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[bookmark: _Toc212037696]Introduction
In this assignment I’ve gone through the benefits and understandings of each and tried to simplify and kind of introduce each of these websites for someone who doesn’t know about it. 
[bookmark: _Toc212037697]Task 1. e-Commerce Website builders or software solutions
[bookmark: _Toc212037698]1.1 WooCommerce
Learn how to transform your WordPress website into a complete online store with this practical guide to WooCommerce. This book offers a step-by-step, easy-to-follow approach to building an e-commerce site using WordPress and the WooCommerce plugin, designed for users who want to add online selling capabilities to their existing websites.
Building an online store no longer needs to be complicated. WooCommerce, developed following WordPress best practices, provides a powerful, reliable, and user-friendly platform. With this guide, you’ll be able to set up your own web shop quickly—often within a few hours.
The book starts with installing WooCommerce and exploring its settings. You’ll learn how to create and add both simple and complex products, configure various payment and shipping methods, and manage your store efficiently. It also shows you how to monitor sales, reviews, stock levels, and overall store performance directly from the WordPress dashboard.
In addition, you will discover how to process orders, generate reports, and enhance your store’s functionality with additional plugins. The guide also helps you select and customize WooCommerce themes to give your store a professional look.
Key skills covered include installing and configuring WooCommerce, applying taxes, changing or creating themes, processing sales orders, creating downloadable products, and managing product variations.
This book is ideal for WordPress users looking to add e-commerce features and for web design agencies working with WordPress. Basic knowledge of PHP and WordPress is recommended to get the most out of this guide. [1]

[bookmark: _Toc212037699]1.2 Wix 
With the rise of online learning due to the Covid-19 pandemic, web design and development have become valuable skills for creating effective educational tools. This paper offers a simple approach to putting instructional content online using Wix, a free and easy-to-use website builder. These skills can also be applied to creating websites for service learning, organizations, fundraisers, and parent communication. Learners can create websites individually or in groups based on topics they are interested in. [2]

The paper uses the ADDIE Model (Analyse, Design, Develop, Implement, Evaluate) to guide website creation. It starts with analysing the target audience’s needs through surveys to understand what visitors want and expect. This helps design user-friendly websites that make information easy to find on any device, building visitor confidence and meeting their needs.

Next, goals are set and rewritten as clear objectives, often using Bloom’s Taxonomy to organize learning into categories like knowledge and skills. This helps ensure the website supports deeper learning beyond memorization.

During implementation, a quality checklist measures how well the website meets these goals, setting standards like 80% accuracy. Everything added text, images, video must align with the objectives, and post-launch evaluations ensure the site continues to meet these goals.

The paper also discusses using standards from the International Society for Technology in Education to guide website design, focusing on skills like creativity, digital citizenship, and collaboration.

To plan the website, storyboarding is recommended. This visual outline shows the site’s content and navigation structure, helping save time and keeping navigation consistent and simple. Keeping menu labels short reduces confusion and helps users find information quickly.

Creating websites connects learning to the real world and builds skills for lifelong learning and future research, making it an engaging and practical educational activity. [3]

[bookmark: _Toc212037700]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc212037701]Mind mapping and explain the benefits of using mind mapping in business operations
Mind mapping is sort of a plan to make it easier to understand your tasks and kind of show a relationship between ideas the purpose of mind mapping is to help organize and structure some kind of connections between ideas. Software systems have been a major area of focus within software solutions since the field emerged in around mid 1990. In the early stages, the discipline adopted a more subjective approach treating methodology as a reusable, abstract representation of any system. This perspective supported a complete understanding of system development and contributed to building more accurate models by improving the sophistication of software design process. This includes recognizing the significance of architecture design and decisions, their impact on system qualities, and the value of architectural information as the basis for a deeper understanding of software. The continued success and increasing demands on software solutions has led to unprecedented levels of complexity, shaped largely by these evolving challenges. [1]


Digital mind mapping is an effective technique that enhances productivity by helping users generate, organize and analyse ideas as well as structure and retrieve information more efficiency. Educators and learners can utilize various software tools to create digital mind maps that support teaching and learning processes. Different types of software used for digital mind map creations; outline the steps involved in developing a mind map using these tools; and present an overview of the benefits and practical value of mind mapping software. [2] The study is based on a review of existing literature, including articles  from leading journals, conference proceedings, and online sources. The first section introduces the concept of digital mind mapping software. The second section offers a brief discussion of different tools available for creating digital mind maps. The third section discusses  the prosses of creating digital mind maps with these tools. The final section highlights the advantages and practical uses of digital  mind mapping solutions. The study shows that digital mind mapping tools can be effectively used by institution, teachers and students to simplify information and enhance understanding. It empathizes that these tools allow learners to actively participate in the learning process by creating their own digital mind maps. It also notes that digital mind mapping software can serve as an effective brainstorming tool for visually organize ideas. Overall, the paper is valuable for educators and students across various educational levels for teaching, learning etc. [3]

b. [bookmark: _Toc212037702]Create a mind map of contemporary software applications
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[bookmark: _Toc212037703]Task 3. Office Applications
0. [bookmark: _Toc212037704]Four office software solutions for business operations
[bookmark: _Toc212037705]MS Word
Microsoft Word is among the most popular word processing software globally. Created by Microsoft as part of the Microsoft Office suite, it is designed to enable users to efficiently create, edit, format, and manage text documents. Since its launch, Microsoft Word has become a vital resource in education, business, research, and personal use due to its flexibility, user-friendliness, and robust features. [4]

One key advantage of Microsoft Word is its intuitive interface, which allows users of all skill levels to produce professional-quality documents with minimal training. The program includes various built-in templates for letters, reports, resumes, and academic papers, helping users save time and maintain consistent formatting. These templates are particularly helpful for students and professionals who need to follow specific formatting guidelines.

Microsoft Word also offers advanced formatting and editing tools that improve document quality. Users can customize fonts, styles, spacing, and page layouts to enhance readability and visual appeal. Features like spell check, grammar check, and a thesaurus help ensure writing accuracy and polish, minimizing errors and enhancing communication. Tools such as track changes and comments facilitate collaboration by enabling multiple users to review and edit documents while clearly tracking revisions.

Another major benefit is Word’s seamless integration with other Microsoft Office applications and cloud services. Users can easily embed Excel tables, PowerPoint slides, and other data into their documents. Integration with Microsoft OneDrive allows secure cloud storage, access from various devices, and real-time collaboration—valuable for remote learning and teamwork in professional settings.

Microsoft Word also supports advanced document management features like automatic table of contents creation, citations, footnotes, and reference management. These tools are especially useful for academic writing and research, helping organize long documents and maintain proper referencing. The application supports multiple file formats, including PDF, ensuring compatibility across platforms. [5]

Additionally, Microsoft Word boosts productivity through automation features like macros, styles, and keyboard shortcuts. These capabilities help users perform repetitive tasks efficiently and maintain consistent formatting throughout their documents. Accessibility features such as text-to-speech, screen reader support, and dictation tools make Word inclusive for users with diverse needs.

In summary, Microsoft Word is a powerful, reliable word processing tool that combines ease of use, advanced editing and formatting options, collaboration support, and integration with other software. Its versatility across educational, professional, and personal contexts makes it an essential application for producing high-quality documents and enhancing productivity in today’s digital world [6]
[bookmark: _Toc212037706]MS PowerPoint
Contrary to common belief, MS PowerPoint (PPT) is less a tool for optimizing presentations themselves and more a tool for streamlining the process of creating presentations. This distinction has often been overlooked but is important from a pedagogical perspective: the former focuses on the impact of the presentation (its educational value for students) and the usability for the presenter (expressive value for educators), while the latter centers on production efficiency. Since PPT is widely used in educational settings such as lectures, we explore whether—and how—PPT can be enhanced to directly benefit students. In this paper, we argue that PPT documents enriched with content features hold pedagogical value for both creators and viewers, as these semantic enhancements provide additional benefits. Our case is supported by the development of such content features within the CPoint system (notably CPointStudent), which transforms PPT into a "Semantic PowerPoint. [7].  This study aimed to examine the effectiveness of audio–visual synchrony in podcasting and its potential educational advantages. In this context, ‘synchrony’ refers to the simultaneous playback of audio and video streams, where slide transitions occur at points selected by the lecturer within the audio commentary. Lecture recording software developers (such as ProfCast) claim that synchronizing images and audio enhances the learning experience. However, there is currently no empirical evidence in the literature to substantiate this claim.
In our research, 90 participants were divided into two groups and attended two electronic lectures (e-lectures) on different topics, neither of which they had prior knowledge of. Each group experienced one topic in a “synchronous” format (combined audio and slides) and the other topic in a “separate” format (PowerPoint slides and audio presented independently). Thus, all participants encountered both synchronous and separate presentation styles. Afterwards, they completed a multiple-choice questionnaire assessing five levels of Bloom’s taxonomy.
The results indicated no difference in innate ability between the groups. However, as hypothesized, test scores were significantly higher when participants viewed the synchronous e-lecture, with improved performance evident in three of the five Bloom’s taxonomy levels. Additionally, qualitative survey responses showed a preference for synchronous over asynchronous delivery. Despite recognizing the benefits of electronic formats, most participants still favored traditional lectures over electronic ones.
Despite this conservative leaning, the paper further explores the potential advantages of podcasting using synchronized PowerPoint and audio presentations.  [8]. Our goal is to take a closer look at four important topics that educators and business seminar presenters should consider. We aim to shed light on some subtle but significant issues related to the widespread use of PowerPoint. To do this, we draw on a broad range of scholarly research from various fields, as well as insights from business journals and online newsletters.
We focus on four interconnected areas. First, we review academic studies that assess the effectiveness of PowerPoint. Second, we examine how PowerPoint presentations influence the dynamics within teaching environments and the overall relationship between the presenter and the audience. Third, we analyze key cultural aspects associated with PowerPoint technology. Lastly, we discuss issues related to visual, oral, and written communication in the context of PowerPoint.
Our aim is to provide a balanced perspective that tempers the common enthusiasm for PowerPoint without falling into an automatic rejection of technology. We want to foster a clearer understanding of whether PowerPoint truly serves as a valuable and efficient educational tool, emphasizing that it is not an unmatched means of achieving pedagogical excellence. We also highlight the need for alternative ways of engaging attention that do not simply reinforce PowerPoint’s dominance. [9]




[bookmark: _Toc212037707]MS Excel
Microsoft Excel is a robust spreadsheet program developed by Microsoft, widely used for organizing, analysing, and visualizing data across many fields such as education, business, finance, engineering, and research. As part of the Microsoft Office suite, Excel helps users efficiently handle large amounts of data, perform calculations, and derive meaningful insights through its diverse tools and functions.
A key advantage of Excel is its ability to systematically organize and manage data. Its grid layout of rows and columns allows users to store, categorize, and manipulate data in an orderly way. This structure makes sorting, filtering, and searching data straightforward, which is especially helpful when working with large datasets. Students, professionals, and researchers depend on Excel to keep accurate records and complete data-driven tasks efficiently. [10]
Excel also provides powerful calculation and data analysis features. It includes a wide range of built-in formulas and functions—mathematical, statistical, financial, and logical—that let users perform complex calculations quickly and precisely. Tools like PivotTables enable users to summarize, analyse, and explore data from multiple angles without needing advanced programming knowledge. These features aid informed decision-making and problem-solving in both academic and professional settings.
Another important benefit of Excel is its data visualization capabilities. It offers numerous chart types—such as bar charts, line graphs, pie charts, and scatter plots—that help users present data visually. Visual charts make it easier to spot patterns, trends, and relationships within the data, enhancing understanding and communication. This is especially useful for reports, presentations, and business analysis. [11]
Excel also boosts productivity and automation through features like macros and Visual Basic for Applications (VBA). These tools allow users to automate repetitive tasks, reduce manual work, and minimize errors. Moreover, Excel supports collaboration with cloud integration via Microsoft OneDrive and SharePoint, letting multiple users access, edit, and share spreadsheets in real time—a valuable feature for teamwork, remote work, and group projects.
Additionally, Excel is compatible with many other software applications and supports multiple file formats, facilitating easy data import and export. It integrates seamlessly with other Microsoft Office programs such as Word and PowerPoint, making it simple to include data and charts in documents and presentations. Excel also offers strong security options, including password protection and access control, to maintain data integrity and confidentiality.
In summary, Microsoft Excel is a versatile and essential tool for managing, analysing, and visualizing data. Its capabilities in organizing data, performing complex calculations, automating tasks, and supporting collaboration make it indispensable across various fields. By enhancing efficiency, accuracy, and decision-making, Excel remains vital in today’s data-driven world. [12]



[bookmark: _Toc212037708]MS Access

Microsoft Access is a relational database management system (RDBMS) developed by Microsoft as part of the Microsoft 365 suite. It is designed to help users create, manage, and manipulate databases efficiently, allowing organizations, educational institutions, and individuals to store and analyse large amounts of structured data. Access combines the graphical interface of a desktop application with the power of a relational database, making it accessible to both beginners and advanced users.

One of the primary advantages of Microsoft Access is its ability to manage structured data effectively. Users can create tables to store data in rows and columns, define relationships between tables, and enforce data integrity through primary keys and constraints. This relational structure allows users to minimize redundancy, maintain accurate records, and easily retrieve specific information using queries. For businesses and researchers dealing with large datasets, Access provides a reliable platform for organizing and maintaining complex information.

Another significant benefit of Microsoft Access is its querying and reporting capabilities. Users can create queries using either the graphical Query Design tool or SQL statements to filter, sort, and analyse data according to specific requirements. This allows for efficient decision-making, as users can extract meaningful insights from raw data. Access also provides built-in reporting tools, enabling the generation of formatted reports that summarize data, highlight trends, and facilitate presentations to management, clients, or stakeholders.

Microsoft Access supports forms and user-friendly interfaces, making data entry and interaction simpler and more efficient. Users can design customized forms for inputting, updating, or viewing data without directly interacting with the underlying tables. This reduces errors, enhances consistency, and improves productivity. Forms can also include validation rules, dropdowns, and automated actions, further streamlining data management tasks.

Integration and automation are additional strengths of Microsoft Access. It works seamlessly with other Microsoft Office applications such as Excel, Word, and Outlook, allowing users to import, export, and share data effortlessly. Access also supports macros and Visual Basic for Applications (VBA), enabling users to automate repetitive tasks, perform complex calculations, and implement custom business logic. These automation features save time, reduce errors, and increase efficiency in managing data-driven processes.

Furthermore, Microsoft Access provides security and multi-user capabilities, making it suitable for collaborative environments. Administrators can set permissions to control user access to specific tables, queries, or reports, ensuring sensitive information remains protected. While Access is primarily used as a desktop database, it can also serve as a front-end interface for larger SQL Server databases, enabling scalability for enterprise-level applications.

In conclusion, Microsoft Access is a versatile database management system that offers efficient data storage, querying, reporting, and user interface capabilities. Its integration with other Microsoft Office applications, support for automation, and security features make it a powerful tool for businesses, educational institutions, and individual users. By enabling structured data management and simplifying complex database operations, Microsoft Access contributes significantly to informed decision-making, productivity, and data-driven workflows. [16]
0. [bookmark: _Toc212037709]Practical demonstration of Two Office Features

[bookmark: _Toc212037710]Mail Merge
[image: A screenshot of a computer

AI-generated content may be incorrect.]
Step 1: Prepare the Data Source
Create a list of recipients in Excel with columns for names, addresses, or other details.

Step 2: Create the Main Document
In Word, write your letter or email template, inserting placeholders (merge fields) where personalized information will appear.

Step 3: Link Data Source to Document
Use the Mail Merge Wizard in Word to connect the Excel file to your document.

Step 4: Insert Merge Fields
Place fields like FirstName or Address in the document where personalized data should be inserted.

Step 5: Preview and Complete Merge
Check how each document looks with actual data, then finish the merge to generate individual letters or emails.
[bookmark: _Toc212037711]If Statement
[image: A screenshot of a spreadsheet
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If yes (true) 
If no (False)
I’ve uploaded an example.

[bookmark: _Toc212037712]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc212037713]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc212037714]MS Outlook
Microsoft Outlook is a widely used personal information manager and email application developed by Microsoft as part of the Microsoft Office suite. Primarily known as an email client, Outlook also integrates calendar, task management, contact management, note-taking, and journal functionalities, making it a comprehensive tool for personal and professional communication and organization. Its versatility and efficiency have made it a standard application in businesses, educational institutions, and personal use worldwide.
One of the primary benefits of Microsoft Outlook is its efficient email management system. Users can send, receive, and organize emails with ease, leveraging features such as folders, categories, and flags to prioritize and track important messages. Outlook’s robust search functionality allows users to quickly find specific emails, contacts, or attachments, even within large inboxes. Features like rules and filters automate email sorting and organization, significantly improving productivity and reducing the risk of missing important communications.
Another significant advantage of Outlook is its calendar and scheduling capabilities. Users can create appointments, set reminders, and schedule meetings with colleagues or clients. Outlook allows users to view multiple calendars simultaneously, making it easier to coordinate schedules across teams. Meeting invitations, RSVPs, and automated reminders streamline communication and reduce scheduling conflicts, which is particularly valuable in professional and educational settings.
Outlook also provides integrated task and contact management, helping users organize their workload and maintain professional networks. Users can create tasks, set deadlines, and track progress, ensuring that responsibilities are managed efficiently. Contact management allows for detailed storage of client, colleague, or student information, which can be easily accessed when needed. This integration of communication, scheduling, and task tracking makes Outlook a comprehensive productivity tool.
Collaboration and integration are other major benefits of Microsoft Outlook. It seamlessly integrates with other Microsoft Office applications such as Word, Excel, and Teams, allowing users to attach files, share documents, or initiate meetings directly from Outlook. Cloud integration via Microsoft 365 enables access from multiple devices and locations, ensuring that users can manage communications and schedules remotely. Real-time updates and shared calendars enhance teamwork and coordination, particularly in organizations with distributed teams.
Security and reliability are also key strengths of Outlook. Features such as encryption, spam filtering, and malware protection help safeguard sensitive information and maintain professional communication standards. Backup and recovery options ensure data integrity, reducing the risk of loss due to technical issues. Additionally, Outlook supports customization and automation through rules, templates, and add-ins, enabling users to tailor the application to their specific workflow needs.
In conclusion, Microsoft Outlook is a versatile and powerful tool for managing communication, scheduling, and tasks. Its efficient email management, integrated calendar and task tracking, contact management, collaboration features, and robust security make it invaluable for both personal and professional use. By streamlining communication and enhancing productivity, Microsoft Outlook plays a crucial role in today’s fast-paced, digitally connected environment. [17]

[bookmark: _Toc212037715]MS Teams
Microsoft Teams is a collaboration platform developed by Microsoft as part of the Microsoft 365 suite. It is designed to facilitate communication, collaboration, and project management within organizations, educational institutions, and teams. Teams integrates chat, video conferencing, file sharing, task management, and collaboration tools in a single interface, providing a unified environment for team productivity. Its versatility and accessibility have made it an essential tool in modern workplaces and remote learning environments.
At its core, Microsoft Teams enables efficient communication through multiple channels. Users can send instant messages, create group chats, and participate in threaded conversations, which helps maintain organized and context-rich communication. The platform also supports video and audio calls, including one-on-one meetings or large group conferences. This flexibility allows teams to communicate in real-time or asynchronously, adapting to different work schedules and remote collaboration needs. Features like mentions, notifications, and pinned messages ensure important updates are not missed, streamlining internal communication.
A significant benefit of Microsoft Teams is its integration with Microsoft 365 applications. Users can access Word, Excel, PowerPoint, and OneNote directly within Teams, enabling seamless collaboration on documents without switching between applications. This integration extends to shared calendars, task lists, and email, creating a central hub where team members can coordinate schedules, track progress, and manage projects. Teams also supports third-party app integration, allowing organizations to customize the platform according to their specific workflow requirements.
Collaboration and file management are key strengths of Microsoft Teams. Files can be uploaded, stored, and shared within team channels, with version history and real-time editing capabilities ensuring all team members work on the latest documents. Collaborative tools like shared notebooks, whiteboards, and task boards enhance brainstorming, planning, and project tracking. The combination of messaging, meetings, and file collaboration reduces the need for multiple platforms, improving efficiency and ensuring that all work-related activities are consolidated in one place.
Microsoft Teams also enhances remote work and virtual learning. With cloud-based access, users can join meetings, collaborate on files, and communicate from any location using a computer or mobile device. Breakout rooms, meeting recording, and live captions improve the effectiveness of online sessions, while real-time translation tools support global teams. These features make Teams particularly valuable for organizations with distributed workforces and educational institutions conducting online classes or hybrid learning.
Another advantage of Microsoft Teams is its security and administrative control. Built on Microsoft’s secure cloud infrastructure, Teams provides data encryption, compliance management, and user access controls. IT administrators can manage policies, monitor usage, and ensure sensitive information is protected. This reliability and security make Teams suitable for organizations handling confidential or regulated data.
In conclusion, Microsoft Teams is a versatile platform that enhances communication, collaboration, and productivity. Its integrated tools, file management capabilities, support for remote work, and secure environment make it a valuable asset for organizations, educational institutions, and project teams. By consolidating messaging, meetings, file sharing, and collaboration into a single platform, Teams helps users work more efficiently, improves team coordination, and supports the demands of today’s digital workplace. [18]


b. [bookmark: _Toc212037716]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc212037717]MS Outlook
[image: A screenshot of a computer
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This image shows the Microsoft Outlook web app. On the left is the email folder list (Inbox, Sent, Drafts). The middle shows your emails sorted by date. The right side is where you read the selected email, but none is open right now. The top has buttons for common actions like creating, replying, or deleting emails. It’s a simple layout to help manage your emails easily
[bookmark: _Toc212037718]Ms Teams
[image: A screenshot of a computer

AI-generated content may be incorrect.]
This is a meeting I’ve set up for me and my mates to finish some assignments. It’s a quick and simple way to contact and work with colleagues and friends using Microsoft solutions 
[bookmark: _Toc212037719]Conclusion
For this assignment I’ve tried my best on a tight time frame because of me not knowing about this assignment until late whilst having another 2 important assignments I also lost my template and had to start from the beginning without any citations so this assignment has been a bit stressful so hopefully I can improve until the next one but overall I’m quite happy just that there’s a lot of rooms for improvements but I use it as motivation and a learning point.

[bookmark: _Toc212037720]References
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