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[bookmark: _Toc234919866]Introduction
There are many free and paid e-Commerce Website builders available on the market. Few popular examples are: Wix, Shopify, Squarespace, WordPress, GoDaddy, Webador, Hostinger, Duda, Weebly, Appy Pie AI, Dorik. I will be using Wix in my assessment, but I am also familiar with Squarespace. Wix was chosen because of popularity and good reviews regarding ease of use. 










[bookmark: _Toc234919867]Task 1. e-Commerce Website builders/software solutions
[bookmark: _Toc234919868]1.1 Wix
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Wix is example of WYSIWYG (What You See Is What You Get) website builder, allowing users to visually design websites without need coding knowledge. I have created simple e-portfolio and the whole process was intuitive. Wix builder is available through website with easy access. There are several added services available for quick domain and server purchase enabling quick website deployment. There is free basic plan available and paid plans are starting from £10. Full e-commerce plan starting at £17 as in 2026. Main pros are that no codding knowledge is needed to build website. Large template database is also beneficial. Limited advanced customisation compared to self-hosted WordPress. Wix is ideal for small businesses, portfolios and simple online stores. 

1.2 [bookmark: _Toc234919869]Squarespace
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Squarespace is another example of WYSIWIG website builder. It is an all‑in‑one platform that allows to build a professional website, online store, or portfolio without need of coding. It’s a paid solution but free 14 days trial is available. You can choose a template, customize it, and publish. Use the website builder to add your own text, images, and other content. Website allows to Secure a custom domain through Squarespace or connect an existing one. Payment processing solution are available for if you would like to create online shop. Squarespace offers built‑in marketing tools such as email campaigns and social media integration to promote your site. Site’s analytics tools are available to understand visitor behaviour and optimize content. Squarespace have no free plan, there is 14-day free trail. Paid plans start from £16 per month. E-commerce plans from £23per month. Premium modern templates are an advantage. All-in-one build hosting, domains, security and strong design tools are also beneficial. It is more difficult to learn in comparison with Wix. Fewer third-party integrations available. 
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[bookmark: _Toc234919871]2.1 Describe mind mapping and explain the benefits of using mind mapping
Mind mapping is a non-linear visual organisation technique that starts with a central core topic, branching out into related sub-topics, facts, and ideas. Unlike traditional lists, it uses keywords, colours, and icons to mirror how the brain makes connections. Key benefits for business use include:
· Faster brainstorming and problem – solving. 
· Improved retention of information
· As projects evolve it is easy to restructure mind – map.
· Cloud based tools with collaborative editing  
· Clearer communication of complex processes to teams. 
Mind-map have central theme, main branches, subbranches. Mind-map can have visual symbols, images. Making the main map easier to understand and remember. 

[bookmark: _Toc234919872]2.2 Create a mind map of contemporary software applications
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Mind Map created with mindmaister.com. Link to Mind Map: https://mm.tt/map/4050019916?t=MYabiqJMhu

[bookmark: _Toc234919874]Task 3. Office Applications
[bookmark: _Toc234919875]3.1 Four office software solutions for business operations
[bookmark: _Toc234919876]Microsoft Word
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Microsoft Word offers wide range of futures. Very advanced text processor. [1]. Making text processing fast and intuitive. Cryptography is also available to protect documents against unauthorised access. Can be used for simple calculations and visualisation. It is very popular tool that gained popularity by cleaver approach to education institution and providing very cheap or free licences to them. There are other applications available some even for free like Libre Office, Open Office that can provide similar experience, but Microsoft Word is by far most popular text processor currently in use. This application offers a wide array of templates and styles. Word documents can be worked on individually and by a team at the same time using OneDrive or SharePoint. AI is also integrated now with application. Microsoft World provides spelling and grammar corrections and offers styles suggestions. It is possible to integrate graphics and other medias in the word documents like images, graphs, charts, excel sheets, power point slides. There are several useful add-ins available for Microsoft Word like translation plugins, proofreading making this software even more productive. There are available macros allowing to automate some repetitive tasks and keyboard shortcuts that can speed up writing and processing documents. Microsoft Word can be used for creating contracts, reports, proposals, and standard business correspondence.

[bookmark: _Toc234919877]Microsoft Excel
[image: ]
Useful tool allowing to analyse, understand, visualise data without effort. Data analysis and calculation are possible thanks to extensive library of mathematic formulas. Pivot tables and Pivot charts allows to summarise and visualise large datasets efficiently. Tables offer automatic results updates based on changes in data in cells of the table.  Easy visualisation of data in charts and graphs. Templates also available. Charts are dynamic and automatically update once data changes. It is possible to insert different media in Excel like pictures. It is possible to import other types of spreadsheets from competitions software packages or csv files (character separated values). Similarly to Word AI is also integrated in this product via Copilot. Excel spreadsheet can be edited in real time by multiple users and users are able to see what changes other users made. Editing rights can be restricted per users. Sometimes it is convenient to restrict users from editing allowing only viewing. Today it is possible to work on same document via website, from computer or even mobile devices. There are several add-ins available for excel by for security they are disabled by default. It is allowed to integrate live data in spreadsheet like time, stock’s price. Excel is still evolving and improving. With each edition new futures are included. Current maximum limit for number of rows is 1048576 and for columns the maximum limit is 16384. If we need larger arrays of data, we need to use different solution like Google sheets or Row Zero. Excel can be used for budgeting, inventory tracking, sales forecasting and analysing operational data.

[bookmark: _Toc234919878]Microsoft PowerPoint
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Microsoft PowerPoint offers a wide range of features for creating presentations in professional, engaging way. There is a wide range of ready templates for quick creation of presentation saving time.  Wide range of fonts and styles. Possibility of integration of images and other media in presentation for example videos and audio clips making presentations more engaging and appalling to viewers. Animation of slides and objects is also possible. Multiuser collaboration and sharing are also available in real time. Advanced customisation and usage of suggestion of styles allows to keep similar formatting and visualisation across presentation. Multimedia rich and professional looking presentations can be created using PowerPoint with ease. PowerPoint is suitable and often use in education, businesses for creative purposes helping to achieve communication of new ideas efficiently. PowerPoint can be used for stakeholder presentations, internal strategy updates, training materials. 
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Microsoft Access is a very powerful database management system, that enable users to create, manage, analyse and automate data processing through queries, tables, reports and forms. Microsoft integrates seamlessly with other Microsoft 365 tools and Microsoft SQL Server for enterprise-grade data security. Microsoft Access is suitable for small to medium business applications. Can also be used in cloud solution and being access from multiple locations in real time. Use of forms can simplify data entry and assure data s arrange in consistent format. This can reduce error in data inputs. Powerful data query tools allow to search, filter and aggregate data across multiple tables allowing to sort and organise data according to organisation needs. Professional reports, charts and summaries to allow to present data for different audiences. Using Visual Basic is possible to use automation of repetitive tasks. Local database can be exported to SQL (Structured Query Language) server or Azure server offering enhanced reliability, scalability and security and possibility to share data to other applications in the business. Imports from Word, Excel and other sources reduce time for manual data entry. Microsoft Access is ideal for managing large databases that exceed limits of Excel. Streamline data management can be use in any size of organisation Microsoft Access can be used for managing customer databases, inventory logs, and custom business workflows that go beyond Excel’s limits. 
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[bookmark: _Toc234919881]Goal seek
	January
	10

	February
	15

	March
	20

	April
	30

	May
	45

	June
	50

	July
	44

	August
	33

	September
	21

	October
	40

	November
	50

	December
	142

	 
	 

	Total
	500

	Goal
	500


In this example I was looking what income need to be achieved in December to have yearly income of 500. 
Goal Seek function helps to find the input value needed to achieve a specific result from a formula, adjusting one variable at a time. Step by Step instruction:
1. Open your worksheet and create formula you want to achieve desired value.
2. Click the Data tab on the ribbon.
3. In the Forecast group, click What-If Analysis.
4. Select Goal Seek from the dropdown menu.
5. In the Set cell box, enter the reference of the cell containing the formula result you want to achieve.
6. In the To value box, type the target result you want the formula to return.
7. In the By changing cell box, enter the reference of the cell whose value Excel should adjust.
8. Click OK to run Goal Seek.
9. Review the Goal Seek Status dialog to see if a solution was found.
10. Click OK to accept the new value or Cancel to keep the original.
This feature is ideal for financial planning, allowing businesses to quickly calculate what sales or revenue targets are needed to hit profit goals.
[bookmark: _Toc234919882]IF Statement
	Category
	Budget
	Actual
	Status
	 

	Airfare
	600 
	525 
	Within Budget
	IF(C2<B2,"Within Budget","Over Budget - investigate")

	Food
	350 
	295 
	Within Budget
	 

	Entertainment
	250 
	1,500 
	Over Budget - investigate
	 


Example of IF function, that allows to compare values. In this example if Actual value is lower than Budget value, then function is displaying defined text: “within budget”. If Actual value is higher than Budget value, then function is displaying defined text: “Over Budget – investigate”. This automates budget reviews, saving time on manual checking for finance teams. 











[bookmark: _Toc234919883]Task 4. Communication and Collaboration applications
[bookmark: _Toc234919884]4.1 One contemporary Communication and one Online Collaboration
[bookmark: _Toc234919885]Gmail or Google Mail is the largest email service worldwide. Currently about 1.8 billion users. This mail service can be accessed via web site, mobile apps or any email client supporting POP, SMTP or IMAP protocols. The first email was sent using mail on 1st of April 2004. Was tested in closed group till 2007 when it became publicly available. There are some limitations on storage (currently 15 GB), received email and attachment size (currently 50 MB). At the beginning it was 25 MB. The largest email sent can’t exceed 25 MB.  It integrates natively with Google Workspace tools (Docs, Drive, Calendar) for seamless file sharing and scheduling.
[bookmark: _Toc234919886]Zoom
Zoom, full name Zoom Workplace is a communication and collaboration software. Zoom was founded in 2011 and publicly launched in 2023. It became very popular software especially during COVID-19 epidemic, when the need for remote working and collaboration increased. It’s estimated Zoom have more than 300 million users with more than 3.3 trillion online meetings in a year which equals to more than 9 million meeting a day worldwide.[2] Zoom has the highest market share among videoconferencing software worldwide with 55.44% in 2025. Microsoft Temas comes second with 20.93%. It is not only videoconferencing but also allows to share screen or document and allows to edit document by people in zoom meeting in real time. Zoom bots ware introduced to allow automation. There are several plans available for zoom. Free Basic version allows meeting to up to 100 participants and meeting time is limited to 40 minutes. There are also Pro and Business and Enterprise Plans all allowing larger participants and longer meeting times. Maximum number of participants can reach 5000. One can also schedule meetings in advance, set password protection for security, and record sessions for people who cannot attend live. 

[bookmark: _Toc234919887]4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc234919888]Gmail
Mostly used to send emails therefore will describe this function. We can send email for website mail.gmail.com by pressing Compose button. Then we need to type or select address or addresses we want to send email to. We can make addresses visible to everyone, but we can also choose to send a secret copy of the email to some of the addresses allowing to hide them from rest of the recipients. To do so we need to put email address in BCC section. 
[image: ]
We can also attach document to emails or insert hyperlinks to websites. 











[bookmark: _Toc234919889]Zoom
When we want to start meeting, we start new meeting. We will be assigned a meeting number, for example 772 3398 2606. Alternatively, we can join meeting organised by someone else. 
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[bookmark: _Toc234919890]Conclusion
There is many software available for business today. Situation improved significantly from the begging of desktop computers and with implementation of AI it is expected that efficiency and ease of use will increase too. Software can meet needs of any business for adequate price. Businesses are willing to spend on software for access to support but there are also free alternatives both freeware and open-source software that allows to do task almost as good as paid version. With wide range of software already available on the market there is almost no need to create personalised in-house software. Overall, businesses no longer need to build custom software from scratch – there are scalable, cost-effective solutions for every operational need. Free tools like Gmail and Zoom’s basic plan work well for start-ups, while paid suites like Microsoft 365 and Squarespace offer extra security and support for growing teams. Looking ahead, AI integration will continue to reduce repetitive tasks, letting teams focus on strategic work rather than administrative processes. 
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