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[bookmark: _Toc233068082]Task 1: e-Commerce Website Builders/Software Solutions
Here are two e-commerce website builders that many modern-day entrepreneurs recommend: Shopify and Wix eCommerce both cater to small to medium-sized businesses by enabling the creation of an online store without complex coding knowledge. Both products have strengths and weaknesses concerning affordability, how scalable they are, the level of security, the availability of custom design options, and the best suited industry shopify would be for those businesses, who mostly want to sell product online, with future plans for long-term growth. 
[bookmark: _Toc233068083]Shopify
Shopify is a specialist platform when it comes to on-line commerce, specifically created for providers offering products both online and offline. It allows online stores to be developed, product catalogues managed, payments handled and integration with Point Of Sale systems and the social media and marketplaces executed from one place [1]. Shopify comes with advanced features like secure checkout, inventory control, marketing tools and multi-channel selling, catering to businesses aiming for growth and scalability [4]. It also has a range of marketing, fulfilment, customer support and store design tools in its app store. However, the cost of subscriptions, premium themes and paid applications can make Shopify expensive for small businesses with limited budgets. 
[bookmark: _Toc233068084]Wix eCommerce
Wix eCommerce is an ecommerce website builder that helps businesses to build online stores with the help of drag and drop tools and templates; ideal for start-ups, freelancers and small businesses who lack technical skills. It can enable organisations to handle products, payments, orders, shipping, stock and analytics from a singular system [3]. Wix also enables multichannel sales, connecting with other sales platforms like Amazon, Facebook and eBay [4]. The design flexibility and simplicity is ideal for businesses needing not only a professional site, but also simple e-commerce capabilities. However, Wix has limitations in advanced sales reporting, inventory management and third-party integrations, making it less suitable for businesses experiencing rapid growth or handling large sales volumes. Customer reviews suggest that Shopify is more useful as an e-commerce solution, while Wix is popular for making low-cost and easy-to-navigate business websites [5].
	Comparison Area
	Shopify
	Wix eCommerce
	Critical Analysis

	Pricing
	Shopify can be more expensive because paid apps, subscriptions and premium themes may increase cost.
	Wix is usually more affordable and easier for small businesses with limited budgets.
	Wix is better for low-budget businesses, while Shopify is better when the business can invest in advanced selling tools.

	Scalability
	Shopify is suitable for growing online stores, larger inventories and higher sales volume.
	Wix is better for small to medium websites and simple online stores.
	Shopify is stronger for long-term growth, while Wix may become limited as the business expands.

	Security
	Shopify provides secure checkout, payment processing and e-commerce-focused security features.
	Wix also provides website security, but it is more focused on general website building.
	Businesses that process many online payments may benefit more from Shopify’s e-commerce-focused security.

	Ease of Use
	Shopify is easy to use but more focused on store management and e-commerce functions.
	Wix has a drag-and-drop design, making it easier for non-technical users.
	Wix is easier for beginners, while Shopify is better for businesses needing professional selling tools.

	Business Size Suitability
	Best for medium-sized businesses and growing online stores.
	Best for freelancers, start-ups and small businesses.
	Platform choice depends on budget, business size, product range and growth plans.



To conclude, Shopify and Wix are web hosting platforms that support online businesses, but in different ways and for different purposes. Shopify is suitable for the advanced selling features, scalability, and security of eCommerce, but at a higher cost, it is ideal for an eCommerce business that is growing. 

[bookmark: _Toc233068085]Task 2: Mind-map of Contemporary Software Applications
[bookmark: _Toc233068086]2.1 Description and Benefits of Mind Mapping
Mind mapping is a visual way of structuring information around a central topic by using branches, words and pictures to visualise the relationships between ideas [6]. In contrast to linear notes, mind mapping provides a structured way of communicating information, aiding in the planning, brainstorming, decision making and problem-solving processes within a business. With a mind map, employees can partition up large projects into smaller parts, for example time, money, staffing, risks and outcomes. According to Fearnley, mind mapping also helps project managers organise, store and share project information, including schedules, costs, risks and reports [7].
Mind maps stimulate creativity, collaboration and communication because participants can share their thoughts on the map and become familiar with the relationships between the ideas [8]. Digital mind mapping tools also enhance communication by allowing multiple users to collaborate on the same map. They also enable businesses to make decisions in comparison to other choices such as different software purchases; cost, benefits, constraints and training necessities are among the considerations. 

[bookmark: _Toc233068087]2.2 Mind Map: Contemporary Software Applications Used in Business Operations
[image: ]
Figure 1: Mind map showing categories of contemporary software applications and their role in supporting business operations.
Figure 1 presents a mind map of contemporary software applications used in business operations. It sorts software into productivity, communication/collaboration, and data analysis and business management groups. Other tools included Microsoft Word, Excel, Microsoft PowerPoint, Microsoft Zoom, Google Docs, Power BI, Microsoft Access, CRM, ERP and others are used for creating documents, communication, team work, data analysis, record keeping and more.


[bookmark: _Toc233068088]Task 3: Office Applications for Creating, Storing, Presenting and analysing Information/Data
[bookmark: _Toc233068089]3.1 Introduction
Office applications are valuable resources for organisations in the current business environment, as they enable organisations to produce documentation, store data, prepare presentations, undertake data analysis and manage records. At most workplaces, businesspeople are likely to use office software every day, when conducting tasks such as managing information and records, handling administration, communication and making decisions. Most organisations use a variety of Microsoft Office software because it can serve different purposes within an organisation. Four types of office software—Microsoft Word, Microsoft PowerPoint, Microsoft Excel and Microsoft Access are presented in this section along with the practice tests of two kinds of Excel features namely IF function and Pivot Table.
[bookmark: _Toc233068090]3.2 Microsoft Word
Microsoft Word is a global business application, which is used for creating, editing, formatting and sharing business documents that include letters, reports, contracts, proposals, policies, and meeting minutes. The formatting tools, such as styles, tables, images and page numbering, assist organisations in creating professional and cohesive documents. Another interesting capability in Word is the integration with Microsoft Teams, enabling these functions to collaborate on the same file, Add track changes, Add comments, Add templates, allowing for an effective document collaboration and management.
[bookmark: _Toc233068091]3.3 Microsoft PowerPoint
PowerPoint is a presentation program designed to produce visual slides for meetings, training programs, business proposals and reports. It allows one to create presentations, combining text with images, charts, tables, diagrams and videos. Themes, templates, SmartArt, graphs and presenter notes make it easy to create professional presentations, and export and sharing tools make it easy to collaborate in email or Microsoft Teams [10].
PowerPoint serves as a more interesting and understandable way to share complex information with others and has enhanced communication in the workplace. It is a widely-used software tool for management reporting, sales presentations, project status reports, or staff training. Excessive text and poor presentations or unnecessary animation, however, can diminish the effectiveness of a presentation. PowerPoint designed clearly is an aid for understanding and informed decision making of an audience. It also is used for performance reports, product updates and training materials, enhancing the communication process in the business.
[bookmark: _Toc233068092]3.4 Microsoft Excel
Microsoft Excel is a spreadsheet program to organize, calculate, analyze and present numbers. The primary uses of Excel for business are reports, financial calculations, budgeting, forecasting and performance analysis, and managing inventory. It provides formulas and functions like SUM, AVERAGE and IF, charts, sorting, filtering and conditional formatting to analyze data and make decisions [11]. A Pivot Table is another feature of Excel that quickly summarizes large data sets for reporting and business analysis [13].
The primary benefit of using Excel is that it can do calculations automatically, minimize human errors and generate insights for business decisions. However, large spreadsheets can become difficult to manage, and incorrect formulas may produce inaccurate results [11]. 
[bookmark: _Toc233068093]3.5 Microsoft Access
Microsoft Access is one of the Database Management Applications (DAB) designed for business data, structured data is stored, organize in it, searched and retrieved. It integrates related and non-related tables to keep it easy for organizations to manage customer records, inventory, orders, suppliers and employee data without the use of spreadsheets. Some of the common features are tables, queries, forms and reports, along with primary keys and foreign keys, which prevent duplication of data and ensure the accuracy of data [12].
Microsoft (MS) Access is especially ideal for smaller and medium-sized organizations where data is stored, retrieved and reported efficiently and effectively. It is more complex than Microsoft Word, Excel or PowerPoint, though, because it must involve concepts of the database, such as relationships, queries and forms. It's also not as well suited to large organisations where they typically have enterprise database systems like Microsoft SQL Server. Access is used in practice, for the management of records, appointments, complaints and staff information in clinics, training centres, and customer service organisations, speeding up record retrieval and reporting.
[bookmark: _Toc233068094]3.6 Practical Testing of Excel Features
To cover this as a real-world requirement two features in Microsoft Excel was performed, this being IF Functions & Pivot Tables, this being as they are both implemented as they were part of every business’ normal workflow to some degree in some fashion, used in basic reporting and to help a few level decisions to enhance some aspects of some processes.
[bookmark: _Toc233068095]3.6.1 Feature One: IF Function
The IF function has been used to test sales data to see whether individual members of staff made their target. The employees sales performance data has included Employee Name, Sales Targets, actual sales and finally a status. TheIF functions task is to ascertain if the members of staff made the required target. This could then be beneficial for a business when the managers or superiors need to be able to quickly and fairly categorise people, in accordance with criteria set to award things such as bonuses, or even to note that an employee requires some further training, or to simply assess their overall job performance.
The formula shown below has been entered into the status column:

This formula calculates whether Actual Sales is equal to or greater than Sales Target. If actual sales are equal to or higher than the sales target, Excel outputs “Achieved”. If actual sales are lower than the target, Excel outputs “Not Achieved”. This is a useful business function, because managers can make informed decisions at a rapid rate based on numeric values rather than searching for the employee’s information manually within Excel.
[image: ]
Figure 2: Employee sales dataset before applying the IF function
Figure 2 shows the initial employee sales dataset before applying the IF function. The table includes employee names, sales targets, actual sales achieved and an empty status column. This dataset is important because it represents a common business situation where managers need to compare expected performance with actual performance. By preparing the data in this format, Excel can be used to classify employees automatically, reducing manual checking and improving accuracy.
[image: ]
Figure 3: Application of IF function in Excel
Figure 3 shows the IF formula being applied in the status column. The formula compares each employee’s actual sales with the sales target and returns either “Achieved” or “Not Achieved” based on the result. This is significant because the formula applies the same rule to every employee, which makes the decision process more consistent and reduces the chance of human error. In a business context, this supports fair performance monitoring and faster reporting.
[image: ]
Figure 4: Final result after applying the IF function
Figure 4 shows the final status results after applying the IF function. Employees such as John Smith, Michael Brown, Emily Davis, Olivia Taylor and Emma Walker achieved the required target, while the remaining employees did not. The result is significant because it allows managers to identify high-performing and low-performing employees immediately. In a real business, this information can support decisions about bonuses, employee training, performance reviews and sales strategy. The IF function improves efficiency because managers do not need to check each employee manually; Excel automatically classifies the results based on the selected condition.
In short, the IF function benefits businesses in that it converts numerical data into a straightforward decision. Rather than just a number that requires manual deciphering to see whether a certain benchmark has been hit, a manager would know at a glance Whether or not something has occurred. IF functions: - lead to faster decisions; - minimize the amount of work; - enable higher degrees of accuracy; and a sales department can make use of a IF statement to ensure a target has been hit, just as Finance can find overdue pay payments, and HR can use IF statements to rank performances of all its employees.
[bookmark: _Toc233068096]3.6.2 Feature Two: Pivot Table
The next feature that we are testing out was the Pivot Table. I have created a small Sales data-set which consists of 5 fields namely ‘Date’, ‘Product’, ‘Region’, ‘Salesperson’ and ‘Sales Amount’. We are testing out this by summarising the sum of Sales Amount by each Region. The business value of testing this feature is that large sums of data would need to be summed up per Region/Product/Employee so that managers can identify overall the top/bottom performer at various stages.
To add a PivotTable, the entire data set was highlighted. The PivotTable button on the Insert tab was selected. A new worksheet was selected for the PivotTable to appear on. When the PivotTable Fields panel appeared, Region was added to the "Rows" area of the PivotTable, and Sales amount was added to the "Values" area of the PivotTable. Excel then generated a PivotTable which summarised the sales amount for each region.
[image: ]
Figure 5: Sales dataset used for Pivot Table analysis
Figure 5 shows the raw sales dataset used for Pivot Table analysis. The dataset includes sales records for different products, regions, salespeople and sales amounts. This data is important because it represents the type of sales information businesses collect regularly. A Pivot Table can summarise this information quickly, allowing managers to understand business performance without manually calculating each sales record.
[image: ]
Figure 6: Selecting the data range for Pivot Table creation
Figure 6 shows the selected data range, A1:E5, before creating the Pivot Table. The selected range includes all required column headings and sales records, which allows Excel to generate an accurate summary. This step is important because selecting the correct data range ensures that no important business information is missed from the analysis. If the wrong range is selected, the final summary may be incomplete or misleading.
[image: ]
Figure 7: PivotTable Fields panel
Figure 7 shows the PivotTable Fields pane. Region was placed in the Rows area and Sales Amount was placed in the Values area. These selections allowed Excel to calculate total sales for each region automatically. This is significant because managers can choose exactly how they want to analyse the data, such as by region, product, salesperson or date. This flexibility makes Pivot Tables useful for business reporting and performance comparison.
[image: ]
Figure 8: Final Pivot Table showing total sales by region
Figure 8 shows the final Pivot Table summary of total sales by region. The results show that London recorded 2,700 in sales, Manchester recorded 800 and Birmingham recorded 600, giving a grand total of 4,100. The result is significant because London is the highest-performing region, while Birmingham has the lowest sales. This helps managers compare regional performance, identify weaker areas and decide where additional marketing, staff support or sales improvement strategies may be needed. The Pivot Table improves efficiency because it summarises the data automatically rather than requiring manual calculations. Overall, the Pivot Table is valuable for business decision-making because it converts raw data into a clear summary. It helps managers identify patterns, compare performance and make decisions based on evidence. For example, a business can use Pivot Tables to compare sales by region, analyse monthly revenue, identify best-selling products or review salesperson performance. This improves efficiency because large amounts of data can be summarised in seconds, reducing manual work and supporting quicker business decisions.


[bookmark: _Toc233068097]Task 4: Communication and Collaboration Applications
[bookmark: _Toc233068098]4.1 Introduction
The significance of communication and collaboration applications in the modern business environment is apparent as organisations are becoming increasingly dispersed across departments, geographical locations and time zones. These applications facilitate rapid communication between colleagues, enable information sharing and allow workers to hold online meetings and collaborate on shared documents. Zoom Workplace is evaluated as a communication application and Google Docs is chosen as a collaboration tool to use in this task as both are commonly used tools within a business environment to promote remote work, teamwork and digital productivity.
[bookmark: _Toc233068099]4.2 Communication Application: Zoom Workplace
Zoom Workplace is a product that can be utilized as a communication tool (through virtual meetings and webinars) as well as a tool to communicate with colleagues via a team chat and screen sharing, which allows using computers, tablets and mobile devices [14]. Businesses utilize Zoom to hold team meetings, discuss meetings with clients, conduct interviews, trainings, presentations and project reviews, to communicate in real time and location-independently. Video conferencing assists organisations to save on their travel expenses, time and encourages flexible work schedules [14].
The screen sharing option of Zoom enables an individual to showcase documents, spreadsheets, presentations and software demonstrations to enhance collaboration and aid in a clearer decision making, as all participants can see the same information at the same time [14]. The chat feature is used to share messages and links in a meeting with selected host controls (muting, waiting, and managing participants) allowing the meetings to be more secure and well-organised [15].
Zoom also promotes teamwork as it allows a face-to-face communication without physically having the employees being physically present, which makes it applicable to organisations of all sizes and educational institutions [16]. Nevertheless, it requires a stable internet connection, and weak connectivity may lower the quality of meetings. It is also facing limitations with free accounts and privacy issues as well as sinking in meetings. Using passwords, waiting rooms and clear meeting agendas helps improve security and meeting effectivenes.
[bookmark: _Toc233068100]4.3 Collaboration Application: Google Docs
Google Docs is a collaboration tool on a cloud platform on Google Workspace enabling users to create, edit, share and store documents online [17]. Google Docs can allow users to simultaneously edit the same document as opposed to traditional word-processing programs, which allows team members to work more effectively and saves them the hassle of sending the various versions of the same document via email.
Real time-editing is one of its most significant features as team members can work on reports, propositions, and meeting minutes, among other business documents and see the change made in real time. Permission management is another useful aspect in which document owners have the ability to assign viewing, commenting or editing permissions. This enhances security as it provides control of access, access to business information though it should have well formulated policies to limit any unauthorized alterations and safeguard confidential information. Google Docs also includes commenting and suggesting tools, enabling managers and colleagues to provide feedback without altering the original content.
One of the greatest business opportunities is that the version control problem does not exist with Google Docs since all users operate one online document instead of keeping multiple copies of files [18]. Access to and use of cloud storage can also be done with multiple devices, and this facilitates work remotely and flexible cooperation. However, Google Docs has its own set of disadvantages such as reliance on the internet connectivity, and a limited range of sophisticated features in formatting documents as compared to word with Microsoft Office; and thirdly, adequate security measures must also be put in place to curb sensitive business information. It is a good teamwork tool in general, enhances productivity, teamwork and document management.
[bookmark: _Toc233068101]4.4 Practical Testing of Communication Feature: Zoom Screen Sharing
The screen sharing function on Zoom was used for the practical communication test. It was chosen as it is very frequently used in the business environment.
[image: ]
Figure 9: Zoom meeting home screen
Figure 9 zoom-starting-and-ending-meetingZoom home page on which an individual begins their journey before starting and entering into a meeting. In the case of a business user, the relevance in a business workplace environment, this is important to observe how a user may have all of their tools within a business place in front of them and is now accessible to start meetings in a productive, easy way to conduct a conference call and conduct work without having extensive know how.
[image: Solution – Zoom Error The Host Has Another Meeting In Progress - YouTube]
Figure 10: Zoom meeting in progress
Figure 10. Active Zoom meeting. The active Zoom meeting has meeting controls, including screen share functionality at the bottom of the screen. It is essential in a corporate setting, as employees can use the toolbar as a command hub that offers immediate access to communication such as, webcam, microphone, text, chat and share-screen functions that permit employees to present, query, and engage during remote meetings.
[image: ]
Figure 11: Share Screen option selected
Figure 11 shows the Zoom screen-sharing selection window. The user can choose to share the whole desktop, a specific application window, a whiteboard or another available screen option. This is significant because businesses can control exactly what information is shared during a meeting. For example, an employee can share only a sales report, presentation or spreadsheet instead of the entire desktop. This improves professionalism and helps protect confidential information.
[image: How to Share a Screen on Zoom]
Figure 12: Screen successfully shared in Zoom
From figure 12, you can see that the screen sharing has been enabled in zoom. This outcome of the test proves that the employee can share documents, explain data, show softwares and give remote instructions to the employees. This feature makes the process of business much efficient, because all the participants of the zoom can see same information at the same time and understand well with few communication barrier, discussions will also be more directed. The test shows how zoom help people who work from home for their business communication due to screen sharing allows all the attendants to view the information they present on the video meeting, it enhance understanding for users and helps the team to discuss about their reports, presentations and business data more conveniently in a remote working environment.
[bookmark: _Toc233068102]4.5 Practical Testing of Collaboration Feature: Google Docs Sharing and Commenting
Sharing and commenting features of Google Docs were tested during the practical collaboration test. This was used because different people could access, review and edit the same document online.
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Figure 13: Google Docs document created
Figure 13 shows a new Google Docs document created for business collaboration. This is significant because it provides a shared online workspace where employees can prepare reports, record meeting notes and develop project plans together. In a business context, this reduces the need to send separate document versions by email and supports faster teamwork.
[image: How to Share Files on Google Drive | Smartsheet]
Figure 14: Share button selected
Figure 14 shows the Share button selected in Google Docs. This option allows the document owner to invite other users and control the level of access granted to them. This is important for businesses because controlled sharing allows managers and team members to collaborate while still protecting business information. It also reduces delays because documents can be shared instantly with relevant employees.
[image: How to Manage Google Docs Sharing Settings Like a Pro]
Figure 15: Permission setting selected
In Figure 15 we look at the permission types in Google Docs which are; Viewer, Commenter and editor. This feature is important as google docs allows businesses to regulate whether viewers can either view or edit the shared document or even just comment. This is useful in business in terms of not revealing information and limiting errors from viewers editing documents. For instance managers could allow the team to edit a shared document and other stakeholders only to view.
[image: ]
Figure 16: Comment added to document
Figure 16, a comment in Google Docs This is a useful function because people share documents without actually editing the document itself. From a business point of view this makes review more efficient for managers, employees who receive feedback and can respond and also to allow the review to happen efficiently. As a result of this test Google Docs also help in terms of team work as allows sharing of document, permission to view etc. And the ability for team work with file collaboration, managing files, not the worry of sending a number of versions of the same file via email and the review process is more organized than this and allow the people with permission to access. 
[bookmark: _Toc233068103]4.6 Conclusion
The assignment compared various software solutions that facilitate contemporary business practices. Comparing Shopify and Wix revealed that Shopify is more suitable to grow e-commerce businesses due to its scalability and greater selling capabilities whereas Wix is more suitable with small businesses that require inexpensive and easy-to-use web hosting technology. The mind map has shown how various software types can be used to achieve productivity, communication, collaboration, data analysis and business management. Word, PowerPoint, Excel and Access were also categorized as useful Office applications in creating documents, presentations, data analysis and in management of databases. Practical testing confirmed that Excel's IF Function and Pivot Table improve business reporting and decision-making. Lastly, Zoom Workplace and Google Docs proved to be beneficial in improving communication, collaboration and remote work. Overall, these software solutions improve efficiency, teamwork, data management and organisational performance.
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The host has another meeting n progress.
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UPDF

UPDF is a powerful and user-friendly PDF editor that comes with many
advanced features. It serves as an all-in-one tool for editing. annotating.
converting, and organizing PDF files, providing a comprehensive solution.
UPDF's fast performance allows it to work smoothly with large PDF files. Its
intuitive interface is simple and clean, making it easy for beginners to use.
With annotation features, users can add comments, highlights, and sticky
notes, enhancing collaboration efficiency. UPDF also offers cross-platform
support, making it available on Windows, Mac, iOS, and Android, providing
flexibility for users. Additionally, it includes security features like password
protection and file encryption, keeping your documents safe. With all these
features, UPDF is an excellent choice that makes PDF editing easy, fast, and
efficient.
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Employee

Sales Target

Actual Sales

Status

John Smith 5000 6200
Sarah Johnson 5000 4300
Michael Brown 5000 5100

Emily Davis 5000 5400
James Wilson 5000 4560

Olivia Taylor 5000 6100
Daniel Harris 5000 4300
Sophia Clark 5000 2300
William Lewis 5000 2200
Emma Walker 5000 6400
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1 Employee _Sales Target_Actual Sales' Status

2 JohnSmith | 5000 | 6200 |=IF(C2>=B2,"Achieved","Not Achieved")
3 | SarahJohnson 5000 4300

4 | Michael Brown 5000 5100

5 Emily Davis 5000 5400

6 James Wilson 5000 4560

7 Olivia Taylor 5000 6100

8 Daniel Harris 5000 4300

9 Sophia Clark 5000 2300

10 William Lewis 5000 2200

11 Emma Walker 5000 6400





