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Introduction

Modern businesses increasingly depend on software applications to support daily operations, improve productivity, manage information, communicate with stakeholders and make effective decisions. The appropriate use of digital technologies can help organisations streamline workflows, organise information and support employees in completing business activities more efficiently. This assignment examines a range of contemporary software solutions and considers how they can be applied within a business environment. The first task examines two e-commerce website builders, Wix and Shopify, and considers their features, benefits and limitations for businesses. The second task explores mind mapping and its benefits for organising ideas, planning, communication and business activities, followed by a mind map of contemporary software applications used in organisations. The third task examines Microsoft Word, Excel, PowerPoint and Access, focusing on their features, benefits and limitations, together with practical testing of Mail Merge and the IF Statement. Finally, the assignment analyses Gmail as a communication application and Google Meet as an online collaboration application, supported by practical testing of selected features. Overall, the assignment demonstrates how software solutions can support effective and technology-based business operations.
Task 1. e-Commerce Website builders/software solutions

1.1 Wix
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Wix is a website-building and e-commerce platform that enables businesses to create, customise and manage online stores without requiring advanced programming knowledge. It provides tools for designing webpages, displaying products, accepting online payments, managing orders and promoting an online business. Wix is identified as one of the online business tools that can support the creation and operation of an online store particularly for users who may not have extensive technical knowledge [1]. The platform therefore provides an accessible option for small businesses and entrepreneurs seeking to establish an online presence.

Key benefits of using Wix.
Ease of use. Its drag-and-drop editor and professionally designed templates allow users to create and customise an online store relatively easily. 
One platform. Wix also provides e-commerce functions such as product catalogues, payment options, shipping, inventory management and analytics, allowing several business activities to be managed from one platform [2]. These features can reduce the technical skills and development time required to launch an online business. 
Marketing and SEO tools. Wix provides marketing and SEO tools that can help businesses improve their online visibility and attract potential customers [1,2].
Design flexibility. Businesses can customise product pages, galleries and other website elements to reflect their brand. 
Mobile optimisation. Wix also supports mobile-optimised websites and multiple sales channels, which can help businesses reach customers through different online platforms [2].
Limitations of Wix
Advanced e-commerce functions may require paid plans or additional applications, increasing the overall cost of operating a store. 
Businesses with highly complex or specialised requirements may find a website builder less flexible than a fully customised e-commerce system. 
 Wix is particularly suitable for small and medium-sized businesses that value ease of use, attractive design and integrated e-commerce tools, but businesses with highly complex requirements may need more specialised solutions.
1.2 Shopify
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Shopify is an e-commerce content management system (CMS) that enables businesses to create, manage and operate online stores. It provides tools for managing products, orders, payments, customers and other core e-commerce activities through one platform.  Shopify is identified as one of the leading e-commerce CMS platforms and described that choosing an appropriate platform depends on factors such as business size, cost, target market and business objectives [3]. Shopify has therefore become an important option for entrepreneurs seeking to establish and develop an online business.
Key benefits of using Shopify
 Accessibility. The platform provides an integrated environment that allows entrepreneurs to establish an online store without having to develop an e-commerce system completely from scratch. Its focus on supporting entrepreneurs has contributed to Shopify's growth and its ability to enable millions of businesses to participate in e-commerce [4]. Shopify can also support businesses as they grow making it suitable for different business sizes and e-commerce objectives [3].

Scalability and e-commerce focus. Shopify is designed specifically around online selling, providing businesses with tools and services needed to operate an e-commerce business. describe Shopify's mission in terms of democratising e-commerce, highlighting its focus on making online commerce more accessible to entrepreneurs [5].
Limitations of Shopify
The cost of using an e-commerce platform is an important consideration, particularly for new businesses with limited budgets [3]. Businesses may also require additional applications or services as their requirements become more complex, potentially increasing overall costs.
 Shopify offers considerable functionality, businesses with highly specialised requirements may require additional development or customisation. Therefore, Shopify is particularly suitable for businesses seeking an accessible, dedicated and scalable e-commerce platform, but cost and customisation requirements should be considered before selecting it.

Task 2. Mind-map of contemporary software applications

2.1 Describe mind mapping and explain the benefits of using mind mapping
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Mind mapping is a visual technique for organising, developing and presenting information by placing a central idea at the centre of a diagram and connecting related ideas through branches. Rather than presenting information in a linear format, a mind map uses keywords, associations, colours, images and hierarchical relationships to represent how different ideas connect. This makes it particularly useful for activities that require people to generate, organise and communicate ideas. Mind Mapping for Dummies presents mind mapping as a practical approach to capturing and arranging information in a way that reflects the natural associations between ideas [6].
One important characteristic of mind mapping is its ability to provide a visual overview of a complex subject. Instead of recording information as lengthy notes or lists, users can identify a central business issue and then develop branches representing related areas, such as objectives, customers, resources, risks, processes and possible solutions. This structure can help employees see relationships between different aspects of a problem and identify areas requiring further attention. Rustler's study of mind-map users also demonstrates that mind mapping can be understood as a distinctive approach to organising and representing information, with users applying the technique in different ways according to their needs [7].

Key benefits of Mind Mapping.
Brainstorming and idea generation. Teams can use a central topic to generate multiple ideas without initially restricting themselves to a predetermined structure. New ideas can subsequently be grouped, expanded or connected to existing ones. This can support creative problem-solving because employees are able to explore relationships between concepts rather than considering each idea in isolation. Similarly mind mapping is identified as a useful instructional and cognitive technique for organising ideas and supporting learning, suggesting potential value for workplace activities involving knowledge development and problem-solving [8].

Planning and decision-making. Managers can use mind maps to break broad business objectives into smaller activities, identify dependencies and consider alternative courses of action. For example, a manager planning a new product could create branches for market research, product development, finance, marketing, staffing and operational risks. The visual structure can make it easier to identify missing information and understand how decisions in one area may affect another.

Communication and collaboration. A shared mind map can provide a common visual representation of a project, allowing team members to contribute ideas and understand how their responsibilities relate to the wider objective. This may be particularly valuable during meetings, project planning and strategy development because complex discussions can be condensed into an accessible visual structure.

Information management and knowledge retention. By reducing large amounts of information into key words and meaningful relationships, employees may find important information easier to review and recall. The technique therefore has applications across business operations, including project management, strategic planning, meetings, training, problem-solving and process improvement. Overall, mind mapping provides businesses with a flexible visual method for transforming complex information into structured knowledge, supporting creativity, planning, communication and more effective organisational thinking [6,7,8].
2.2 Create a mind map of contemporary software applications
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Task 3. Office Applications

3.1 Four office software solutions for business operations

Ms Word
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Microsoft Word is a word-processing software application used to create, edit, format, store and share professional documents. In a business environment, it can be used for producing reports, letters, proposals, contracts, meeting documents, policies and other forms of organisational communication. Microsoft Word is described as a functional application software designed to make writing and document production easier and faster. The software has developed beyond basic word processing by incorporating features such as editing assistance, document review, artificial intelligence and information-security functions [9].
Features of Ms Word
 Comprehensive document. Creation and formatting capability. Businesses can use styles, headings, tables, page layouts, references, templates and other formatting tools to produce consistent and professional documents. 
Track Changes which record modifications made to a document and allows users to review, accept or reject amendments. This is particularly valuable when several employees contribute to reports, contracts or other business documents.

 In addition, Microsoft Word includes editing and AI-based assistance that can provide suggestions for improving written content, helping users produce documents more efficiently [9].

Collaboration through Microsoft 365. Word documents can be stored using cloud services such as OneDrive or SharePoint, allowing authorised users to access and edit documents from different locations. Microsoft explains that Word supports real-time co-authoring, enabling multiple users to work on the same document and see changes as they occur [10]. This can be particularly beneficial for businesses with remote or geographically distributed employees.

Improve productivity by providing a wide range of tools within one application, reducing the need to use separate programs for routine document tasks. 
Collaboration and cloud storage can improve teamwork and reduce problems associated with multiple versions of the same document. Microsoft notes that cloud-based collaboration can help employees share documents through links and avoid the need to reconcile separate file attachments [10]. 
Word's review and editing tools can improve document quality and support more controlled business communication. Security-related features can also help protect information contained in documents [9].

Limitations of Ms Word
Dependent on internet connectivity. When Word is used as part of Microsoft 365's cloud environment, businesses become dependent on internet connectivity and cloud-service availability. 
Availability and security are identified as important disadvantages of cloud computing because organisations may experience disruption if cloud infrastructure becomes unavailable, while sensitive business information must be appropriately protected. 
Cost can also be a consideration because businesses may need Microsoft 365 subscriptions, particularly when they require cloud collaboration and other advanced services. 
Training. some advanced features may require user training, meaning organisations need to ensure employees have sufficient digital skills [11].
Ms Excel
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Microsoft Excel is a spreadsheet software application widely used as a business solution for organising, processing, analysing and presenting data. It enables organisations to store information in worksheets and perform calculations using formulas and functions. Excel is particularly valuable in business environments because of its combination of an intuitive interface, computational capabilities, data analysis and visualisation tools [12]. It can therefore support a wide range of activities, including budgeting, financial reporting, sales analysis, forecasting, inventory management and performance monitoring.

Features of Ms Excel
 Extensive collection of formulas and functions. This enables users to perform calculations and analyse large amounts of business information. 
Organising data. Excel can also organise data into structured tables and provide charts and other visualisations to help users identify patterns and trends.  
Adaptability. Excel is recognised for its adaptability in data visualisation and modelling, making it useful for data-driven business decision-making. 
Connection with other data sources. Excel can also connect with other data sources through tools such as Power Query and ODBC connections, allowing organisations to incorporate external or database information into analytical workflows [12].

Financial analysis and reporting. Businesses can use spreadsheets to prepare financial statements, analyse financial performance and support managerial decision-making. found that Excel continues to provide substantial value in organising, processing and interpreting financial information, particularly where organisations need an accessible and adaptable analytical tool [13].
Benefits of using Excel in business. 
First, its relatively intuitive interface makes it accessible to employees with different levels of technical knowledge. 
Second, its calculation, modelling and visualisation capabilities allow businesses to transform raw data into useful information for decision-making. 
Excel can also improve flexibility because users can modify calculations, models and reports according to specific organisational requirements. 
Furthermore, its ability to work alongside SQL and other data sources can support more streamlined analytical processes and improve data accessibility [12]. 
In financial management, Excel can contribute to improved information quality and more effective managerial decision-making [13].

Limitations of Ms Excel 
A major limitation is the potential for human error, particularly when users enter incorrect data or formulas. identify formula inaccuracies, data inconsistency, weak auditability and governance vulnerabilities as important risks associated with spreadsheet-based financial analysis. Excel may therefore become less suitable when organisations need highly controlled, centralised and scalable data management. 
Large or complex datasets can also be more effectively handled by specialised databases and business intelligence systems [13]. 
It is highlighted that the complementary role of SQL for querying large, structured datasets, suggesting that Excel is often most effective when integrated with other analytical technologies rather than being used as the only data-management solution [12].

Ms PowerPoint
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Microsoft PowerPoint is presentation software that enables businesses to create, organise and deliver information in a visual format. It is commonly used for business meetings, presentations, training, sales pitches, project proposals, reports and communication with customers or stakeholders. PowerPoint allows information to be presented through a combination of text, images, charts, diagrams, audio, video and other multimedia elements. It is also highlighted that the value of PowerPoint-based technology in business communication, particularly because it can combine visual and auditory elements to create more engaging presentations [14].
Features of Ms PowerPoint 
Slide-based presentation system. This allows users to organise information into a logical sequence. Users can select templates and themes, format text, insert images and charts, create diagrams and add animations and transitions. 
Incorporation of multimedia. PowerPoint can also incorporate multimedia, allowing presenters to use audio and video alongside conventional slides. Enhanced PowerPoint presentations to provide auditory, visual and interactive experiences, and reports positive student perceptions regarding its use for developing presentation and leadership abilities [14].
Business communication and presentation development. Employees can use PowerPoint to convert complex information into structured visual content, helping audiences understand key messages more easily. For example, managers can present sales performance through charts, project teams can explain project progress using diagrams, and businesses can communicate strategies through structured presentations. The software can therefore support both internal and external business communication.

 Benefits of Ms PowerPoint for businesses. 
First, visual presentations can improve communication by allowing information to be presented in a structured and engaging manner. It is found that PowerPoint-based Office Mix activities were positively received by students and could contribute to improvements in presentation abilities. This suggests that presentation technologies can help users develop communication skills that are valuable in professional environments. 
Second, multimedia capabilities allow businesses to communicate information using different forms of content rather than relying entirely on written text.
 Third, PowerPoint can support training and employee development by allowing organisations to create reusable presentation materials [14].
Position within the wider Microsoft software ecosystem. Modern Microsoft business systems increasingly emphasise integration between Office/collaboration systems and other business information systems, as well as cloud-based software-as-a-service solutions [15]. This broader integration can make PowerPoint useful within organisations that already use Microsoft 365 and related Microsoft services.

Limitations of Ms PowerPoint
 Excessive use of animations, text or visual effects can distract audiences and reduce the clarity of a presentation. 
Creating effective presentations can also require significant time, particularly when employees need to design professional slides and multimedia content. 
Furthermore, PowerPoint presentations depend heavily on the skills of the presenter; high-quality slides alone do not guarantee effective communication. Webb emphasises the importance of users' experiences and presentation development rather than simply relying on the technology itself [14]. 
Cloud-based collaboration and integrated Microsoft environments may introduce challenges relating to implementation, integration and organisational requirements [15].

Ms Access
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Microsoft Access is a relational database management application that can be used by businesses to collect, store, organise, process and report information. It is particularly suitable for small and medium-sized enterprises (SMEs) that require a structured database solution without the complexity of larger enterprise database systems. Kumar demonstrated how Microsoft Access can be developed into a sales and collection system for managing transactions, payment records and financial reporting. The study shows that Access can provide a practical and cost-effective solution for businesses with moderate data volumes [16].
 Features of Ms Access
Relational database structure. This enables businesses to store information in connected tables. Users can create forms for data entry, queries for retrieving and analysing information, and reports for presenting business data. 
Use of SQL-based queries to process information and Visual Basic for Applications (VBA) to automate tasks.  Access application uses relational database principles, SQL query processing and VBA automation to streamline sales transactions, payment tracking and reporting. The application also included interactive drill-down reports that allowed managers to examine business performance and collection activities in greater detail [16].

Benefits of using Microsoft Access in business.
 First, Access can reduce manual data entry and improve workflow efficiency. It’s found that the developed system improved data accuracy and decision-making by consolidating financial operations into one environment.[16] 
Second, database systems can improve data consistency because information can be organised systematically rather than being maintained through disconnected manual records. explain that computerized information systems can process and store information more quickly while providing mechanisms for data verification and consistency [17].
Improved management reporting and decision-making. Access allows managers to retrieve information through queries and transform stored data into reports that can support operational decisions. Ms Access specifically identifies real-time financial monitoring and interactive reporting as advantages of an Access-based sales and collection system [16]. This can help managers monitor performance, identify outstanding payments and prioritise collection activities.

Limitations of Ms Access
Scalability. It is noted that Access has inherent limitations concerning scalability, platform dependency and cloud integration, making it less appropriate for organisations with very large data volumes or more demanding enterprise requirements. The study also identifies the need for future integration with accounting and e-commerce platforms, web accessibility and mobile extensions [16].
Computerized information systems. There are also broader challenges associated with implementing computerized information systems. Studies identify issues including insufficient user knowledge, inaccurate information, organisational resistance and difficulties in understanding user requirements [17]. Therefore, employees may require appropriate training, and organisations need effective implementation and management processes.

3.2 Test any two features
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Task 4. Communication and Collaboration applications

4.1 One contemporary Communication and one Online Collaboration

Gmail
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Gmail as a Contemporary Communication Application in Business

Gmail is a cloud-based email and communication application widely used by individuals and organisations for professional communication. It enables businesses to send and receive emails, exchange documents and other files, organise messages and communicate with customers, suppliers and employees. As part of the wider Google Workspace environment, Gmail can also work alongside applications such as Google Drive, Google Calendar, Google Docs, Google Meet and Google.  Gmail is put within the broader category of digital office and cloud productivity tools with integrated applications for improving documentation, communication, collaboration and workplace efficiency.[18] 
Features of Gmail 
Managing large email. Gmail can manage large volumes of business email through an organised inbox system. Users can search for messages, apply labels, create folders/categories, attach files and manage contacts. Search and filtering functions are particularly useful in business because employees may need to retrieve specific correspondence or documents quickly. 
Communication most devices. Gmail also supports communication across desktop and mobile devices, allowing employees to access business correspondence from different locations.

Integration with cloud-based productivity tools. Gmail can be used alongside Google Drive for sharing documents and files, Google Calendar for scheduling meetings and Google Meet for online communication. This integration allows communication activities to become part of a wider digital workflow rather than remaining separate from other office applications [18]. Cloud-based tools can also support collaboration and accessibility because employees can work with shared information across different locations and devices.

Ease to understand and use. Gmail's value in business can also be understood within the wider development of digital communication technologies. It is explained that internet-based social and digital technologies have become increasingly important in business activities and can support communication, collaboration and interaction across organisational contexts. A review study shows that digital communication technologies can be applied across diverse business areas and that organisations can use such technologies to improve the efficiency of application solutions [19].
Benefits of Gmail for modern businesses.
 First, it provides fast and convenient communication between employees and external stakeholders. 
Second, cloud access enables employees to communicate and retrieve information while working remotely or from different locations. 
Third, integration with other productivity applications can reduce the need to switch between disconnected systems and can improve workflow efficiency. Prakash emphasises that integrated digital tools can streamline workflows, reduce errors and improve productivity.[18]
Limitations of Gmail
 Heavy dependence on email can result in information overload, excessive notifications and difficulty identifying important messages. 
Email communication can also be less immediate and interactive than video meetings or instant messaging when complex issues require discussion. 
Furthermore, businesses must consider cybersecurity, privacy and appropriate access controls when using cloud-based communication systems. 
Digital communication is also dependent on reliable internet connectivity and users' digital skills.

Google Meet
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Google Meet is an online video conferencing and collaboration platform that supports communication between employees, managers, clients and other stakeholders regardless of geographical location. Its importance in modern business has increased alongside remote and hybrid working practices, where organisations require reliable digital tools to maintain communication and teamwork. Hurst identifies web-conferencing platforms as important collaboration technologies that enable organisations and users to communicate and interact remotely. This makes Google Meet particularly relevant to modern businesses that need flexible methods of working and information sharing [20].
Features of Google Meet
Real-time audio and video conferencing. Employees can participate in virtual meetings from different locations, reducing the need for physical meetings and associated travel costs. This can improve organisational flexibility and support remote or hybrid employees. 
screen sharing. These allowing participants to present documents, presentations, applications and other information during meetings. Such functionality supports collaborative decision-making, presentations, training and project discussions. It is noted that web-conferencing technologies provide important communication and collaboration functions that allow users to interact despite geographical separation [20].
Integration with the wider Google Workspace environment. Businesses can connect meetings with tools such as Google Calendar and other Google productivity applications, making it easier to schedule meetings and collaborate around shared information. This integration can improve workflow efficiency because employees can move between communication and productivity activities without relying on separate systems. The comparative study evaluates Google Meet alongside WebEx, Microsoft Teams and Zoom, considering factors including user interface, integration capabilities, participant capacity and collaborative functionality. The study demonstrates that platform selection should consider both functionality and the specific operational requirements of an organisation [21].

Security is another major consideration for business collaboration. Organisations frequently discuss commercially sensitive information through online meetings, meaning authentication, encryption, privacy and access control are essential. 

Google Meet can therefore be viewed as more than simply a video-calling application. Its combination of video communication, screen sharing, scheduling and integration with Google Workspace enables businesses to conduct meetings, presentations, training sessions and collaborative activities remotely. Research into online collaboration also indicates that web-conferencing can create opportunities for interaction and collaboration that would otherwise be difficult to achieve across different locations [20].

4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application

Gmail
How to send an email
[image: image21.png]Chat

Meet

M
7

e o VvVUYOo*O

o)

(AN O]

Gmail

Compose

Inbox
Starred
Snoozed
Important
Sent
Drafts
Trash
Purchases
Social
Updates
Forums
Promotions

More

3,475

10

3,170

m




How to generate new email and schedule
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Conclusion

In conclusion, this assignment has demonstrated the importance of contemporary software applications in supporting different areas of business operations. The examination of Wix and Shopify showed how e-commerce website builders can help businesses establish an online presence, manage products and support online sales, while also presenting limitations relating to cost, flexibility and business requirements. The discussion of mind mapping demonstrated its usefulness for brainstorming, planning, communication, decision-making and organising complex information. The analysis of Microsoft Word, Excel, PowerPoint and Access further showed how office applications can support document production, data analysis, presentations, information storage and reporting. The practical activities involving Mail Merge and the IF Statement provided evidence of how software features can be applied to complete business-related tasks. In addition, Gmail and Google Meet demonstrated the importance of digital communication and online collaboration for modern organisations, particularly where employees and stakeholders may work across different locations. Overall, the assignment shows that selecting suitable software requires consideration of functionality, usability, business requirements, security, scalability and organisational needs. Effective implementation of these technologies can therefore contribute to improved productivity, communication, collaboration and business decision-making.
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