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[bookmark: _Toc70659698]Introduction
In this subject we learn that there are many different software application which has positives and negatives of using them and what impact it has on people and their business.
[bookmark: _Toc758693982]Task 1. e-Commerce Website builders or software solutions
1.1 [bookmark: _Toc50328138]shopify 
[image: ]This website is user friendly which means it help people who are not good with computing technical skill or designing websites be more comfortable using their websites, this also includes AI assistance to help navigate or inspire unique designs that could be beneficial to creating your ideal website that suits you. Shopify is a Canadian multinational e-commerce company that has over 5 million customers which rely on their platform to handle all the technical skills such as website hosting, online store setup, payments, orders, shipping and many more. This also includes a 24/7 customer support team which you can either call, email or go on the help centre to help you at any time or place making it flexible for everyone time schedule. And with the many benefits you get, you also don’t need to worry about any of your data/information being exposed or misused due to their high level of security which ensure that every user is protected from any malware or data breaches, they also do regular updates on the websites system to keep it running smoothly and updated at all time ensuring that any new feature or problems are solved. With shopify it offers the user clientele a variety of secure payment methods which means your customers have different options of paying which increases your chances of making a sell and with each profit you make, you will be able to track your performance allowing you to see what sells the best, understand your customers behaviour and to improve your marketing strategies. With the many benefits of using shopify the main one that stands out for me is that you are able to implement a customer loyalty programme which encourages loyal customer to come back to your website and spend more money which then increase their reward points and giving them chances of getting a discount on future product, with that small benefit of using shopify it increases your chance of having customers coming back and spreading good news about your website.
[1] [2]


[image: Wix Website Builder Review: Top-Tier ...]Wix 
The purpose of wix is to be a user-friendly platform to help create websites for people without any computing technical skill and experience in creating or designing their own websites. With the help of AI you can be very specific on the design and purpose of the website you are trying to create by answering a couple of questions in detail which align with your goal and purpose into the AI search engine which then automatically generates a website based on your answer. After you do that you have the complete freedom to customise or change anything on the website with the option of 1000+ designer made templates and with these templates it could be used for a portfolio, businesses, blogs, restaurant and many more options, and once you choose a template you like you can even change the colour or design which suit your idea or plan. Wix is not just user-friendly interface they also offer budget friendly premium plans which helps a lot of users who are struggling finically, this shows that they are trying to include everyone know matter if you have no experience, skill or money making it very versatile to their users. If you do decide to pay you would not need to pay for separate services because it include blogging features, built in Seo (search engine optimization)tools ,web hosting and the most important service which is SSL (Secure socket layer) which keeps all your vital information such as passwords and bank details encrypted and secured so that you can use the website without any worry of your information being misused. 
[3] [4]



[bookmark: _Toc1151195514]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc756580014]Mind mapping and explain the benefits of using mind mapping in business operations
<Insert information appr 500 words> 
Mind mapping is a visual help guide which helps you organise information around a central concept. Mind mapping is great for trying to create new ideas based around the main agenda by gathering new information and ideas and with this it increases a person’s knowledge due to it connecting different information. Mind mapping is a great use in business operation due to the number of benefits it has such as increasing productivity, this is because of the way its structured it allows multiple people to add  their knowledge or ideas making it easier for people to work in teams and having different ways of thinking which then increases productivity. The other benefits of using mind map in business operation is the fact that it encourages creativity and enables the works to brainstorm new idea and with more connection connected to the main topic it helps gain a better overview and thought process.
Another benefits of using mind mapping are it helps with problems solving and decision making, with some many different inputs of knowledge and ideas its help you see different perspective which gives you the opportunity to think with greater clarity and explore different routes or ideas without straying off topic. And with all the different perspectives and information that are presented it helps choose the most beneficial option increasing decision-making skill.
With mind mapping it is a great way to teach other people especially when you add images which helps visual stimuli making it easier to brainstorm and enabling you to quickly recall information easier. With approximately 65% of people in the world being a visual learner mind mapping is extremely effective in promoting better upstanding and since it a flexible tool it can be used to explain and show to your team or business partner your plans for the future to help expand your idea also it can help plan meeting or revision guides and many more which makes it easier to teach a large group off people. With this benefit making it easier to teach small or large groups it’s also opens another door of benefits which is improving your presenting skill, this is because you are more confident in handling challenges and information more effectively due to the unique way mind maps are used. And with the help of images and many different input ideas and knowledge from your partner/teams you find it easier to present and overcome new challenges while also making it easier to recall information. Another reason why it’s easier to recall information is because with the unique way mind organises your information by making branches connected to the main concept and the branches are  colour coated so you know its extra information added also it allows you to connect different images to  the information making it catch your people attention and linking the information with the colour making it more conventional method of taking notes and learning. This is the reason why mind mapping is highly used in many different business and schools with its many benefits and ability to include everyone ideas and knowledge making it flexible. [1]
[5] [6]

b. [bookmark: _Toc228882112]Create a mind map of contemporary software applications
<Insert diagram using mind Meister app>
[image: ]

[bookmark: _Toc1467911624]Task 3. Office Applications
0. [bookmark: _Toc2025684402]Four office software solutions for business operations
MS Word [image: ]
Micro soft word was first realised on October 25, 1983, and its original name was multi- tool word for xenix system, and the creator of micro soft is Charles Simonyi and Richard Brodie.
Benefits 
Micro soft has adapted and implemented many great uses and tools into their system to help everyone of all ages making it flexible and easy to use allowing it to target every individual person. They do this by having a simple interface which allow people to learn quickly regardless of if they have known experience with computers or not. It also caters to those with disabilities like dyslexia by adding in built in tools like spell check and grammar check which automatically notifies the user if they have misspelt a word wrong and corrects it for them or show you different words which they could replace to make their work make more sense and sound more professional. They do this by adding red lines under misspelt word or blue lines indicates a grammar error or a contextual spelling error, these are key features that help many people work stay professional and make sense. 
Another big benefits of using Microsoft work are that it allows you to create structured documents with the freedom of controlling of the headers, fonts, page layout and style. With this freedom it makes it easier to complete any work that has requirements and it allows the user to be in control of everything you do. However, if you would not like to control ever small detail Microsoft’s has readymade templates such as letters and reports and many more which you are free to use. Once you are finished with your work Microsoft allows you and other people to edit and comment on your work making it easier to see if any improvements you could add or they could add, and finally once that is done your documents can be saves in many different formats such as a PDF or DOCX making it very flexible and useful so professionals work.
Limitation 
Even though Microsoft has many benefits it has a few drawbacks such as the cost and to use majority of the features you are are required to pay for the full version which can be expensive and if you are already struggling financially this could cause you issues. Another issue with cost is not just only paying to use the app but to also ensure you have a computer or device that is compatible and updated so it’s able to run Microsoft features which could also cost you some money, these problems could financially burden you if you are not careful. Another issue is that if your document has many images or graphic the file becomes too large which then result in it become slow to open and sometimes even crash.
Even with its many first-time friendly features and interface there are still many complex advanced features like mail merge and advanced formatting which could confuse or cause issue to users who do not have any computer experience making it difficult for beginner 
[7]
MS PowerPoint [image: ]
Microsoft Power point was first released on April 20, 1987, and was originally developed by a company named Forethought, Inc then was purchased by Microsoft in July 1987.The original creators of Power point is Robert Gaskins and Dennis Austin.
Benefits 
PowerPoint has many benefits and is best used for visual presentation and storytelling which is a massive advantage in business or schools due to the fact that 65% for people are visual learner and find it easier to learn that way. And with power point it is easy to create sliders-based format, which is helpful, and with each slide you can add images animations and transitions making you gave full control of each slide you make giving you the freedom to be creative which could  help keep your audience attentive and not bored while you present your work/teach. If you do not feel like being creative power point gives you the option of using ready made templates for a more professional look this could help you save more time and make you focus more on the work than the look of the slide. When you are done with your work and would like to know if there anymore information you could potentially add Microsoft power point has a collaboration feature which means it allows other people access to your power point with you permission to make and edits or comments helping you gain help while at home instead of waiting to see them at school or work, this is extremely helpful if you are a busy person. Lastly another great feature Microsoft power point has is that it is integrated with other office tools such as excel charts, word text and many more making it very versatile.
Limitations 
With the many benefits of using power point has there are also a couple of disadvantages as well such as its not ideal to use Microsoft power point for complex calculations and large data sets this is because its designed for presentation and doesn’t not have any built in formulas or advanced calculation function, also another issue with this is that is doesn’t have the ability  to handle row and column of data especially large data efficiently without it getting difficult.
Another disadvantage is when you have too many visual effect such as animations and transitions it can distract your intended audience making them loose focus on key information or the task or even confusing them which is the reason why you need to ensure you don’t go overboard with just the visual stimuli. And if there are a lot of visual effect it will affect the file size by making it larger which will then make it take longer to load up and taking up more space in your storage. However, the main issue with using power point is that it all depends on the device you have and the projector because if one is broken or outdated it will cause a lot of issue to present your work without it crashing or not working properly.
[8]

MS Excel [image: ]
Microsoft Excel was first released on September 30, 1985, and then the windows version was released in November 1987, Microsoft excel was developed by a Microsoft team which was led by Charles Simonyi with the help with other key developer like Dough Klunder and Jabe Blumenthal.
Benefits 
Microsoft excel has many advantages and is best suited for analysis and visualisations which is beneficial for workers who must work with number such as accountants. Another reason why it is so widely used by many businesses is because commonly used for its spreadsheets and with these spreadsheets Microsoft excels allows you to organise the large amount data easier by enabling you to create columns and data rows which makes it easier for you to manage and read data without it getting messy. Another feature that helps the user with data is that with excels it has a data analysis tool integrated into its system which allow the user to have the option of using charts, filters and pivot Tables to make it easier to identify trends and analysis data smoothly and efferently. This then helps improve visual presentation because they will be able to see chart and graphs more clearly allowing them to make accurate reports. 
Microsoft excel has two features two other features  which benefits  businesses save a lot of time and energy , the first tool is that it has a built in powerful calculator which  includes many formula and functions  to help quickly perform, and the other benefit is excel supports automation and macros which means it help save businesses  a lot of time by doing the repetitive task itself.
Limitations
Microsoft excel was not designed to handle complex relational data management also with so many valuable information and spreadsheet on excel it can be easily shared or even copied which is a massive breach of information and could cause issue to a business if not properly secured and protected. And due to the fact the that it is human people manually typing in data and complex formulas this could lead to mistakes and error which would be extremely hard to detect and solve.
Another issue with excel is that it cannot handle large files with many formula and macros if so, it could to many problems like it crashing or starts to run slows hindering a business work efficiency which could cause them to fall behind on deadlines. Excel can handle  large database systems however when it comes to large datasets it cannot compete and will struggle which could lead to delay or messy work and if there were mistakes in your work and needed help from multiple people, excel is sadly not the ideal for that because it will become difficult to edit or comment while multiple people are on the file and could crash and even stop working, even though excel has many benefits it still has its limitations which could be done better by using other software applications and with its weak security system your business and wok is always at risk of being stolen and misused. 
[9] [10]





MS Access [image: ]
Microsoft access was developed by Charles Simonyi and Richard Brodie and released on November 13, 1992, with the purpose of being a user-friendly database management system.
Benefits
Microsoft access was designed to help businesses manage databases, this means it is efficient at organising and storing large amount of data in structured tables which is extremely helpful dealing with customer data, inventory management, employee records, student record and many more. With many new tables created and organised Microsoft access supports relational database which mean it stores multiple related tables and links them all together like a web, but are in separate tables this allows the user to gain access from different table without any issues of duplicating any of the same data because they are all connected, This also makes it easier to update and mange any of the tables so that the user is always organised and efficient. Microsoft access and two key features which allow it to be extremely user friendly, the first one is that it has templates and forms  that allow you to enter or view any data easier and when the user wants to retrieve data from a large amount of it already stored Microsoft access has add filters and queries to help quickly find information/data making it easier to find what you need. A unique but positive feature that Microsoft access has is the ability to create professional reports from stored data, this help the user save time and because the report is from the stored data it is extremely accurate. Another positive thing about Microsoft access is that it allows the user to integrate with other Microsoft tools which gives makes it easier to export data to Excell and word.
Limitations 
Microsoft access was built for small local database, so when it comes to large websites it could crash and cause problem due to the number of peoples demands, this limits its potential and with the limitation stated above this also means that  Microsoft access is also not suitable for big companies with millions of records and also limits the amount of people that can access or edit  the databases at the same time because it could affect the performance and can cause it to slow down and crash or cause conflicts. Another issue that Microsoft access has is that when the large database with complex queries or a lot of users appears its causes the system to be slow and the performances drops.
Another issue with Microsoft access which impacts its flexibility is the fact that it mainly works on Microsoft windows which means if the user does not have access to windows, they will not be able to use this software application which is not a good idea because it ignores a large majority of potential clients. And with some many issues one of the main negativity Microsoft accesses has its security limitations, although it has some basic security protection which is not enough if the user has highly sensitive data and with a weak security protection features it runs a high risk of data being exposed and misused. 
[11]







0. [bookmark: _Toc716591706]Practical demonstration of Two Office Features

[bookmark: _Toc1333715712]Mail Merge 

[image: ]
[image: ][image: ]  [image: ][image: ]
[image: ][image: ]
[image: ]

IF statement 
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[bookmark: _Toc64520519]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc1476500055]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc257852531]Gmail 
Gmail was launched by Google on April 1, 2004, and was created by Paul Buchheit. Gmail is free to use and is also a cloud-based email service which generously offers the user 15GB of shared storage and is extremely, they also have an easy and simple interface which helps new users who do not have computing knowledge or experience this then help them feel less overwhelmed and stressed increasing the chances of new users staying. When using Gmail you are able to login into your Gmail account on any device such as desktop, android and iOS  as long as you have internet making it reliable and versatile for everyone and  because it is integrated with Google you are able to gain access to google workspace tools such as google meets and chat, calendar, drive and docs. Google meets and chat Is a friendly and secure video and messaging communication service/platform which you are able to use on any device to help share or speak to anyone of your friends or colleagues. Google meets and chats supports 1080p HD video quality for both prerecorded videos and live meeting even if there is a large group of participants on the meeting it keeps the same quality. 
Google calendar offers many features to helps it become more versatile such as having a time management tool to help with scheduling short or long meetings on google meets while also colour coding to highlight events so that you never forget and to improve visual organization. When using Gmail it also automatically  allows you to customize labels and have offline access making it easier for you to organise and information efficiently while also allowing you to access, read respond and search through your recent emails and with their advanced search you can always find the right email or file without worrying and stressing. Google calendar also has a feature that allow the user to share their own Calander with other and add locations and time zones so that when you do share your calendar with other they are able to see all the information that is important this then helps everyone stay updated and informed so that they can plan ahead around you schedule. However, if you do not wish to show all your future schedules and plans google calendar allow the user to create multiple calendars which you can separate into work and personal helping you stay organised and maintaining your privacy. And when using this services for work or personal use you don’t need to worry about you important or personal information being stolen or hacked due to the high level of security features like there anti-spam feature which block, filters and reduce and malicious email from reaching you inbox to help prevent any breaches and hacks such as phishing and malware. The best part about Gmail security is the fact that it scans every email you receive and once it detects and potential malware or phishing it automatically send the email to a the junk area ensure that your inbox is clean and safe  ,addition to that to secure your account you have the option of using two factor authentication to keep your account secured. 
[bookmark: _Toc1391462065]Google meets 
Google Meets was realised in March 2017 and was originally called hangouts meets which was meant to be a replacement for google hangout, they later changed the name in 2020 to what we know now as google meets and then in 2022 then merged with google duo  
Google meets were created for the purpose of being able to do normal office duties but  from the comfort of your home, they do this by allowing the user to use HD video call and messaging allowing everyone in the office to communicate effectively without delay while also still being able to work. It is especially helpful when trying to set up meeting due to the fact that you can join from your email  straight into the video call  which makes it is easy to join and it lessens the chance of being late to the meeting or if an individual is sick with a cold, it stops the spread of that cold going to other and affecting their health. When using google meets there is limitation which does make it a bit inconvenience which is, it is not possible to share direct file while on the video call however there is ways around such as saving it to your google drive then copy the link and paste it to meet chat for every to see. Another thing you can do on google meet is that you are able to present your PDF, Word or anything else that you wish to present to your colleagues.  
When scheduling meetings with you colleague, it will automatically be saved on your calendar due to it being intergrade with it and it also saves the meeting links to the events category on your calendar instantly with the option of being able to invite others guest which will also get it added to their calendar and events. Also, if you are having trouble scheduling meetings, they have AI to help assist you plan and schedule meetings as well as automatically write meeting notes and summaries of what was said and will save everything into google docs, however this is not available for everyone and it depends on the account you have and it is not 100% accurate. When using google meets it allows you to have the freedom to blur or change your background as well as change your studio lighting with Ai as well as interact in the video and chat by using emojis reaction to show how your feeling, Hand raising feature so that no one is interrupting the lesson by just talking over each and allows the host to speak or answer anyone’s question and lastly one of the most helpful features that google meet has is that you can do polls and Q&A  this helps encourage you fellow colleagues who are normally shy or hesitant to participate and share their knowledge or ask questions allowing you to ensure everyone understands and is on board. With this many features that google meets offer it is very beneficial for you to use it in a school or work environment that helps teach others. 







b. [bookmark: _Toc1654193853]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc984286093]Google meet 
[image: ]First I open Goole meets 
[image: ]Then I start my meeting 
[image: ] this is how I add other people to my Google meets.
[image: ] this is where I type there email to add them to the meeting.



[bookmark: _Toc1856378324]Conclusion
In this subject I have learned many new skills and gained new information about application more in depth which could benefit me in the future for example i learned how to create and use Shopify and Wix to create an E-commence while also learning their individual benefits that they provide. I also learned about mind mapping and its many uses and benefits and even had the chance to create one of my own helpings me gain experience as well as learning about mail merge and excel.
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