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[bookmark: _Toc177477014]Task1:e-Commerce Website builders/software solutions 

[bookmark: _Toc177477015]Website Builder 1 – Shopify 
Shopify is regarded as the top e-commerce platform in 2026. Powering millions of online stores, from startups to large enterprises.
Website design tools 
One of the reasons business owners sign up to Shopify is to build your own online store. Which you can market and sell your own products.
Shopify has a store editor which allows you to create a website quickly.
You can add banners, headers and much more. Using Shopify’s templates to speed up the process. Themes are also available to create a certain aesthetic for your store.
‘Shopify magic’ is a built-in AI tool that can help you write product descriptions and manage content. [1]
Key characteristics 
· Extremely powerful and scalable e–commerce–first solution with the best check-out experience, abandoned cart recovery (even on lower plans), multicurrency/international selling, and POS (point-of-sale) for omnichannel retail.
· Huge app ecosystem (over 6,000+ apps) for almost any need – drop shipping, reviews, email marketing, AR/3D product views, AI tools, etc.
· In 2025-2026, Shopify rolled out 150+ updates including an AI store/theme builder, improved analytics, and stronger support for headless commerce.
· Drag-and-drop builder with hundreds of professional, conversion-focused themes (all mobile responsive)
· Excellent for growth, handles large inventories, high traffic, marketplaces (Amazon, eBay, etc.), and complex operations. [2]
Best for: serious online retailers, drop-shipping businesses, brands planning to scale internationally, or anyone who prioritises sales features over general website design. 
Pricing (2026 typical range): starts around 22 pounds a month for basic e-commerce plans, up to 300 pounds a month for advanced; higher-tier Shopify plus for enterprise.
Main drawbacks: can become expensive with many paid apps; slightly less flexible free-form design compared to general builders.

[bookmark: _Toc177477016]Website Builder 2 – Squarespace 
Squarespace offers one of the most visually stunning and contemporary website-building experiences, with strong built-in e-commerce added to its elegant, design-focused platform.
Squarespace is an all-in-one website builder that helps you build websites, portfolios and online stores with no coding knowledge. It is a user-friendly interface where you can customize templates, manage and create your own content. Squarespace is accessible to both beginners and experienced web designers. 
Some of the best features with Squarespace are…
· Blogging tool: supports multi-author blogging and RSS feeds and enables the scheduling of posts.
· Search engine optimization: the platform includes built-in SEO tools to help your website rank higher in search results.
· Customer support: it offers 24/7 support through online chats and also email.
· Analytics: Squarespace provides comprehensive analytics to track your websites performance, visitor demographics and traffic sources. [3]
Key characteristics 
· Beautiful, modern, professionally-designed templates that look premium right out of the box – ideal when aesthetics and storytelling matter (fashion, art, lifestyle, creative brands).
· Very simple drag-and-drop editor with true editing and excellent mobile responsiveness.
· All-in-one solution: strong blogging, portfolios, scheduling, and marketing tool alongside commerce.
· No transaction fees on most plans (unlike other competitors.
Best for: creative, small-to-medium brands, service based businesses with products, or anyone who wants a site with solid (but not ultra-advanced) e-commerce with out needing many third party apps.

Both platforms are highly contemporary in 2026, mobile first, secure and regularly updated.






[bookmark: _Toc177477017]Task 2: Mind-map of contemporary software applications
[bookmark: _Toc177477018]Task 2a. Describe mind mapping and explain the benefits of using mind mapping in business operations
Solution of task 2a
Description of mind mapping
Mind mapping is a visual technique for organising information. Where ideas are shown from a central concept through branches and sub-branches, illustrating connections in a non-linear format. [4]

Mind mapping was created by Tony Buzan in 1960’s with his first mention of mind mapping aired on the BBC.

This method mimics how the brain processes thoughts, making it easier to capture and structure complex ideas quickly. in business operations, mind mapping offers several key benefits. it enhances productivity by breaking down complex projects into manageable tasks. allowing teams to assign roles efficiently and track progress. [5]


Additionally, it fosters creativity and collaboration, as the visual format encourages brainstorming sessions where team members can see the big picture and contribute ideas freely, leading to innovative solutions and better decision-making. [6]


Finally, mind mapping improves overall efficiency in areas like project management and planning by providing a holistic view of operations, helping businesses identify gaps, save time, recourses and optimise workflow. [7]



	

[bookmark: _Toc177477019]Task 2b. Create a mind map of contemporary software applications that are used to support day-to-to-to-today business/Organisation operations. 
Solution of task 2b
[image: Business Operations Software - MindMeister Mind map - Google Chrome]







[bookmark: _Toc177477020]Task 3. Office Applications for creating, storing, presenting, and analysing information/data 

[bookmark: _Toc177477021]Task 3a. Explain four office software solutions for business operations (MS Word, MS PowerPoint, MS Excel, and MS Access), highlighting their major features, benefits, and limitations (if there are any). You can use some images in addition to text.

[bookmark: _Toc177477022]Microsoft Word
Solution
Microsoft Word is a word processing software primarily used for creating, editing, and formatting text-based documents. It’s a staple in business operations for drafting reports, contracts, letters and other documents.

Major features
· Advanced text formatting tools, including styles, fonts, paragraphs and tables.
· Collaboration features like real-time co-authoring, track changes and comments. 
· Integration with templates, mail merge for personalised bulk documents and add-ins for automation.
· Support for embedding images, charts and hyperlinks. Also, PDF conversion and export options.
· Accessibility tools, such as screen reader compatibility and alt text for images.
Benefits 
· Enhances productivity by allowing quick creation of polished professional documents.
· Facilities team collaboration, making it ideal for remote or distributed work environments.
· Integrates seamlessly with other Microsoft Office tools, enabling data import from Excel or embedding PowerPoint slides. 


Limitations 
· Can become bloated with large files containing heavy media, leading to performance issues on lower-end hardware.
· Not optimised for complex page layouts or graphic design (better suited for tools like Adobe InDesign).
· Subscription-based model (via Microsoft 365) may increase costs over time compared to one-time purchases.

[bookmark: _Toc177477023]MS PowerPoint
Solution 
Microsoft PowerPoint is a presentation software designed for creating slideshows to communicate ideas, data and strategies in business meetings, training sessions or pitches.
Major features 
· Slide-based design with themes, templates and customizable layouts.
· Animations, transitions and multimedia embedding (audio, videos and images).
· Presenter view for notes and navigation during presentations.
· Collaboration tools for shared editing and comments.
· Export options to video, PDF, or web formats. Also, integration with Microsoft Teams for virtual presentations.
Limitations  
· Over-reliance on animations or cluttered slides can distract from the core message.
· Large files with embedded media can slow down downloading or sharing.
· Less effective for in-depth textual analysis or data-heavy reports (better complemented by Word or Excel).




[bookmark: _Toc177477024]MS Excel
Solution
Microsoft Excel is a spreadsheet software used for data organisation, analysis and visualisation. Making it essential for financial modelling, budgeting and reporting in business operations.
Major features 
· Cell-based grid for data entry, with formulas, functions and conditional formatting.
· Advanced tools like pivot tables, charts, graphs and data validation.
· Automation via macros and VBA scripting
· Data import/export from various sources, including databases and web queries.
· Collaboration features with shared workbooks and real-time editing.
Benefits
· Provides powerful tools for numerical analysis, enabling quick calculations and scenario modelling.
· Improves decision-making through data visualisation and trend identification.
· Highly scalable for small to medium datasets, integrating well with other Office apps for comprehensive reporting.
· Reduces errors in repetitive tasks through automation, increasing efficiency.
Limitations 
· Steep learning curve for advanced features like complex formulas or pivot tables.
· Not suitable as a full database for very large datasets (prone to slowdowns or corruption).
· Potential for human error in formulas, which can lead to inaccurate results if not audited correctly.
· Limited in handling unstructured data compared to specialised tools like Power BI. 








[bookmark: _Toc177477025]MS Access
Solution
Microsoft Access is a database management system (DBMS) for creating and managing relational databases, often used in businesses for tracking inventory, customer data or project management.
Major features 
· Table creation for data storage, with relationships and indexing.
· Query tools for data retrieval and manipulation using SQL-like syntax.
· Forms for user-friendly data entry and reports for customizable output.
· Integrations with Excel for data import/export and automation via macros.
· Built-in wizards for quick setup of databases, forms, and reports.
Benefits 
· Enables efficient data organisation and querying without needing advanced programming skills.
· Ideal for small to medium-sized businesses to manage custom databases affordably.
· Supports multi-user access with basic security features like passwords. 
· Integrates with other Microsoft tools, allowing seamless data flow (e.g., exporting reports to Word).
Limitations 
·  Not scalable for large enterprises or high-volume data (better suited for SQL Server or cloud databases like Azure).
· Requires desktop installation, limiting accessibility compared to web-based alternatives.
· Potential security vulnerabilities if not properly configured, especially in shared environments.
· Lacks advanced features like robust transaction logging or cloud syncing in its standard form. 




[bookmark: _Toc177477026]Task 3b - Test Mail merge, IF Function, VLOOKUP, Pivot Table, Goal Seek in MS Excel, and document several screenshots with accompanying description to provide evidence of practical use
[bookmark: _Toc177477027]IF Function
This is a powerful tool that helps you perform logical tests and return different values based on based on the outcome. Specifically it checks whether a condition is met and returns one value if true and another value if false.
[image: ]
[bookmark: _Toc177477028]
Goal Seek
This allows you to determine the input value when you already know the output of a formula
[image: ]
[bookmark: _Toc177477029]VLOOKUP
This is used to find data in a table organized into columns. It allows you to search for a specific value in one column and return a related value from another column in the same row.
[image: ]

[bookmark: _Toc177477030]Pivot Table
Turn your beautiful data report/dashboard into a pivot table. This helps with organisation and separating important data.
[image: ]
[bookmark: _Toc177477031]Task 4. Communication and Collaboration applications 
[bookmark: _Toc177477032]Task 4a. Analyse at least two contemporary Communication (Email and others) and Online Collaboration (SharePoint, MS Teams etc.) applications/tools used frequently in modern business world and document a summary of their key features using written text with some images and relevant citations.

[bookmark: _Toc177477033]Communication tool 1 – EMAIL	
Email remains a cornerstone of business communication due to its effiency, formality and ability to handle detailed information asynchronously. Key features include a professional email address for credibility, clear subject lines to grab attention, structured body content for concise messaging, attachments for sharing documents and integration with calendars and taks for scheduling. It supports group management, automated workflows and serves as a centralized hub for internal and external interactions, enhancing productivity while maintaining security through spam filtering and deliverability improvements.
[bookmark: _Toc177477034]Additional benefits encompass building trust with consistent branding, reaching mobile users and providing version control in integrated systems.
                        Simple features of sending an email.
[image: ]
Communication tool 2 WhatsApp
Whatsapp business facilitates real-time mobile-first communication and internal coordination. Core features encompass a customizable business profile with details like logo, hours and website; automated messaging tools such as greeting messages, quick replies and away notifications; lables for organizing conversations; product catalogues for showcasing items directly in chats and broadcast lists for mass outreach. [8]
In also offers end-to-end encryption for security, rich media support (images, videos, documents) chatbots for automation, integration with CRM systems and analytics for tracking engagement, making it ideal for seamless, cost-effective interactions across small to large businesses. [9]
[image: ]

[image: ]
SHAREPOINT
SharePoint is a robust platform for document management and team collaboration, emphasizing secure content sharing and organization. Key features include centralized storage with document libraries, version control to track changes, metadata tagging for easy search and real-time co-authoring for simultaneous editing. [10]
It supports team and communication sites for building intranets, geanular permissions for access control, advanced search capabilities and seamless integration with Microsoft 365 tools like Teams, OneDrive and outlook for hybrid workflows. [11]
Mobile access ensures flexibility, making it suitable for enterprise-level content management and productivity enhancement.

[image: ]






MICROSOFT TEAMS 
Microsoft teams serves as a comprehensive hub for hybrid collaboration, combining communication and project tools in one interface. Essential features comprise channels for organized discussions, instant messaging with threaded conversations audio/video calling for meetings and real-time file sharing with co-authoring in integrated Microsoft 365 apps like Word and Excel. [12]
It includes meeting tools such as scheduling, screen sharing, recordings and AI enhancements like Copilot for summaries and task assignment; Workflow automation; and mobile/desktop access for on-the-go productivity. [13]
Security features like end-to-end encryption and extensibility with third-party apps further support diverse team environments. [14]
[image: ]




[bookmark: _Toc177477035]Task 4b. Test at least two features of a freely available Communication (1) and Collaboration (1) application and document several screenshots with brief accompanying description to provide evidence of practical use.
[bookmark: _Toc177477036]Communication tool
Feature 1. Meetings
Here is me using zoom, getting ready to set up a meeting.
[image: ]









Feature 2 meeting chat
[image: Zoom Team Chat – Zoom Guided Tour]Here is me using the meeting chat in zoom in group chat.

[bookmark: _Toc177477037]

















Collaboration tool
Feature 1. Google workspace team meeting collaborations 
Here is a team meeting with everyone being involved and able to collaborate together regarding discussions for a store opening time.
[image: ]


Feature 2. Live editing and live indicators with google workspace 
[image: ]
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