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[bookmark: _Toc228208232]Introduction
E-commerce websites are platforms where buying and selling happens online [1]. They allow businesses to display products, take payments and manage orders without needing a physical store. This makes it easier for businesses to reach more customers and operate at any time. In this section, I will be looking at two popular e-commerce platforms, Shopify and Squarespace, and comparing how they work, what they offer, and which type of user they are more suitable for.

[bookmark: _Toc228208233]Task 1- E-commerce Website Builders/Software Solutions

[bookmark: _Toc228208234]Shopify
Shopify is a platform mainly built for e-commerce, meaning it is designed specifically for online stores. It allows businesses to create a website, manage products, take payments and track orders all in one place [2]. One of the main advantages of Shopify is how easy it is to use, especially for beginners, because it provides ready-made templates and tools to quickly set up a store. It also supports different payment methods and can connect with a lot of external apps, which makes it more flexible for businesses that want to grow. However, Shopify usually requires a monthly subscription and some features may cost extra.

[bookmark: _Toc228208235]Squarespace
Squarespace is a website builder that also includes e-commerce features. It is well known for its design and layout, making it a good option for businesses that care about how their website looks. It allows users to create a website and sell products [3], but its e-commerce tools are not as advanced as Shopify. Squarespace is easier to use when it comes to design and creating visually appealing pages, but it is more suitable for smaller businesses or individuals who do not need complex online store features.

[bookmark: _Toc228208236]Comparison
Both Shopify and Squarespace allow users to create online stores, but they focus on different things [4]. Shopify is more focused on the business side of e-commerce, with stronger tools for managing products, payments and scaling a business. On the other hand, Squarespace focuses more on design and simplicity, making it better for users who want a clean and attractive website. Shopify is more suitable for businesses that want to grow and expand, while Squarespace is better for smaller projects or users who prioritise design.

[bookmark: _Toc228208237]Summary
Overall, both platforms help businesses sell online, but they do it in different ways. Shopify is stronger when it comes to functionality and business growth, while Squarespace is better for design and ease of use. The best option depends on what the business needs.
[bookmark: _Toc228208238]Task 2- Mind Mapping
[bookmark: _Toc228208239]Introduction to Mind Mapping 
Mind mapping is a visual way of organising ideas around one main topic. It starts with a central idea and then branches out into smaller related points. This makes information easier to understand because the links between ideas can be seen clearly. In a business context, mind mapping can help with planning, brainstorming and organising tasks [5].

[bookmark: _Toc228208240]Benefits of Mind Mapping in Business 
Mind mapping is useful in business because it helps organise information clearly and improves understanding. It can be used for planning projects, brainstorming ideas and structuring tasks [6]. It also makes it easier to see relationships between different parts of a project, which can improve decision making. Another benefit is that it can save time, as it allows ideas to be presented in a simple and visual way instead of long text [5].

[bookmark: _Toc228208241]Mind Map Example (Screenshot + Explanation)
Below is an example of a mind map showing how different areas of a business can be organised. The central idea represents the main topic, and the branches represent related areas such as marketing, finance and operations. This shows how mind mapping can be used to break down complex ideas into simpler parts.
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Mind map showing key areas of a business created using Microsoft Visio
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[bookmark: _Toc228208243]Introduction
Office applications are important in business as they help create, organise, present and analyse information. Tools such as Microsoft Word, PowerPoint, Excel and Access are widely used in organisations to support daily operations [7]. In this section, I will explain each of these applications, their main features, benefits and limitations, and how they are used in a business environment.

[bookmark: _Toc228208244]Microsoft Word
Microsoft Word is a word processing application used to create and edit documents. It is commonly used in business for writing reports, letters and documents [7]. One of its main features is formatting tools, which allow users to structure text clearly using headings, fonts and layouts. It also includes features such as spell check and templates, which improve accuracy and save time. The main benefit of Word is that it makes it easy to create professional documents. However, it can be limited when handling large amounts of data compared to other applications like Excel.

[bookmark: _Toc228208245]Microsoft PowerPoint
Microsoft PowerPoint is used to create presentations, which are commonly used in business meetings, training sessions and reports [8]. It allows users to combine text, images, charts and animations to present information in a clear and visual way. One of its main features is slide design, which helps organise information step by step. It also includes templates and themes, making presentations look more professional. The main benefit of PowerPoint is that it helps communicate ideas clearly to an audience. However, if not used properly, presentations can become too crowded or unclear.

[bookmark: _Toc228208246]Microsoft Excel
Microsoft Excel is a spreadsheet application used to organise, calculate and analyse data. It is widely used in business for tasks such as budgeting, tracking sales and managing data. One of its main features is the use of formulas and functions, such as IF and VLOOKUP, which allow users to perform calculations automatically [9] [10]. It also includes tools like charts and tables, which help present data clearly. The main benefit of Excel is that it can handle large amounts of data efficiently. However, it can be difficult to use for beginners, especially when dealing with complex formulas.

[bookmark: _Toc228208247]Microsoft Access
Microsoft Access is a database management system used to store and organise large amounts of data. It is commonly used in business to manage information such as customer records, stock and transactions. One of its main features is the ability to create tables, queries, forms and reports, which helps structure and retrieve data efficiently [11]. The main benefit of Access is that it allows businesses to manage data in a more organised and structured way compared to Excel. However, it can be more complex to use and is not as flexible for quick data analysis.

[bookmark: _Toc228208248]Practical Application
[bookmark: _Toc228208249]Excel- IF Function (Screenshot + Explanation)
In this example, the IF function was used in Microsoft Excel to perform a logical test and return different results based on the condition. The function checks whether a value meets a certain condition and then returns one result if it is true and another if it is false [9]. This is useful in business for tasks such as categorising data, checking conditions and automating decisions.
The screenshot below shows how the IF function was applied to data in Excel. This demonstrates how businesses can use formulas to save time and reduce manual work when handling data.
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[bookmark: _Toc228208250]Excel- VLOOKUP or Pivot Table (Screenshot + Explanation)
In this example, the VLOOKUP function was used in Microsoft Excel to search for specific data in a table. It allows users to find information based on a value and return a related result from another column [10]. This is useful in business for tasks such as retrieving product details, prices or customer information.
The screenshot below shows how the VLOOKUP function was applied. This demonstrates how businesses can quickly find and organise data without manually searching through large tables.
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[bookmark: _Toc228208251]Task 4- Communication and Collaboration tools 
[bookmark: _Toc228208252]Introduction 
Communication and collaboration tools are important in modern businesses as they help teams work together and share information efficiently. These tools allow employees to communicate in real time, organise tasks and collaborate on projects [12]. In this section, I will look at Microsoft Teams as a communication tool and Google Docs as a collaboration tool.

[bookmark: _Toc228208253]Communication Tool (Microsoft Teams)
Microsoft Teams is a communication platform used in businesses for messaging, video calls and meetings. It allows teams to communicate instantly through chat and organise conversations into different channels [13]. One of its main features is video conferencing, which allows teams to hold meetings remotely. The main benefit of Microsoft Teams is that it improves communication and makes it easier for teams to stay connected. However, it can be overwhelming for new users due to the number of features available.

[bookmark: _Toc228208254]Collaboration Tool (Google Docs)
Google Docs is a collaboration tool that allows multiple users to work on the same document at the same time. It is widely used in businesses for creating and editing documents online. One of its main features is real-time editing, where changes can be seen instantly by all users. It also includes commenting and sharing features, which improve teamwork [14]. The main benefit of Google Docs is that it makes collaboration faster and more efficient. However, it requires an internet connection to work properly [15].

[bookmark: _Toc228208255]Practical Features

[bookmark: _Toc228208256]Communication Tool Feature (Screenshot + Explanation)
In this example, Microsoft Teams was used to demonstrate a communication feature. The screenshot below shows how messages can be sent instantly between users. This feature allows team members to communicate quickly and efficiently, improving teamwork and reducing delays [13].
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[bookmark: _Toc228208257]Collaboration Tool Feature (Screenshot + Explanation)
In this example, Google Docs was used to demonstrate a collaboration feature. The screenshot below shows how multiple users can edit a document at the same time. This allows teams to work together more efficiently and keep all information updated in real time [14].

[image: ]

[bookmark: _Toc228208258]Conclusion
In conclusion, this assignment helped me understand how different software applications can support a business in real situations. E-commerce platforms such as Shopify and Squarespace can help businesses sell online, manage products and reach more customers without needing to rely only on a physical shop. The mind map section also helped me see how business ideas can be broken down in a clear way, instead of having everything written as long text. It made it easier to organise the main areas of a business, such as marketing, finance, operations and customers.

I also learned more about how Microsoft Office applications are used in business. Microsoft Word is useful for creating professional documents and reports, while PowerPoint helps present information clearly. Excel was one of the most useful parts for me because the IF function and VLOOKUP showed how data can be handled quicker and with less manual work. Microsoft Access also showed me how businesses can store and organise information in a more structured way, especially when dealing with records, customers or transactions.

The communication and collaboration section showed me that businesses do not just need software for documents or data. They also need tools that help people work together. Microsoft Teams can support quick communication through chat and meetings, while Google Docs allows people to work on the same document at the same time. This is important because modern businesses depend on teamwork, sharing information and keeping work updated.

This assignment also links to my future goal of working in cybersecurity. In cybersecurity, it is not only about technical tools or coding. It is also about being organised, documenting work properly, analysing information and communicating clearly with other people. For example, Excel could be used to organise security logs or incident data, Access could help store structured information, and tools like Teams or Google Docs could help when working with a security team or writing reports.

Going forward, I will take these software skills with me because they are useful for both university work and future employment. They have helped me understand how businesses use technology every day, and how important it is to manage information properly. For a future cybersecurity role, this is important because security work depends on accuracy, clear communication and good organisation. Overall, this assignment gave me a better understanding of how software solutions support business operations and how these same skills can be useful in my future career.
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