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[bookmark: _Toc235655394]Task 1. e-Commerce Website builders/software solutions (Approx. 500 words) 
Give a description of two contemporary e-Commerce website builders/software solutions (approx. 2/3 sources). 

  
 Shopify-
Shopify is a SaaS platform designed for global commerce, enabling users to manage inventory, process payments, and create personalized online stores. Key features include AI-driven theme generation via Shopify Magic and integrated multi-channel sales across social and retail platforms.
Shopify was created and launched in 2006, making it a 19-year-old platform in 2025, With more than 5.6 million merchants using Shopify today, and with a 20% market share of the top 1 million sites, you might never guess it started off as a snowboarding site.[1] This platform is both a website builder and solution, allowing you do both design and sell through your online store.
Daren Low goes on to say: With physical retail suffering from the online shopping boom, there are obviously retailers who are looking for a way to leverage on this. Some might want to create an online store in addition to their physical store or move online altogether.[2] Shopify along with many more website builders/software’s is an easy way to point your audience to your online store. Daren continues, not only does Shopify help you create a store to sell and market, but you can extend your presence further onto other channels.[2] some of these channels include google shopping, eBay, Roblox, Pinterest and even Spotify enabling your clients to buy merch, vinyl’s etc. Daren concludes by saying: In terms of resources and capabilities, I feel that Shopify is a top-tier website builder. Nowhere else have I seen such a stable and comprehensive offering that is dedicated to helping its clients run successful online stores.[2]. 
In summary Shopify maintains to be one of the most used cloud-based software platforms out there.
  
Whatnot-
Whatnot is an e-commerce platform founded in 2019, that engages sellers with their audience-live, drawing more customers with the ease of advertising their products face-to-screen allowing customers to purchase goods with the ease of swiping a button. Michael Manus states:
To leverage Whatnot effectively, one must first understand its business model. Unlike traditional marketplaces where items sit passively waiting for a buyer, Whatnot operates as a live auction house. It combines the social engagement of live video streaming with the transactional security of a verified e-commerce platform [3]. 
This software solution attracts customers by allowing them to bid on the product that the seller is advertising live. With many functions such as having live viewer metrics showing how many people are tuned in, letting the seller select times and days that they would be going live for their audience to see, making it simple to be notified when it’s due to begin. Aswell as integrated checkout that allows purchasing during the live show. Micheal [3] indicates that Whatnot is not a website builder instead it’s a software solution as there is no online storefront, website layout or domain name as opposed to Shopify.


[bookmark: _Toc235655395]Task 2. Mind-map of contemporary software applications (Approx. 500 words). 
a. Describe mind mapping and explain the benefits of using mind mapping in business operations (approx. 2/3 sources). 
A mind map is a diagram centered around a single idea, with related topics and subtopics branching outward to show connections. It uses colours, lines, and spatial layout to organize information clearly.Nowadays, there are hundreds of mind-mapping software programs on the market, all boasting that they can effectively increase students’ academic performance by encouraging collaboration and advancing individual students’ creative thinking. Furthermore, several researchers have observed that mind maps are associated with positive learning outcome [1]First developed for note taking, it has proven useful in many cognitive activities that involve memory, planning, organizing and creating[4]                                                                                                                                           

b. Create a mind map of contemporary software applications that are used to support day-to-day business/ Organization operations.

Figure 1. INPUT MIND MAP FROM CANVA [7][image: ]



[bookmark: _Toc235655396]Task 3. Office Applications for creating, storing, presenting, and analysing information/data (Approx. 2000 words). 
a. Explain four office software solutions for business operations (MS Word, MS PowerPoint, MS Excel, and MS Access), highlighting their major features, benefits, and limitations (if there are any). You can use some images in addition to text (approx. 4/5 sources). 

Microsoft Exel
Microsoft Excel is a grid-based tool used to organize numbers, calculate finances, and build data charts.
As Guy Hart-Davis explains, Excel can create two types of charts:
 ■ Embedded chart A chart positioned on a worksheet page alongside other data. Embedded charts are useful for charting smaller amounts of data and for experimenting with the best ways to chart data that you need to edit while creating the chart.
 ■ Chart on chart sheet A chart sheet is a separate sheet that appears in the workbook. Using a chart sheet gives you more space to create a detailed chart, but it means that you can’t see the source data for the chart on the same sheet [5]
  Key Features: mathematical formulas for quick calculations, Pivot Tables to summarize large amounts of data, and built-in graphing tools. 
  Business Benefits: It simplifies company budgeting, tracks product inventory, and helps managers make decisions based on clear facts.
  Limitations: It is easy to make manual typing errors, it runs slowly with massive datasets, and it does not easily stop users from typing wrong information.
[image: ]
Figure 2. Screen shot from ‘Advanced Microsoft Exel’ video above [8]

Microsoft word 
Microsoft Word is used to create and format text documents like letters, reports, and contracts some of the key features included templates for quick formatting, a "Track Changes" tool for team editing, and a "Mail Merge" feature to send mass emails easily. The business benefits are that it keeps company documents looking professional and speeds up the creation of legal and team agreements. Some of the limitations are that it struggles with complex page layouts, slows down with large images, and text formatting can shift across different computer versions.
Microsoft PowerPoint (Presentations)
Microsoft PowerPoint turns company information into visual slide decks for meetings and pitches.
 Key Features: Supports videos and animations, includes a "Presenter View" to see private notes while speaking, and offers SmartArt to turn text into quick diagrams.
Business Benefits: It helps win over new clients, makes staff training easier, and keeps remote meetings engaging. Limits may be that it can make data look too simple, creates very large files, and too many animations can look unprofessional. 
During my time at university I have had to produce presentation to help deliver my assignment, Power Point was used to make the design, layout and overall delivery easy and time efficient. 
Figure 3. Below is a picture of my Power Point presentation title page [9]
[image: ]

Microsoft Access 
Microsoft Access connects different lists of information together to keep company records organized and accurate. It can be useful to link tables together to prevent duplicate data, use quick search queries to find hidden info, and can provide simple forms for data entry.
It helps to benefit the business by reducing typing mistakes, tracks customer orders safely, and creates deep sales reports instantly.
Unfortunately, it only works on windows computers, has a strict 2-gigabyte file storage limit, and is harder to learn than the other tools. Microsoft Access is a powerful database application that enables users to organise, manage, and analyse data efficiently. Its combination of tables, queries, forms, reports, and automation tools makes it suitable for managing customer records, inventory, employee information, sales data, and other business information. It is widely used by small and medium-sized organisations to create customised database solutions that improve data accuracy, reporting, and overall productivity.

b. Test any two features from the following Mail merge, IF Function, VLOOKUP, Pivot Table, Goal Seek in MS Excel, and document several screenshots with accompanying description to provide evidence of practical use. 
Note: This task is based on your own practical activities. 

Below is a screenshot taken from MS Exel using the sample pivot table function :
[image: ]

Using the pivot table has many benefits such as for sales analysis involves summarizing revenue by region, product line, or salesperson. Financial Reporting includes creating quick income statements or monthly expense summaries from ledger data. Inventory Tracking entails counting stock levels, monitoring reorder points, and grouping items by category. HR Metrics focus on analysing employee headcount, department distributions, or average salary data. Time Tracking aggregates project hours by client, task, or team member. 

With the use of the pivot table I was able to calculate a total sum with ease. [screenshot below]
[image: ]
Though this feature has many upsides there are some disadvantages such as:
· Manual Refresh Required: Pivot tables do not update automatically when the source data changes, so they must be refreshed manually to display the latest information.
· Sensitive to Data Structure: Accurate results depend on well-organised source data with no blank rows, merged cells, or missing column headers.
· Performance Limitations: Working with very large data can reduce Excel's performance and may cause it becomes slow or unstable.
· Formatting Can Be Lost: Custom formatting, such as cell borders, colours, or layouts, may be altered or removed when the pivot table is refreshed or modified.
· Source Data Must Be Edited: Values cannot be changed directly within the pivot table; any corrections or updates must be made in the original dataset.




[bookmark: _Toc235655397]Task 4. Communication and Collaboration applications (Approx. 1000 words). 
a. Analyse one contemporary Communication and one Online Collaboration applications/tools used frequently in modern business world and document a summary of their key features using written text with some images and relevant citations. (approx. 2/3 sources)  
Communication application (Microsoft Teams)[image: ]Figure 4.Microsoft Teams logo[11]
Aiming to suit various work styles within different teams of an enterprise, Microsoft Teams comes integrated with Office applications like Excel, Word, PowerPoint, Microsoft Graph, OneNote, Share Point and others. Hence it makes everything handy for executives and play around office applications through one messenger. As Office 365 Groups is a cross-application membership service, Microsoft says it eases the process of switching between collaborative tools and helping teams to become more productive and efficient [10]
Microsoft Teams is one of the most widely used communication and collaboration platforms in modern businesses. It enables employees to communicate, collaborate, and share information from a single application, making it particularly valuable for organisations with remote, hybrid, or geographically distributed teams. By integrating messaging, meetings, file sharing, and collaboration tools, Microsoft Teams helps improve productivity, streamline communication, and support efficient teamwork.
Some of the main key features that Microsoft Teams allows you to are:
· Instant Messaging: Enables one-to-one and group conversations with support for file sharing, emojis, GIFs, and message reactions.
· Audio and Video Meetings: Supports high-quality voice calls, video conferencing, screen sharing, and meeting recordings for virtual collaboration.
· Channels and Teams: Organises conversations into dedicated teams and channels based on departments, projects, or topics, making communication easier to manage.
· File Sharing and Collaboration: Integrates with Microsoft 365, allowing users to store, share, and edit Word, Excel, and PowerPoint documents collaboratively in real time.
· Calendar Integration: Synchronises with Microsoft Outlook, enabling users to schedule, join, and manage meetings directly within Teams.
· Task Management: Connects with Microsoft Planner and Microsoft To Do to assign tasks, track progress, and manage project workloads.
· Security and Compliance: Provides enterprise-level security features, including data encryption, multi-factor authentication, and compliance with industry standards to protect sensitive business information.
Summary
Microsoft Teams has become one of many essential business communication platforms because it combines messaging, meetings, document collaboration, and task management into a single workspace. Its integration with Microsoft 365 reduces the need to switch between multiple applications, improving efficiency and supporting collaboration across teams. As a result, it is widely used by organisations of all sizes to enhance communication, increase productivity, and support flexible working environments.


Collaboration application (Google Workspace)
Google Workspace is a cloud-based productivity and collaboration suite widely used by businesses, educational institutions, and organisations worldwide. It provides employees with a collection of integrated applications that enable real-time communication, document creation, file sharing, and project collaboration. Because all applications are cloud-based, users can access their work securely from any device with an internet connection, making Google Workspace ideal for remote and hybrid working environments.
Key Features
Gmail: Provides professional business email with custom domain support, spam protection, and integration with other Google Workspace applications.
Google Drive: Offers secure cloud storage for files, allowing users to store, organise, and share documents from any location.
Google Docs, Sheets, and Slides: Enables multiple users to create, edit, and collaborate on documents, spreadsheets, and presentations simultaneously with automatic saving and version history.
Google Meet: Supports high-quality video conferencing, screen sharing, live captions, and virtual meetings for teams working in different locations.
Google Calendar: Allows users to schedule meetings, manage appointments, share calendars, and send event invitations.
Real-Time Collaboration: Multiple users can work on the same document simultaneously, with comments, suggestions, and editing tracked instantly.
Security and Access Controls: Includes data encryption, two-factor authentication, user permission management, and administrative controls to help protect business information.
Third-Party Integrations: Connects with a wide range of business applications, including Slack, Zoom, Salesforce, Trello, and many other productivity tools.
Summary
Google Workspace is widely used in the modern business world because it provides a complete cloud-based environment for communication, collaboration, and productivity. Its real-time editing capabilities, automatic cloud storage, and seamless integration between applications enable teams to work efficiently regardless of their location. By supporting secure file sharing, virtual meetings, and collaborative document management, Google Workspace helps organisations improve productivity, enhance teamwork, and support flexible ways of working.





b. Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application and document several screenshots with brief accompanying description to provide evidence of practical use.

[image: ].One of the most beneficial features of Microsoft Teams was the ability to organise conversations into different channels, such as general announcements and private group discussions. This helped keep information relevant and easy to find, ensuring that important updates, assignment guidance, and course materials were not lost among unrelated conversations. Private channels also enabled group members to collaborate on projects without disrupting the entire class discussions.
Microsoft Teams encouraged effective communication between students by allowing them to ask questions, discuss assignment topics, share ideas, and support one another with coursework. It also provided a direct line of communication with tutors, making it easier to seek clarification, receive feedback, and stay informed about deadlines or changes to the course. Features such as instant messaging, file sharing, video meetings, and integrated document collaboration enabled students to work together in real time, regardless of their location.
[image: ]Storing documents, videos, and other information in one organised location was highly beneficial for completing assignments. It ensured that all learning materials, research notes, and reference resources were easily accessible whenever needed, reducing the time spent searching for files. Keeping resources organised also made it easier to review information, monitor progress, and stay on top of assignment deadlines. Additionally, having documents stored digitally provided a secure backup, minimising the risk of losing important work and allowing files to be accessed from different devices. Overall, maintaining a well-organised collection of assignment materials improved productivity, supported effective revision, and helped ensure that coursework was completed efficiently and on time.
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