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[bookmark: _Toc222819709]Introduction
This report looks at software used in today’s business operations. It covers e-commerce website builders, mind mapping tools, office software, and communication and collaboration platforms. The goal is to review their features, benefits, and uses in business.
Task 1: E-commerce Website Builders and Software Solutions
Shopify is an e-commerce platform that helps businesses set up and run online stores. It offers tools for store design, payment processing, and marketing. Users can choose from customizable templates to create attractive storefronts without needing much technical skill, and the built-in payment system makes transactions easier [1]. Shopify also offers inventory and order management tools to track stock and fulfil orders efficiently. Its app marketplace lets users add more features through third-party apps, and built-in SEO and marketing tools help boost online visibility and customer engagement [2].
Shopify has many advantages, especially for businesses focused on e-commerce. Its easy-to-use interface and professional templates help customers find what they need, building trust and leading to more sales and fewer abandoned carts. Shopify can also grow with a business, so companies do not need to switch platforms as they expand [3]. It offers secure, reliable hosting, which is important for secure payments and customer trust. However, Shopify does have some drawbacks. There are monthly fees and extra charges for using third-party payment gateways. It also offers less flexibility for customisation than open-source platforms, which might be a problem for advanced users who want more control [1].
Wix is a website builder with e-commerce features, making it a good choice for people who want something simple and well-designed. Its drag-and-drop builder lets users create websites easily without knowing how to code. Wix also supports online selling and includes built-in SEO and marketing tools to help businesses appear in search results and attract customers [4]. Its mobile-friendly design means websites work well on any device, which is important for today’s online shoppers.
Wix is easy to use and affordable, making it appealing to beginners and small business owners with little technical experience. Users can quickly build and manage websites, and the flexible design options let them customise layouts as they like. Wix’s pricing is usually lower than that of more advanced platforms. However, Wix is not as scalable as Shopify, so it may not be as well-suited to large or fast-growing businesses. It also has fewer advanced e-commerce features, which could be a problem for businesses with more complex needs [4].
In short, Shopify is best for businesses that need advanced features, room to grow, and strong support for online sales. Wix is better for smaller businesses or individuals who want an easy, flexible, and affordable way to set up a website with basic e-commerce features.

Task 2: Mind Mapping
Description of Mind Mapping
Mind mapping is a visual thinking tool used to capture, organise, and prioritise information in a non-linear format. Unlike traditional notetaking, which relies on a vertical, top-to-bottom structure, mind mapping begins with a central idea, the "nucleus" and radiates outward into related sub-topics [5]. This "radial" layout mimics the way the human brain naturally processes information through association rather than strict hierarchy. By combining keywords, short phrases, and spatial arrangements, mind mapping bridges the gap between creative brainstorming and logical planning.
b. Benefits in Business
In a professional setting, mind mapping is more than just a creative exercise; it is a strategic asset that improves the efficiency of daily operations.
1. Managing Information Overload
Modern businesses are often overwhelmed by big data and complex reports. Mind mapping serves as a cognitive filter, allowing professionals to distil massive amounts of information into a single, digestible view. Research suggests that the visual nature of these maps, specifically the use of colour and spatial cues, significantly improves a person’s ability to recall facts and retrieve information compared to reading standard text [6]. For operations such as staff training or policy reviews, this means employees can grasp complex procedures more quickly and retain them longer.
2. Strengthening Project Planning and Scope
One of the biggest risks in business operations is "scope creep," in which small details are overlooked during the initial planning phase. Mind mapping allows project managers to visualise the Work Breakdown Structure holistically. By mapping out a project, a team can see all moving parts simultaneously, making it easier to identify dependencies and potential bottlenecks [7]. This "big picture" view ensures that every operational task is aligned with the central business goal, reducing the likelihood of wasted resources or missed deadlines.
3. Enhancing Collaborative Problem Solving
Meetings are often criticised for being unproductive or confusing. When a mind map is used as a live, collaborative document during a meeting, it acts as a "shared external memory" [7]. It allows team members from different departments to see how their specific roles intersect. This visual transparency encourages more active participation and helps teams reach a consensus faster. Instead of sifting through pages of meeting minutes, the team leaves with a visual roadmap of who is responsible for what, which streamlines the transition from "idea" to "execution.
Conclusion
By aligning with the brain's natural tendency toward association, mind mapping transforms complex business data into actionable knowledge. It moves beyond simple list-making to provide a structured, yet flexible, framework that improves memory, clarifies project goals, and fosters more effective teamwork across all levels of an organisation.
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[bookmark: _Toc222819713]Modern organisations rely on integrated software ecosystems that combine productivity tools, communication platforms, data analytics, cloud storage, and enterprise systems. Microsoft applications form a core part of many business environments, especially through Microsoft 365, Teams, Dynamics 365, Power Platform, and Azure-based services.

Task 3 
Microsoft Word
In most offices today, Microsoft Word is the go-to tool for writing [8]. People use it for everything from basic letters to long business proposals. It is popular because it gives you total control over how a page looks—you can easily swap fonts, adjust spacing, and fix layouts to make things look polished. It also catches typos and grammar slips as you go, which is a lifesaver for professional writing [9].
The best part about Word is that it is easy for beginners to pick up, yet it has "Track Changes" and comment features that make collaborating with a team feel seamless [8], [9]. Just keep in mind that while it is great for text, it is not built for heavy data crunching; you will want a spreadsheet for that [10].
Microsoft PowerPoint
When you need to share ideas in a meeting or a pitch, PowerPoint is the standard choice. It lets you mix text with photos, charts, and even video to tell a story through slides [11]. You do not need to be a graphic designer to use it either, as there are plenty of ready-made themes to help you get started.
PowerPoint’s real strength is making complex ideas easier to see and understand. However, there is a "less is more" rule here: if you cram too much text onto a slide or go overboard with flashy animations, you will likely lose your audience’s attention rather than keep it [11].
Microsoft Excel
Excel is a powerhouse for anyone dealing with numbers or big lists of data [10]. At its simplest, it is a grid of rows and columns where you can type in information, but its real magic lies in its formulas. It can automate math and handle massive amounts of data in seconds, which is why it’s the backbone of financial reporting and forecasting [10].
While Excel is amazing for turning data into clear charts and visuals, it does have a steeper learning curve. It can be a bit intimidating for new users, and one must be careful; a small mistake in a formula can throw off the entire result [10].
Microsoft Access
Microsoft Access is designed for those times when a simple spreadsheet is not enough. It is a database tool used to store and organise huge amounts of structured info, like customer lists or inventory tracking [12]. Unlike a basic list, Access lets you link different data sets together, so everything stays connected and organised.
[bookmark: _Toc222819716]It is much more robust than Excel for long-term data management, but it does have its limits [12]. It is not meant for massive, global-scale corporations, and you might need a bit of technical "know-how" to set up the database properly in the first place [12].
b.  
Testing two different software applications. 
Mail merge
The following images are screenshots showing how I tested Mail merge step by step.
Step 1.
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Step 2.
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Step 3.
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Step 4.
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Pivot Table
Microsoft Excel is a tool for summarising and analysing large datasets. It allows users to reorganise data by dragging and dropping fields into different categories, such as rows, columns, and values. This makes it easier to identify patterns, trends, and totals within the data.
Below are screenshots showing how I tested the Pivot Table step by step.
Step 1.
[image: ]
Step 2.
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Step 3.
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[bookmark: _Toc222819718]Communication and Collaboration applications
Microsoft Teams has emerged as a cornerstone of modern digital transformation, evolving from a simple chat interface into a comprehensive "hub for teamwork" within the Microsoft 365 ecosystem. Launched in 2017 as a competitor to Slack, Teams has successfully leveraged its deep integration with Office 365 to dominate the corporate communication market. As of 2023, the platform reported over 300 million monthly active users, highlighting its critical role in supporting hybrid and remote work models [13]. This analysis explores the architectural strengths, key functional pillars, and the strategic value Teams provide to contemporary organisations.
Core Functional Architecture
The architectural philosophy of Microsoft Teams is built upon the concept of persistent,
threaded conversations combined with real-time collaboration tools. Unlike traditional email,
Teams organises communication into "Channels" within "Teams," allowing for structured data silos that are easily searchable and contextually relevant.
Technical Integration: 
Teams is not a stand-alone application but rather a presentation layer that aggregates services from across the Microsoft Cloud. It utilises SharePoint for file storage, Exchange for calendar management, and Azure Active Directory for identity and access management [14].
· Channels and Workspace Organisation
Teams are collections of people, content, and tools centred around different projects or departments. Within these teams, channels act as the actual centres of activity. They can be standard (open to all team members) or private (restricted to specific individuals). This hierarchy ensures that information is decentralised but remains governed by organisational policies.

[image: ]
Key Features Summary
· Unified Communication
Teams integrates VoIP, video conferencing, and instant messaging into a single interface. The "Meetings" feature supports everything from one-on-one audio calls to "Town Hall" events hosting up to 20,000 attendees. Advanced features like live captions, noise suppression, and "Together Mode" utilise AI to enhance the user experience and reduce meeting fatigue [15].
· Collaborative Document Co-authoring
One of the most significant advantages of Teams is the ability to collaborate on Word, Excel, and PowerPoint documents without leaving the app. Because the files are hosted in SharePoint/OneDrive, multiple users can edit a document simultaneously while discussing changes in the side chat. This reduces version control issues common in email-based workflows.

[image: ]
· App Integration and Extensibility
Microsoft Teams acts as a Platform-as-a-Service (PaaS). Through the Teams Store, organisations can integrate third-party tools like Jira, Trello, and Salesforce. Furthermore, the integration of Power Platform allows users to build "Low-code" apps and automated workflows (Power Automate) directly within the Teams interface to manage repetitive tasks [16].
Security and Governance
For enterprise adoption, security is paramount. Microsoft Teams inherits enterprise-grade security from Microsoft 365. This includes multi-factor authentication (MFA), data encryption in transit and at rest, and Compliance Manager features that help organisations meet regulatory requirements such as GDPR and HIPAA [14].
Governance features allow IT administrators to control Shadow IT by managing who can create teams, setting expiration policies, and utilising discovery for legal investigations. This balance between user autonomy and administrative control is a key differentiator for the platform.

Strategic Impact on Productivity
Research indicates that the implementation of Microsoft Teams reduces the volume of
internal emails and shortens the duration of meetings through more efficient asynchronous communication. By providing a "Single Pane of Glass" for all work activities, Teams minimises "context switching"—the cognitive load required to move between different software applications [13].

[image: ]

Conclusion
Microsoft Teams has redefined the digital workplace by converging communication and collaboration into a single, secure environment. Its strength lies not just in its individual features but in its ability to unify the disparate threads of corporate work files, chats, meetings, and third-party apps. As organisations continue to move toward permanent hybrid models, Teams' role as the "operating system for work" is likely to expand further, particularly with the integration of AI-driven tools like Microsoft 365 Copilot.
[bookmark: _Toc222819720]Task 4 b. 
Communication application
I tested WhatsApp voice calls, voice messages, and text messaging with Warren and Aunt Joan, as shown in the images below.
[image: ][image: ]
Collaboration application
I tested Google Docs by planning a project to develop a comprehensive mobile application designed to help students manage their time more effectively[image: ][image: ][image: ]
[bookmark: _Toc222819721]Conclusion
This report demonstrates that contemporary software applications are essential for the efficiency and success of modern business operations. The analysis indicates that selecting an appropriate platform, such as a robust e-commerce solution like Shopify for scalability or a user-friendly builder like Wix for less complex requirements, directly influences a company's capacity to engage customers and manage sales effectively.
Furthermore, integrating visual tools such as mind mapping with core productivity suites like Microsoft 365 enables organizations to refine complex data, enhance information retention, and promote advanced collaboration. Utilizing unified communication platforms such as Microsoft Teams helps enterprises minimize operational silos and respond effectively to the evolving demands of hybrid work environments. The strategic implementation of these digital tools transforms raw data into actionable knowledge, thereby ensuring sustained organizational productivity.
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Project Lead: Maswere Peter Miles
Date: Apr 23,2026

The primary goal of this project is to develop a comprehensive mobile application designed to
help students manage their time more effectively. The app will focus on streamlining academic
schedules, task prioritization, and productivity tracking to enhance overall student performance.
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2. Project Team and Assignments

This project relies on cross-functional collaboration to ensure all development phases are met
with high standards of quality.

Role Assigned To Key Responsibilities
Oversight, timeline
Project Manager Maswere Peter Miles management, and

stakeholder communication.

Research, Design,

Lead Specialist Jane
Development, and Testing.
- Support for testing and
Secondary Support "Favourite Loudspeaker % ."
v suep (Favourite Loudspeaker @) documentation.
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The development process is structured into four distinct phases assigned to Jane to ensure a
cohesive transition from concept to deployment.

Phase I: Rescarch

Jane will conduct user experience research to identify the specific pain points students face with
current time-management tools. This includes market analysis and feature feasibility studies.

v Phase II: Design
Following the research phase, Jane will create the UI/UX wireframes and prototypes. This stage
will focus on intuitive navigation and the integration of features such as "Smart Chips” for quick
information entry.

Phase I1I: Development + <





image1.jpeg
UWTSD

London




