capture just enough information to spark your memory. This way you cut out the noise and zero in on what matters.
But a mind map is more than lines and words. Throw in some colour add a few images or shapes and suddenly it’s easier for your brain to latch on. Assigning colours to different branches keeps sections distinct. Visuals boost your memory and light up new ideas. It is as if you are talking directly to the way your mind works not just jotting notes for the sake of it. What is the big draw Mind maps simplify chaos. If you are facing a mountain of information laying it down visually breaks it into chunks you can tackle. That is why people in business use mind maps to organize projects and tasks. Everything is right in front of you clear and manageable [1].
Mind mapping also kickstarts creativity. Since it is not a strict outline you can keep adding branches as ideas pop up. It is perfect for brainstorming solving problems or making tricky decisions. There is no penalty for jumping from one thought to the next. And it helps you remember. The combination of keywords bright colors and layout sticks in your mind better than standard notes. Students turn to mind maps to revise and prepare because they actually work [1]. Information is easier to grasp and recall.
Mind maps keep you organized too. Seeing how all the pieces fit lets you plan and prioritize. In a team setting people use mind maps to lay out projects assign tasks and keep everything running smoothly. Nothing gets left behind. They are flexible as well. Draw them out on paper or use digital tools that make editing and sharing a breeze. Collaboration is simpler when everyone can see and contribute to the same mind map in real time [2].
At the end of the day mind maps turn your ideas into something visible and structured. Whether you are learning managing a project or solving a problem they make complicated stuff easier to handle. You see the big picture and the details all in one place [3].
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                                                Microsoft Word
Microsoft Word is a word processing software developed by Microsoft in 1981 [2]. It allows users to create and edit text documents. Microsoft Word is a tool that students teachers and professionals use every day all over the world [1]. People rely on it to create edit format and share documents. In school it is used for essays assignments and reports. In businesses it is used for letters reports and contracts. It is used worldwide not only in business but also in schools and universities.

One of the key features of Microsoft Word is its advanced formatting capabilities [1]. Users can customise text using different sizes fonts and styles. It is easy to align text to the left right or centre. Adding subheadings and headings helps keep everything more organised making it easier to read. However sometimes people get carried away with formatting and their documents end up messy rather than clean.

There are also templates and styles. They are very useful for CVs reports and letters. Templates make work look more appealing as people are naturally drawn to well-designed documents. They also reduce the amount of work needed because you can select a template and already have a structured layout. This saves time and keeps documents consistent which is especially helpful for people with limited time.

Microsoft Word also lets you insert images tables and charts. This makes work easier to understand especially for people who learn better visually. It also has grammar and spell check features. These help a lot especially if you make spelling mistakes or type too fast. It saves time although it is not always perfect.

Lastly Microsoft Word plays a huge role in both education and business. It is easy to use and packed with features for creating professional looking documents. Of course, there are some downsides such as formatting issues or autocorrect mistakes.





                     

                     Microsoft PowerPoint
Microsoft PowerPoint allows users to create slideshows. It is used everywhere in school’s universities and businesses. PowerPoint lets you combine text images and videos into presentations that grab attention.
The slide design and layout options in PowerPoint make life easier. There are many templates and themes that help your slides look polished and consistent saving time. However sometimes people rely too much on templates and do not customise their slides.
PowerPoint also supports multimedia. You can add images audio or video to make presentations more engaging. Animations and transitions can make slides more interesting but using too many can distract the audience from the message.
Presenter tools are also useful. Features like timer speaker notes and slide previews help you stay organised and present confidently. PowerPoint also allows collaboration so multiple people can work on the same presentation. Exporting to PDF or video makes sharing easier.
PowerPoint makes information easier to understand by breaking it into smaller parts. Using one idea per slide helps the audience stay focused and avoids overwhelming them. It is also useful for presenting data using charts graphs and tables which makes information clearer. However, PowerPoint has some disadvantages. Slides with too much text can make the audience lose interest. Some people also read directly from slides instead of engaging with the audience. Technical issues such as files not opening or equipment failing can also cause problems.

Overall PowerPoint is a flexible and useful tool. It is used in many different settings from classrooms to business meetings and helps people communicate ideas effectively.






                      

                         Microsoft Excel
Microsoft Excel is used for working with numbers and data. It organises information using rows and columns making it easier to manage large amounts of data. At first it may seem difficult to use but once you understand it it becomes a very powerful tool.
One of the main features of Excel is its formulas and functions [3]. These allow users to perform calculations automatically. For example, the SUM function adds numbers and the IF function performs logical operations. Functions like VLOOKUP help find specific data in large tables. These features save time and reduce errors although they require some practice to use correctly.
Excel also allows users to create charts and graphs. This helps present data in a way that is easier to understand. For example, bar charts can compare values and line graphs can show trends over time. However, choosing the wrong chart can make data confusing.
Another important feature is PivotTables which allow users to summarise large amounts of data quickly [3]. Conditional formatting can also highlight important information using colours making key data stand out.
Excel also includes advanced features like macros and VBA which can automate tasks. However, these are more suitable for advanced users. Despite its advantages Excel has some limitations. Incorrect formulas can lead to mistakes and very large datasets can slow down performance. However, it remains one of the most important tools for data analysis.  




                         

                     



                            Microsoft Access
Microsoft Access is a database management system used to store and manage structured data [4]. It is more advanced than Word and Excel and is mainly used in business environments. It allows users to create databases with multiple related tables which helps keep data organised and reduces duplication.
Forms are an important feature of Access. They provide an easy way to enter and view data without directly interacting with tables. This reduces errors and makes the system easier to use.
Queries allow users to search for specific information within a database [4]. For example, a business can quickly find customer records or recent transactions.
Access can also create reports which present data in a clear and structured way. This helps businesses analyse information and make decisions. Macros and VBA can also be used to automate tasks.
One of the biggest advantages of Access is the ability to link tables. This means that data is connected and consistent reducing repetition. Data validation also helps prevent incorrect information from being entered.
Access supports multiple users allowing teams to work on the same database. It also integrates well with other Microsoft Office applications making it easier to share data.
However, Access has some disadvantages. It can be difficult to learn especially for beginners. It is also not suitable for very large databases and performance may decrease if the database becomes too complex.
Overall Access is a useful tool for managing structured data in businesses.
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Part 2
If function 
I tested if function in excel. Basically, if function to determine if the student failed or passed. The if function checks if it is greater than or equal to 50.
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I tested VLOOKUP function. It is used to search for specific data in a table and return related information.
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Communication Application and         Collaboration Application

Communication Application: WhatsApp
WhatsApp’s almost everywhere now [2]. At first it was just a basic way to message friends but it is grown up a lot. Now you can stick with texts or you can make free voice and video calls share photos or send any file you want. Even though it wasn’t designed for the office businesses picked it up fast. It is fast. It is familiar. And let’s be honest hardly anyone needs a tutorial.
Real time texting is a game changer [3]. There’s no delay. You ping a teammate and you’ll probably get a reply right away. Compared to endless email threads WhatsApp feels like light speed. For group work chat groups pull everyone together so you’re not juggling a dozen messages. Sure those chats can get noisy sometimes you’ll lose track of important info but it’s usually much simpler than email chains. They tell you instantly if someone’s seen your message which feels essential when you’re trying to get quick answers or confirm certain tasks.
The ability to send voice notes turns out to be surprisingly valuable too. When you don’t have time to type a long explanation a quick voice message gets your point across fast. Sometimes it’s actually clearer than punching out a bunch of text. And while WhatsApp lets you pin chats star messages and search keywords to stay somewhat organized those features aren’t flawless they help but they don’t solve everything.
Voice and video calls make things even easier. You can connect with anyone anywhere without dealing with phone bills just tap and talk. For teams spread out in different cities or even countries this really matters. Video calls especially help when you need to clear up a complex issue face to face well almost face to face. There’s just no comparison with plain text.
Sending files Simple. And security is solid end to end encryption means conversations stay private which is a must for work. Still WhatsApp has real limits. It's not built to handle big teams or complicated projects. Messages tend to disappear in the flood of group chat activity. There’s no proper way to manage files or conversations nothing like what you get in real project management apps. Important details slip through the cracks. Plus with your personal and professional chats all jumbled together distractions are nearly unavoidable.
Still WhatsApp isn’t flawless. It feels informal definitely less buttoned up than Teams or plain old email. Work conversations can mingle with personal ones which means distractions sneak in during the workday. Everything happens online and tons of people can jump into a document at the same time. That’s huge for schools and businesses plus no one’s paying extra and you don’t need to install anything [2]. Unlike Microsoft Word you won’t lose your work if your laptop dies Google Docs saves changes automatically so everything’s safe in the cloud.

Collaboration Application: Google Docs
Real time editing is where Google Docs really shines [1]. You and your team can write edit and brainstorm all at once no more waiting for someone to finish before you start. Everyone sees updates instantly so it feels like you’re in the same room even if you’re not. That’s why it’s become almost everyone’s go to.
Teamwork’s easier with comments and suggestions. If you spot a typo or think something ought to be reworded leave a quick note or make a suggestion the original stays untouched until people agree. This heads off confusion and stops mistakes from slipping through whether you’re on a school paper or a business proposal [1].
Automatic saving just means peace of mind. Make a change close your laptop walk away Google saves it all. Plus you can check the version history to see every edit who made it and if things go off the rails you can roll back.
When you want to share it’s easy. Send a link set the permissions done. No more sending different drafts back and forth by email. Everything stays in one place so you’re not searching for the latest version.
Of course, Google Docs isn’t perfect. Microsoft Word has more advanced formatting so if you need a fancy layout or lots of features, you’ll feel boxed in. You also need a stable internet connection or things get sluggish. Sometimes when lots of people are editing at once documents get a little messy.
Even with those quirks Google Docs stands out for group projects. Real time edits instant sharing and easy teamwork make it ideal for almost anything whether you’re finishing a class report or hammering out a business plan [3].
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Part B
Communication Application - WhatsApp:
I tested the real time message on WhatsApp. You receive message instantly. I tried using my phone and my family member’s phone. The message was received instantly. Below is some screenshot
[image: ]

[image: ]



Collaboration Application - Google Docs:
I tested the real time editing feauture in Google Docs. This feature allows many people to work on it at the same time. As shown below I copied the link and shared to another device. It allows me to change text. 
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