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[bookmark: _Toc233924485]Task 1. e-Commerce Website builders/software solutions (Approx. 500 words) 
Describe two contemporary e-Commerce website builders/software solutions (approx. 2/3 sources).  

There is a range of e-commerce website builders on the internet, but two of the most popular ones are Shopify and wix.

[image: ]
[bookmark: _Toc233924486]SHOPIFY
In technical terms, Shopify is a subscription-based software as a service sales platform (Saas).it offers three standard subscription plans starting from £19 a month. “Shopify is a popular e-commerce website builder that makes it easy to create and manage an online store. With Shopify, you can sell products and services via several outlets, including your own website, social channels, and top online marketplaces. Forbes includes Shopify on its list of best e-commerce platforms”. (Jain, 2026)

This Photo by Unknown Author is licensed under CC BY-SA-NC

[bookmark: _Toc233924487]WIX
Wix is a powerful no-code builder that comes equipped with business tools which can help you build something as simple as a blog page or something as complex as an online store. “Today, Wix extends beyond traditional website building through Wix Harmony, a hybrid AI creation and management environment where users can generate full websites from a single prompt and refine them through conversation with Aria, Wix’s proprietary AI agent. Aria can handle site creation, layout changes, business tool configuration and ongoing site management through natural language.” (Hafuta, 2026)
[bookmark: _Toc908246227][bookmark: _Toc233924488]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 method used to visually represent and show information in a more detailed format. This information is typically connected to a single format, which may be an idea or how something works. A mind requires nothing but a pen and a paper to create but ever since technology started evolving, it's been made easier to use software like PowerPoint to create visual mind maps.
[bookmark: _Toc233924489]WHY USE A MIND MAP:
“It is well recognized that some people respond better to visual information as opposed to typical text-heavy documents. A mind map offers such an alternative as it allows you to generate, visualize, structure and classify ideas. This can be particularly useful in instances where you are required to gain an understanding of the intricacies of a business system. The mind map should always be used to supplement more formal pieces of documentation.” (ImprovementService, 2026)
[bookmark: _Toc233924490]BENEFITS OF MIND MAPS IN BUSINESS:
Mind maps offer advantages beyond explaining new ideas; when used consistently, they help business professionals learn, retain information and provide new perspectives at work.
· How does it help retain information you may ask, “It helps you connect new information to familiar ideas. Instead of memorizing isolated facts, you organise information around a central theme, which makes relationships between concepts easier to recognise and recall. It encourages active engagement with the material. Because mind maps are visual and interactive, you’re brainstorming, adding branches and making connections rather than passively reading or taking linear notes. This deeper level of engagement improves recall over time. It makes complex or unfamiliar topics feel more manageable. Breaking information into smaller, related pieces and placing them in a visual structure helps learners absorb and retain material more efficiently than traditional memorisation alone.” (Sean Peek, 2026)
· Mind mapping also encourages creativity in the business sector it helps you see connections between ideas that help push you to branch out from a single concept which makes it easier to link related thoughts and explore new ideas.it also supports flexibility and non-linear thinking by jumping between branches and ideas without forcing your thinking into a single linear decision. A mind maps organise structure, making it easier to share ideas, clarify goals without any delay of second thoughts of what needs to get done. Breaking down hard topics into clear visual maps it helps teams get on the same page quickly.

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




(online.visual, 2026) 
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[bookmark: _Toc30847539][bookmark: _Toc233924491]
Task 3. Office Applications for creating, storing, presenting, and analyzing 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). 
[bookmark: _Toc233924492]MICROSOFT WORD:
Microsoft word is a software of Microsoft office which helps with making, editing and formatting of document.it has facilities for spell and grammar checking and as well text formatting. “You can also include photos, tables, and charts in your documents. For tasks like formal communication, adding Signature in Microsoft Word can be a quick and secure way to finalize your documents. It's popular for letters, reports, and resumes” (academy T. k., 2026).

FEATURES
There are lots of features on Microsoft word these are the major ones.
[image: ]Formatting tools where you can edit, change font size and colors.
This is fourth tab called the design tab and its main use is to edit titles add themes, watermarks and edit your entire page.

References tab is where you add sources for the work you do so people can see the evidence you based your work on.
This is the main home page where you can write your articles, letters, assignments etc.

This is the layout you can edit text direction, position and spacing.
the Insert tab is where you add stuff like table, pictures, shapes and even edit the main page and add page covers.



[bookmark: _Toc233924493]MICROSOFT POWERPOINT:
PowerPoint is software used for making presentations and slideshows.it usually involve making visually engaging content for business or education using text,images,music and videos. “Not only can users create spectacular slideshows that are perfect for communicating ideas in business or academic settings but they can also use PowerPoint to design storyboards and user interface designs. With so many functions packed into one program, PowerPoint has become the go-to choice for creating dynamic slide decks. Its ability to be used for both presentation and development purposes makes it highly useful across multiple industries”. (Lenovo, 2026).

[image: ]
Animations is where you have the options to add effects to texts, shapes,images to make the slides more engaging.
This is one of PowerPoint main features where you can add seamless transitions to slides using different effects like fade.slide etc to help maintain audience interest.

Record tab is for recording slide in case you want to create a video tutorial.
Review tab is for going over slides before representing them.






[bookmark: _Toc233924494]MICROSOFT EXCEL:
Microsoft excel is a spreadsheet application used to analyse and organize data which can be used create models for business decision making. Its uses formulas like sum, if functions, VLOOKUP etc to calculate and analyse the data. “Excel also supports a wide range of functions, formulas, and shortcuts that enhance productivity and efficiency. These capabilities allow users to automate calculations, perform complex Data Analysis, and visualize information quickly and accurately. Excel's versatility makes it essential for budgeting, forecasting, financial reporting, and Data Analysis”. (academy t. k., 2026)
[image: ]
To review and go through the data to check for errors and correct them.
Data tab is used to organize and analyse data. You can sort, filter and remove data using this feature.
This is the formula tab where u can use most of function to calculate, manage and check data for errors.eg, sum, if functions, VLOOKUP etc.
Draw tab is to help you highlight and make your data distinct from each other.

[bookmark: _Toc233924500][bookmark: _Toc233924495]MICROSOFT ACCESS

[image: ]Microsoft access is a database system use to create and analyses large amounts of data that’s the difference between between this and excel since excel mainly focuses on spreadsheets and formulas. “Access uses the ACE to store data in proprietary format. Most importantly, it can also communicate with data held in other applications and databases without problem, which greatly enhances flexibility and integration capabilities. While it might seem complex at first glance, Access offers a user-friendly interface that simplifies database creation and management, making it accessible to both novice and experienced users”. (learning, 2026)

Create tab is used to create databases such queries,forms,tables etc.

The design tab is used to manage databases.you can use it to create table relations or fix errors incase you made some and more.

External data tab is used for improting data from other applications like exce,word,online databases etc




BENEFITS AND IMITATIONS

 

	SOFTWARE
	BENEFITES 
	LIMITATIONS

	Microsoft PowerPoint
	Easy to use.

Available for all major operating systems.

Has lots of slide related features.
	Lack of innovation.

Expensive for some people.

Compatibility issues for weaker systems.

	Microsoft Access


	Easy to understand.

Used by almost all business.

Automated actions 
	Can be slow when using multiple windows.

Functions might not work sometimes.

Could be complex for some people.

	Microsoft excels


	Easy to use

Automated actions when using formulas

Compatible with most platforms.
	Hard for some people to grasped the basics.

Errors may occur sometimes

Lack of security

	Microsoft word



	Built in Grammar checker

Has security for documents like password protections.

User friendly


	Can be expensive for some people 

Compatibility issues with weaker systems.

File size can huge for people with low storage systems.
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[bookmark: _Toc233924496] 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. 

[bookmark: _Toc233924497] VLOOKUP
[image: A screenshot of a spreadsheet

Description automatically generated]
As you see by the highlighted circle I used the vlookup formular to calculate how many units were sold using the product id VA009 and got the answer which is 5 as highlighted below using the green circle.



[bookmark: _Toc233924498]PIVOT TABLE
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I created a PivotTable to summarise the sales data by salesperson using the table as highlighted in blue . The Salesperson field was placed in the row area, the unit price was placed in the Values area. Microsoft Excel automatically calculated the sum of the Unit Price for each salesperson. The PivotTable provides a precise summary of the data, showing that Alice had the highest Unit combined  Price  which is £920, followed by Eve £580, then Charlie £550, and then lastly Bob £400. A sum Total of £2,450 was also calculated automatically by software. This shows how PivotTables can be used to analyse large datasets quickly, identify trends, and generate meaningful business reports without using complex formulas.



[bookmark: _Toc667957556].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) 

ZOOM

The one online collaboration software application I chose is zoom. Zoom is one of the most popular communication software used in the modern day business.it is a software application that allows its users to communicate through high quality video calls, instant messaging and voice call regardless of where they are. “With the rise of remote and hybrid work zoom has become an essential communication tool for organizations of all sizes because it supports fast and effective interaction between team members”.[10]

FEATURES
· video and audio meetings. 
· Instant messaging through meeting chat. 
· Meeting recording for future reference. 
· Virtual backgrounds and noise reduction. 
· Meeting scheduling and calendar,
· Breakout rooms for smaller group discussions.





















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: ]

In this screenshot i created and joined a meeting using the free version of Zoom. The video and microphone can be enabled if required, demonstrating real-time communication between participants. This feature allows businesses to conduct meetings remotely without requiring employees to be in the same location.
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a. Explain four office software solutions for business operations (MS Word, MS PowerPoint, MS
Excel, and MS Access), highiighting their major features, benefits, and limitations (if there are
any). You can use some images in addiion to text (approx. 4/5 sources).

MICROSOFT WORD:
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communication, adding Signature In Microsoft Word can be a quick and secure way to inalize:
your documents. Ifs popular for lettrs, reports, and resumes”.

FEATURES

Page6ofd Oo6words &) [ TextPrecictions On  Accessibilty: Investigate Oosdng adns  PlFoass  H B -—F—+

o

X

3 Comments | (7 eing -

1008




image6.png
& Autosave @ o) T = 1.55B_Week7 - Communication and Collaboration (Mod) « Saved to this PC v P search

File  Home Insert Design Transitions Animations Slide Show Record Review View Help Acrobat

ﬁ i [E Layout EENNOo[ | DL—\D O Find and Replace. [‘Er @ E= ?:r
Paste New et OALLD 017 avange GhReplaceFonts | CioteandShare | Dictate | Addins | Designer
Siide [ Section 68NN ()} N = I Select~ Adobe PDF -
Clipboard 5 Sides Font Paragraph " Draving Editing Adobe Acobat | Voice | Adddins v
a a
T I [}
x‘l
*
N
2
*
3
*
4
* .
Communication and Collabora
.
Business
:
Trawsnewid Addysg; Trawsnewid Bywydau
Trans, “ducation; rming Lives
:
9 fT— U

o= v

Click to add notes
R

Slide 1 of 59 English (United Kingdom) % Accessibility: Investigate E 88





image7.png
& Avosae @ ) < Bookl - Excel 0 o

Fle Home Insert Draw Pagelayout Formulas Data Review View Automate Help ¥ Comments

& o it e | Bwapten General H BB 8=HE I iy O

[@®copy ~
Paste. B I U-+ Merge & Centre  ~ (=R <0 .00 | Conditional Formatas Cell Insert Delete Format Sort& Find & | Add-ins
v < Format Painter == erge & Centie B~ % 9| W B | pmatting~ Tblew Sylesv | v v - Filter v Select v

Clipboard [ Alignment Number Styles cells Editing

Sy

bility: Good to go




image8.png
File Home Create External Data Database Tools  Help

M AB 12 @ [Epate&Time LJJJ =

View | Short Number Currency [ vesio

v Text [l More Fields v
Add & Delete
Tablel X

1D

Views

All Access

Datasheet View

Databasel

Table Fields  Table

—

Properties

me

t

nt

9

Formatting

=)

Validation

Field Validation

Database- C:\Users\sadic\OneDrive\Documents\Database1.accdb (Access 2007 - 2016 file format) - Access
£ Te
Jx

Abubakar Jafaru Adam (2536355)

N

3]

Num Lock

B N




image9.png
Fle  Home Create  EdernalDala  DalabaseTools  Hep  Design 0 Tellmewhat you wantto do
Xoa Sy A7 Setion- Cher e & Rece

N

il [ S0Renoneson Plaggri | Al X Dee ~ Bore- s sdea-

s Cobws 5 sotaitr e e

All Access Obje... © « |5 sesontin X

st
e
sy
Cutmen
T Catanar
Fratame

Cusomi
vty

Windows
T et T





image10.png
Llipboard o ront o Allgnment o Humber o
5 - £ || =vioOKUP("va00s" C2111,4)
A 5 c o 3 3 s H '
OrderiD|  ProductName | ProductiD | salesperson | Region UnitsSold | UnitPrice (g) | Tt Revenue | Target Achieved
(£) (Yes/No)
1001 _|Digital Ads Package |DAPOOL _[Alice London 5 200 1000 Vs
1002_|sE0service se0002_[sob Manchester 3 150 50 No
1003 _|[Social Media Boost_[sMB003__|charlie Birmingham s 120 960 No
1004_|WebsiteDesign __|wDoo2__|Alice London 2 500 1000 Ves
1005_|Content Marketing_|cM005__|Eve Leeds 5 180 1080 Ves
1006_|PPC Campaign ppco0s__|Bob Manchester 4 250 1000 Ves
1007 _|Email Marketing__[EM007__|charlie Birmingham 7 130 910 No
1008_|BrandingPackage _[BP008___|Eve Leeds 3 00 1200 Ves
1003 _|Video Ads vaoos [alice London 5 20 1100 Ves
1010_|influencerpromo__ [IP010___|charlie Birmingham 4 300 1200 Ves

VLOOKUP TABLE
5





image11.png
© " . f . . Mo m pmen a )
et | e e PivotTable Fields - %
|
 somotumra
I3 [ —
oo





image12.png
S b

> c

A\ CobConModding  Home-Netfix (¢ CrunchyrolllogoCru.. (@ insta 1+ Gmail  » YouTube & Mops (») 0123MoviesWatch.. G GetIntoPC-Downl.  Oceanof Games-Fr.. B TeamOS:YourOnly.. %

Join Audio x

\

WEW) One placefor allyour meeting chats

Automatically join audio by computer when joining

By joining a meeting, you agree to of

Kie Preferences

x

o i

[ AllBookmarks





image1.png




