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[bookmark: _Toc1182627684]Task 1 – eCommerce Website Builders / Software Solutions 





· Wix
Wix is a cloud-based website builder that allows individuals and businesses to create professional websites without needing programming or web development skills. It features a drag-and-drop editor that lets users customize pages by adding text, images, videos, online stores, and contact forms. Wix also provides a wide range of templates designed for different industries, making it a practical choice for small businesses, freelancers, restaurants, and online retailers. One of Wix's main advantages is its simplicity. Users can quickly design and publish a website through its visual editor, while built-in tools assist with search engine , marketing, blogging, appointment scheduling, and online payments.[1] 
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· Shopify
Shopify is a specialized eCommerce platform created mainly for businesses that sell products online. Unlike general website builders, Shopify concentrates on helping organizations manage online stores, process payments, track inventory, and handle customer orders efficiently. It offers professionally designed themes, secure payment processing, and integration with multiple sales channels, including social media and online marketplaces. A key strength of Shopify is its extensive eCommerce functionality. Businesses can manage products, monitor inventory levels, calculate shipping costs, process customer orders, and analyse sales performance using built-in reporting tools. Despite its advantages, Shopify requires a monthly subscription, and some advanced features are only available through higher-tier plans or paid apps. Users may also need some technical knowledge to customise features beyond the standard templates. [2]
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· Comparison 
Both Wix and Shopify are well-known website-building platforms that help businesses establish an online presence. Wix is particularly well-suited for individuals and small businesses looking for an easy platform to create both informational and eCommerce websites. In contrast, Shopify is specifically built for online retail and provides more advanced tools for managing products, payments, inventory, and customer orders. For businesses whose main goal is selling products online, Shopify generally delivers stronger eCommerce capabilities and greater scalability. Therefore, while Wix is an excellent option for simple websites and small online stores, Shopify is often the preferred choice for businesses anticipating substantial growth in online sales.[1][2]



[bookmark: _Toc1822880764]Task 2-  Mind-map of contemporary software applications

Mind mapping is a useful business tool that aids planning, teamwork, and problem-solving. Its visual design allows organisations to manage information effectively, improve cooperation, and make well-informed choices. As businesses continue to embrace digital tools, online mind mapping platforms like MindMeister offer extra advantages through real-time collaboration and cloud-based access, making them well suited for today’s workplace environments.[3]
[image: ]


· [bookmark: _Toc1373706649]Mind Mapping and Its Benefits

Mind mapping is a visual method used to organise information, ideas, and concepts around a central topic. A mind map begins with a main idea placed at the centre, and from there, related topics branch out in a structured and logical way. This approach helps users see how ideas connect, making it easier to analyse information, generate new thoughts, and solve problems. Mind mapping is commonly used in education and business because it presents complex material in a simple and visually engaging form[3], [4]
in bussiness mind mapping serves as a practical tool for planning, brainstorming, and making decisions. Companies rely on mind maps to organise projects, design business strategies, set goals, and assign tasks among team members. By displaying information visually, mind maps help employees understand workflows more and planning sessions.[4]







· [bookmark: _Toc797348159]Mind Map for Business Operations

The use of mind mapping offers several benefits for businesses. First, it boosts creativity by allowing individuals and teams to explore ideas freely and discover new possibilities. Second, it strengthens communication because information is shown in a clear, organised way that everyone can follow. Mind maps also raise productivity by breaking down complex projects into smaller, manageable parts, enabling teams to concentrate on specific tasks while keeping the overall goal in view. Moreover, they support better decision-making by helping managers assess information, compare options, and notice relationships between different elements of a project.[3], [4].
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This is a mind map I’ve created using MindMeister, to represent contemporary software applications used to support daily business operations. The central topic focuses on business software applications, with different branches representing office applications, eCommerce solutions, cloud storage systems, collaboration platforms and communication tools. These software applications support organisations by improving productivity, communication, teamwork, data management, and overall business efficiency. This mind map is to show how easy it is to distinguish between branches and to have a clearer view of wide concepts that we can understand more visually.














[bookmark: _Toc591266293]Task 3-  Office Applications for creating, storing, presenting, and analyzing information/data





· [bookmark: _Toc342724011]Microsoft Word – Features, Benefits, and Limitations

Microsoft Word is a word processing program developed by Microsoft as part of the Microsoft 365 Office suite. It is among the most widely used applications in businesses, educational institutions, and government organisations for creating, editing, formatting, and sharing professional documents. With Microsoft Word, users can produce a wide range of materials such as business reports, letters, meeting agendas, proposals, manuals, and contracts.[5]
A key feature of Microsoft Word is its broad set of formatting tools, which let users adjust fonts, paragraph styles, page layouts, tables, images, and charts to create polished documents. The program also includes built-in spelling and grammar checking, autocorrect, templates, and design themes that enhance both the quality and appearance of documents while saving time in their creation. Another notable feature is Mail Merge, which enables users to create personalised letters, labels, certificates, or emails by combining a template with data stored in a database or spreadsheet. Microsoft Word also supports comments and Track Changes, allowing several users to review, edit, and provide feedback on documents together. [5]    Microsoft Word offers many benefits for business operations. It boosts productivity by simplifying document creation through templates and automated formatting tools. The software encourages collaboration by letting multiple users edit documents in real time through Microsoft OneDrive or SharePoint, making teamwork more efficient regardless of location. Businesses also gain from its compatibility with other Microsoft Office applications, allowing data to be easily imported from Excel or integrated into PowerPoint presentations. Moreover, Word helps organisations maintain professional standards by ensuring documents are consistent, well-formatted, and easy to read. [5]
However, Microsoft Word does have some limitations. Advanced functions such as document automation and collaboration may require a Microsoft 365 subscription and internet access. Large documents with many images or complex formatting can become slow to edit on lower-performance computers. In addition, users unfamiliar with the program may need training to fully use advanced features like Mail Merge, styles, references, and templates.[5]
Overall, Microsoft Word remains a vital office tool for modern businesses because it combines strong document creation capabilities with collaboration features that improve communication, efficiency, and the production of professional documents.[5]
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· [bookmark: _Toc1947953103]Microsoft PowerPoint – Features, Benefits, and Limitations

Microsoft PowerPoint is a presentation software developed by Microsoft and included in the Microsoft 365 Office suite. It is widely used by businesses, educational institutions, and organisations to create professional presentations for meetings, training sessions, sales pitches, conferences, and project updates. PowerPoint helps users communicate information effectively by combining text, images, charts, tables, videos, animations, and audio into visually engaging slides. [6]
A key feature of Microsoft PowerPoint is its broad selection of professionally designed templates and themes, which let users produce appealing presentations quickly. The software provides tools for inserting SmartArt graphics, charts, diagrams, icons, images, videos, and animations to improve the visual quality of slides. PowerPoint also includes Presenter View, allowing presenters to see their notes, manage slide timing, and control the presentation more easily while the audience views only the slides. In addition, collaboration tools let multiple users edit a presentation at the same time through Microsoft OneDrive, which makes teamwork smoother.[6]
Microsoft PowerPoint offers several benefits for business operations. It strengthens communication by presenting complex information in a clear, organised, and visually appealing way. Businesses use PowerPoint to deliver project proposals, financial reports, employee training, marketing strategies, and business plans, helping audiences grasp important details more easily. The software also saves time through reusable templates and integrates well with other Microsoft Office programs, allowing users to import charts from Excel and content from Word files. Moreover, PowerPoint supports both in-person and virtual presentations, making it a practical communication tool in today’s hybrid work environment. [6]
Despite its many strengths, Microsoft PowerPoint has certain limitations. Presentations with too much text, animation, or multimedia can be hard for audiences to follow and may reduce engagement. The software also depends greatly on the presenter’s communication skills, since poorly delivered presentations can lessen their impact regardless of slide quality. In addition, some advanced design options require users to have prior experience with the program, and presentations containing large media files may need more storage space and stronger computer performance.[6] 
Overall, Microsoft PowerPoint remains an essential business tool that helps organisations present information professionally, improve communication, and support collaboration. Its mix of multimedia tools, design options, and cloud-based sharing makes it one of the most widely used presentation programs in modern workplaces. [6]
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· [bookmark: _Toc489935032]Microsoft Excel – Features, Benefits, and Limitations

Microsoft Excel is a spreadsheet program created by Microsoft as part of the Microsoft 365 Office suite. It is widely used by businesses, educational institutions, and organisations to organise, calculate, analyse, and present data. Excel allows users to handle large amounts of information efficiently, making it a vital tool for financial management, budgeting, inventory control, data analysis, and business reporting.[7]
A key feature of Microsoft Excel is its capacity to perform calculations through built-in formulas and functions. Users can apply functions such as IF, VLOOKUP, SUM, AVERAGE, and COUNT to automate calculations and analyse data with accuracy. Excel also includes tools like Pivot Tables, charts, conditional formatting, and Goal Seek, which let users summarise information, detect trends, and create visual displays of data. Moreover, Excel supports sorting, filtering, and data validation, helping users organise information and minimise errors. The software integrates smoothly with other Microsoft Office programs, making it simple to import or export data between them.[7]
Microsoft Excel provides many advantages for business operations. It increases productivity by automating repetitive calculations and cutting down the time needed to process large datasets. Businesses rely on Excel to prepare budgets, monitor sales performance, manage employee records, track inventory, and produce financial reports. The software supports informed decision-making by offering analytical tools that help managers identify patterns, forecast future performance, and assess business outcomes. In addition, Excel’s cloud-based collaboration options let multiple users access and edit spreadsheets in real time through Microsoft OneDrive, which strengthens teamwork and communication.[7]
However, despite its many strengths, Microsoft Excel also has some drawbacks. Large or complex spreadsheets can become hard to manage and may raise the risk of mistakes if formulas are entered incorrectly. Users with limited Excel knowledge might find advanced functions and data analysis tools difficult to use without proper training. Also, Excel is not intended to replace a database management system, which makes it less effective for storing and handling very large volumes of structured data.[7]
Overall, Microsoft Excel remains one of the most valuable office applications for modern businesses. Its strong calculation, data analysis, and reporting features allow organisations to improve efficiency, support decision-making, and manage business information effectively. Its flexibility and integration with other Microsoft Office applications make it an essential tool for both everyday administrative work and complex business analysis.[7]
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· [bookmark: _Toc231985434]Microsoft Access – Features, Benefits, and Limitations

Microsoft Access is a database management system developed by Microsoft and included in certain versions of the Microsoft Office suite. It is designed to help organisations store, organise, manage, and retrieve large amounts of structured information efficiently. Unlike Microsoft Excel, which is mainly used for calculations and data analysis, Microsoft Access focuses on building databases that let users manage related information through tables, queries, forms, and reports.[8]
One of the main features of Microsoft Access is its ability to create and manage relational databases. Users can store information in tables and set up relationships between different sets of data, such as linking customer details with orders or employee records with department data. Access also includes queries that allow users to search, filter, and analyse specific information from databases. Forms are another significant feature because they offer a user-friendly interface for entering and updating data, while reports help organisations present database information in a structured and professional way. In addition, Access supports automation through macros and Visual Basic for Applications (VBA), which lets users handle repetitive tasks more efficiently.[8]
Microsoft Access offers several advantages for business operations. It improves data organisation by allowing businesses to keep large amounts of information in a structured format instead of using multiple separate files. Organisations can use Access databases to manage customer records, employee details, inventory systems, and sales data. The software also improves accuracy by reducing duplicate entries and maintaining relationships between various data sets. Access supports better decision-making by enabling users to generate reports and analyse stored information quickly. It can also be integrated with other Microsoft Office applications, allowing data to be imported from Excel or exported for further analysis.[8],[9]
However, Microsoft Access does have some limitations. It is not suitable for very large organisations that need advanced database systems capable of handling millions of records or many simultaneous users. Enterprise-level database management systems may provide greater scalability, security, and performance. Moreover, users need some understanding of database concepts such as tables, relationships, and queries, which can make it challenging for beginners.[8]
Overall, Microsoft Access is a practical database solution for small and medium-sized businesses that require an organised way to store and manage information. Its ability to create databases, produce reports, and automate processes makes it a valuable tool for improving data management and supporting business operations.[8],[9]
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· [bookmark: _Toc1332516430]Feature Testing – IF Function

The IF function in Microsoft Excel is a logical function used to make decisions based on specific conditions. It checks whether a condition is true or false and returns a different result depending on the outcome. Businesses commonly use the IF function to evaluate data, such as determining whether sales targets have been achieved, identifying employee performance levels, or categorising information automatically.[7]
To test the IF function, I created a simple Microsoft Excel spreadsheet containing employee names and their monthly sales figures. I then used the IF function to determine whether each employee had achieved the sales target. If the sales value was greater than or equal to the target, the formula returned "Target Achieved"; otherwise, it returned "Target Not Achieved."
This feature demonstrated how Excel can automatically evaluate data based on specific conditions without requiring manual calculations. The IF function helps businesses save time, reduce human error, and make quick decisions when analysing employee performance, sales results, or other business data.
To use this feature I created an example table:
[image: ] 

· You need to select where to write your formula results, in this case I choose D column, so I'm starting from D2.

[image: ]
· When this pops up you add your formula, each numbers and columns have to be in the right spaces for the formula to work.
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· Here you can see the full formula for this case.

[image: ]
· Once you enter the formula you can copy it using the plus bottom at the end in the right corner, to paste it on the other columns.









· [bookmark: _Toc874899129]Feature Testing – VLOOKUP

The VLOOKUP (Vertical Lookup) function in Microsoft Excel is used to search for specific information in a table and return a related value from another column. It is useful for managing and retrieving data from large datasets, such as finding employee details using an ID number, retrieving product prices, or matching customer information. VLOOKUP helps businesses save time by reducing the need to manually search through large amounts of data.[7]
To test the VLOOKUP function, I created a spreadsheet containing employee IDs, names, departments, and salaries. I then used the VLOOKUP function to search for an employee ID and automatically return the corresponding employee information from the table.
This activity demonstrated how VLOOKUP can quickly retrieve information from large datasets without manually searching through rows of data. In a business environment, this feature is useful for finding employee records, product information, customer details, or inventory data efficiently, improving productivity and reducing the likelihood of errors.

To use this feature I created an example table:
[image: ]
· You need to select where to write your formula results, in this case I choose E column, so I’m starting from E2.
[image: ]
· When this pops up you add your formula, each numbers and column have to be in the right spaces for the formula to work

[image: ]
· You will just need to add it.

[image: ]
· Here you can see the entire formula, I had to add the dollar sign ($) to lock up the table.

[image: ]
· Once you enter the formula you can copy it using the plus bottom at the end in the right corner, to paste it on the other columns.






[bookmark: _Toc655114705]Task 4. Communication and Collaboration applications

· [bookmark: _Toc868094926]Communication Applications – Features, Summary
Microsoft Teams is a communication and collaboration platform created by Microsoft that allows organisations to exchange information, communicate, and work together remotely. It is commonly used in modern workplaces to support internal communication, virtual meetings, and teamwork among employees. Microsoft Teams combines instant messaging, audio and video conferencing, file sharing, and integration with other Microsoft 365 applications within a single platform.[10], [11]
 One of its key features is instant messaging, which enables employees to communicate quickly through individual or group chats. This reduces dependence on traditional email and allows faster information sharing. Another significant feature is video conferencing, which enables organisations to hold online meetings, presentations, and training sessions regardless of where employees are located. Functions such as screen sharing, meeting recording, and virtual backgrounds help make online communication more effective.[10]
 Microsoft Teams also supports file sharing and collaboration through integration with applications like Microsoft Word, Excel, PowerPoint, and OneDrive. Employees can access, edit, and share documents directly within Teams channels, which improves workflow efficiency and reduces the need to send multiple file versions. The platform further allows the creation of teams and channels so that organisations can structure discussions by departments, projects, or specific tasks.[11]
 Using Microsoft Teams offers several advantages for businesses. It improves communication by enabling employees to connect instantly and collaborate across different locations. It also supports remote and hybrid work environments by providing the necessary tools for effective communication outside traditional offices. In addition, integration with Microsoft 365 applications increases productivity by letting users access various workplace tools from one platform. [10], [11]
However, Microsoft Teams also presents certain challenges. New users might need training to become familiar with its many features and settings. Moreover, effective use of Teams relies on a stable internet connection, and organisations may require suitable subscription plans to access advanced functions. Overall, Microsoft Teams serves as an efficient business communication solution that strengthens workplace connectivity, supports remote collaboration, and improves productivity in modern organisations.[10]
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· [bookmark: _Toc1434416526]Collaboration Applications – Features and Summary

Google Docs is an online collaboration tool created by Google that lets users create, edit, store, and share documents through a cloud-based system. It is commonly used by businesses, schools, and teams that need to work together on documents in real time. Unlike traditional word processors, Google Docs allows several users to work on the same document at once, even from different places. One of its main strengths is real-time collaboration, letting users edit together while changes are saved automatically. Users can also add comments, suggest edits, and exchange feedback within the document, which makes teamwork smoother. Another useful feature is its integration with Google Drive, giving users access to their documents from any device without having to move files manually.[12]
Google Docs offers many advantages for organisations. It supports teamwork by allowing employees to work together on reports, proposals, meeting notes, and project files at the same time. The automatic saving function reduces the chance of losing work, and the version history option lets users review earlier edits and restore previous versions when needed. It also improves accessibility since documents can be opened from any device with an internet connection.[12]
However, Google Docs does have some drawbacks. Some advanced formatting and layout tools found in Microsoft Word are not as developed in Google Docs. Also, users need an internet connection for full use, though offline editing is possible with the right settings. Overall, Google Docs remains a practical and reliable collaboration platform for modern organisations, supporting real-time teamwork, better document management, and efficient cooperation regardless of location.[12]
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· [bookmark: _Toc1596787505]Feature Testing – Communication Application
To test the communication features of Microsoft Teams, I created a new team called "Business Project Team." During this activity, I selected the option to create a team, gave it a name, and added a short description. After the team was created, I accessed the default General channel and sent a welcome message to demonstrate how team members can communicate within the platform.
This feature shows how Microsoft Teams helps organisations organise communication by creating dedicated spaces for different departments, projects, or work groups. Creating separate teams improves collaboration, keeps conversations organised, and allows employees to share files, hold meetings, and exchange information in one central location.
[image: ]
· This is the home page of microsoft teams
[image: ]   
· In the top right corner you find the option to join and create a team

 [image: ]  
· Is very easy to create a team, once you do that you can add the people you need in the team , choose to make it private or public and also name the team chat.
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· Just like that you have a team chat, you can also see some of the other functions, for example the calling button (Meet now) or the Post in channel, to send a message just like I did above.
· [bookmark: _Toc295995142]Feature Testing – Collaboration Application

To test the collaboration features of Google Docs, I created a new document and used the Share option to enable collaboration. I also added a comment to the document to demonstrate how users can provide feedback without changing the original content. The document was automatically saved to Google Drive while the changes were made.
This activity demonstrates how Google Docs supports real-time collaboration by allowing multiple users to work on the same document simultaneously. Features such as automatic saving, commenting, and document sharing improve teamwork, reduce version-control problems, and make it easier for employees to collaborate regardless of their location.

· To use the real-time collaboration feature, after you start a new document, you share it with the other person you wish to work with
[image: ]

[image: ]

·    Here I share it with someone else and made sure they will be able to edit it
  [image: ]
· Once the other person start to Edit it you will notice their name coming our from the document, this to show that the other person is working right now in the same document with you.
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