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[bookmark: _Toc233746492]Task 1. e-Commerce Website builders/software solutions 

e-Commerce are websites for buying and selling products online and is good for individuals who are starting up a business. e-Commerce Website builders provide tools and software for individuals to build their own websites. Examples of some e-commerce website builders include Shopify, eBay, Wix, Vinted and WooCommerce. 

[bookmark: _Toc233746493]Wix:
Wix is an e-commerce website builder that is cost effective and can be great for beginners. “If you’re researching a free website builder or learning how to make a website without technical skills, Wix is one of the first website builders you’ll come across, and for good reason. Wix is a powerful, no-code website builder that helps individuals, creators and businesses design, publish and grow online from one place.” [1] Wix is also very accessible as these websites can be created using computers, tablets and even mobile devices.

[bookmark: _Toc233746494]Shopify:
Shopify is another example of an e-commerce website builder and is seen as a popular leading e-commerce platform. The reason for this is that is allows small business to grow by offering tools and software to easily buy and sell products. This can be done online, marketplaces, in person and on social media. You also do not need coding skills to create these websites so great for beginners. [2] Even though with Shopify subscription plans are offered, the initial start-up is given as a free trial. Please refer to ‘figure 1’ which breaks down the different Shopify price plans.

Figure 1 [11]

[bookmark: _Toc229930464][bookmark: _Toc233746495]Task 2a. Mind-map of contemporary software applications.

Mind mapping is visual diagram that allows individuals to actively participate and give ideas towards a central topic. This central topic is at the centre of the diagram and then branches out to subtopics which can then be elaborated in detail. Colour and images can also be added to mind maps to increase the visual appeal of it. [3]

Moreover, mind mapping diagrams can be created with old school pen and paper/whiteboard, or you can also use more up to date online and digital programmes such as MS Word, Canva or MindMeister. It’s about brainstorming thoughts and ideas and bringing them to life using mind-mapping visuals, colour and specific text.

Furthermore, there are many benefits of using mind mapping. Some of these benefits, specific to business operations include:
· Organising ideas that the team discuss in meetings.
· Helps problem solving and decision making.
· Saves time.
· Improves focus.
· Boosts creativity.
· Clarifies complex ideas.
These and many more benefits of mind maps can ultimately increase productivity as it allows individuals using them to prioritise tasks efficiently. [4] Even website builders need mind maps to regulate activities and produce efficient websites for client needs.

Finally, mind maps can be used to collaborate with other businesses and ideas can be shared this way. “A strong business strategy through an effective mind map is totally achievable, especially if you set aside time to regularly update and revise on your mind map as your business evolves and new ideas are developed.” [5] Various communication tools can be used to easily deliver mind maps to each other such as via email, zoom calls or even MS Teams. There is another bonus to this which is that most of the communication and ideas given via these ‘mind maps’ can all be documented electronically and ownership can be recorded for the most part.
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[bookmark: _Toc233746496][image: ]Task 2b. Mind-map of contemporary software applications
Mind Map: Created by myself using www.mindmeister.com [12]



[bookmark: _Toc233746497][image: Microsoft 365 - Office Power]Task 3a. Office Applications for creating, storing, presenting, and analysing information/data.  

Microsoft 365 is a well-used and generic office application. This software helps produce, store, present and simplify information/data. Please see below some examples of the tools offered in Microsoft 365. 


[bookmark: _Toc233746498]MS Word

Microsoft Word is a software that produces online documents that you can save, edit, and format effectively. These online documents can produce posters, professional letters, assignments and these can all be edited without having to start from scratch or covering mistakes as you would do if it was done by hand. These documents can then be shared widely and accessed by many. For example, a poster can be created in word and then published online or sent as an attachment in an email to spread the information efficiently. 

[bookmark: _Toc233746499]MS PowerPoint

Microsoft PowerPoint is another software that is provided by Microsoft 365. This software helps present information in a professional manner and can also be fun and creative. You can input information on various slides and make it more attentive based on your audience. For example, you can attach animations to information boxes for them to appear in a unique manner. This can be beneficial when presenting information to others as it can be more interactive and entertaining. As well as that Microsoft PowerPoint also offers ready-to-use templates of various pre-designed content which can save time when creating presentations. [6]

[bookmark: _Toc233746500]MS Excel

Furthermore, Microsoft Excel can be used to create spreadsheets which help manage, analyze and report data. It allows individuals to organise their information, make it easier to understand as well as input calculations and initiate reports using features like formulas, pivot tables, and charts. This can then be used to share information more effectively, for example in financial meetings or project management tasks. Also, automation tools, such as macros, is another beneficial feature in excel as it helps save time by managing repetitive tasks. [7] One thing to note, however, is that Excel can be very sensitive. What I mean by this is that if a formula is entered incorrectly the whole spreadsheet can be affected by this as it is all linked.

[bookmark: _Toc233746501]MS Access

Finally, Microsoft Access. This software is similar to Microsoft Excel where it helps manage, analyze and report data. However, where it differentiates itself is where it produced user-friendly forms for data entry, searching and editing data. Microsoft Access is a lot more technical and can require programming knowledge and digital skills. With this you can create forms, professional-looking reports and make queries e.g. search for a book. Furthermore, Access is useful for monitoring the levels of inventory and stock as well as tracking sales and even storing employee records. Overall, it is good to use for large databases. [8]






[bookmark: _Toc233746502]Task 3b. Office Applications for creating, storing, presenting, and analysing information/data. 

[bookmark: _Toc233746503]IF Function:
Within MS Excel I used the IF function. This function helps highlight specific requests. Please see screenshot below for more information.
This is the MS Excel spreadsheet I implemented the IF function in.






I inserted an extra column to the spreadsheet where I needed to input the IF function.














My IF function will go into this column.

















I want the function to tell me if the company is making more the £500 in total revenue. If it is making more the £500 in total revenue it is a “Good” business and if it is not, then it is a “Bad” business. So, using the IF function I type =IF(“Click the cell that has the amount of total revenue”>500,"Good Business", "Bad Business") in my spreadsheet this formula looks like this: =IF(H2>500,"Good Business", "Bad Business")














Once I click enter the formula should work and the IF function is applied. 


















I then use the corner cross the drag the formula down to apply it to the rest of the column. This then shows me using the IF function which companies are ‘Good’ and which are ‘Bad’ without me having to go through the whole list, one by one.




[bookmark: _Toc233746504]Mail Merge:
Another function I used was Mail Merge. I used this function to create individual named certificates. So rather than typing out each individual name and the product they sold, one by one, I used the excel spreadsheet which I linked to the certificate to then create all the certificates in one go. Again, please see the screenshots below for more information.


This is the certificate template I used to add the mail merge function in.
This is the MS Excel spreadsheet I used to get the information I needed for the certificates.


To apply mail merge to word documents you need to attach an excel spreadsheet to it. You do that by going to your MS Word template, click on ‘Mailings’, ‘Select Recipient’ and ‘Use an Existing List’.












You then click on ‘Insert Merge Field’ and add the relevant fields into the specific sections of the document. For example, I inserted ‘Salesperson’ in the ‘Recipient Name’ section and ‘Product_Name’ in the ‘Program/Project Name’ section.




















Once that is done you can click on ‘Finish & Merge’ and it should generate the same document but multiples times with specific individualized information as per the fields you linked from your spreadsheet.







[bookmark: _Toc233746505]Task 4. Communication and Collaboration applications. 
(Approx. 1000 words)
[bookmark: _Toc233746506]Microsoft Outlook
Outlook is a modern communication software application that is widely used in businesses and organisations. It is part of Microsoft Office 365. 
[image: microsoft outlook new icon logo symbol 60587618 PNG]“With Outlook on your PC, Mac or mobile device, you can:
· Organize email to let you focus on the messages that matter most.
· Manage and share your calendar to schedule meetings with ease.
· Share files from the cloud so recipients always have the latest version.
· Stay connected and productive wherever you are.” [9]

Businesses and organisations can store and organise contacts in different teams and group departments accordingly. A single email can be sent to several individuals, and these recipients can be Carbon Copied (CC). You can also Blind Carbon Copied (BCC), which hides the recipient addresses from each other, ensuring privacy, which is ideal for large recipient lists or when discretion is needed. There are many more features that can be accessed when using Outlook such as linking your calendar to keep yourself updated and organised. Finally, you can set up an email signature which allows you to complete your emails without having to retype as specific signature repeatedly.

Please see below screenshots of how to CC and BCC in Microsoft Outlook.

1) Log in to your Outlook account. Click ‘New email’ to create a new email.



2) Enter all the recipients in the appropriate field where it be ‘To’, CC’ or ‘BCC’.














[bookmark: _Toc233746507]Microsoft Teams
[image: ]A collaboration software that is used widely by businesses and organisations is Microsoft Teams. “Microsoft Teams is the hub for teamwork in Microsoft 365. The Teams service enables instant messaging, audio and video calling, rich online meetings, mobile experiences, and extensive web conferencing capabilities.” [10]

As mentioned above Microsoft Teams is used to make video calls, this is great if you are communicating with individuals and businesses that are not very local to you and face-to-face meetings are difficult to arrange. It also saves time as people can communicate collaboratively from the comfort of their own space. Group meetings can also be arranged and this can even be requested in various calendars so all involved are aware an can be present remotely.

Please see below screenshots of how to arrange meetings in Microsoft Teams.

1) Log in to your Teams account and go into your calendar.











2) Arrange a meeting as normal with title, date, time, a brief message and then select ‘Teams Meeting’ so everyone involved is aware this meeting will be a video call.













3) After pressing ‘Send’ the meeting should appear in everyone’s calendar like a normal meeting and the date and time will be blocked out appropriately.
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