Name: Saman Koiek                   Student number:2523416          Software solutions for business 







Contents
Website Builder 1	2
Website Builder 2	3
Task 2: Mind-map of contemporary software applications	5
Task 3. Office Applications for creating, storing, presenting, and analysing information/data	7
Microsoft Word	7
MS PowerPoint	10
MS Excel	12
Microsoft Excel	12
MS Access	13
Microsoft Access	13
Task 3b	15
IF Function	15
Goal Seek	16
Task 4. Communication and Collaboration applications	18
Task 4b.	18
Collaboration tool	20
Test one feature of a freely available Communication.	24










Task 1: e-Commerce Website builders/software solutions 
Introduction
[bookmark: OLE_LINK2]In today’s fast-moving world of online shopping, choosing the right e-commerce platform can make a massive difference for any business trying to grow its presence on the web. With so many tools available, platforms like Shopify and eBay Stores stand out as popular choices, each offering strengths tailored to a business's needs. Whether you’re an entrepreneur just getting started or an established retailer looking to reach more customers, these platforms make it easier to sell online, connect with buyers around the world, and stay competitive in a crowded digital marketplace.
[bookmark: _Toc224652478]Website Builder 1
1. Shopify
Shopify is a leading cloud-based e-Commerce platform that enables individuals and businesses to create and manage their own online stores with ease. Since its launch in 2006, Shopify has grown to power millions of businesses worldwide due to its intuitive design, scalability, and extensive feature set [1], [2].

Shopify’s core offerings include a user-friendly drag-and-drop store builder, a wide range of customisable themes, and integrated payment processing. Users can manage inventory, track orders, and sell products across multiple channels, including social media, Amazon, and eBay. The platform’s app marketplace provides thousands of plugins to extend store functionality, covering everything from marketing automation to advanced analytics and shipping solutions.[image: ]
One of Shopify’s main advantages is its fully hosted infrastructure, which ensures security, speed, and reliability without requiring users to have technical expertise. The platform provides 24/7 customer support and a variety of pricing plans to suit businesses of all sizes, from startups to large enterprises. With built-in SEO tools, mobile optimisation, and comprehensive analytics, Shopify empowers merchants to reach and engage customers globally [1], [2].
[image: ]

[bookmark: _Toc224652479]Website Builder 2
2. eBay Stores
[image: ]eBay is one of the world’s largest and most established online marketplaces, enabling businesses and individuals to sell products directly to a global audience. eBay Stores is eBay’s dedicated e-Commerce solution for merchants who want to create a branded storefront within the eBay ecosystem [3], [4].
Setting up an eBay Store allows sellers to customise their storefront with a unique design, organise their product listings into categories, and use promotional tools to boost visibility. eBay offers various subscription levels, each providing different features [image: ]such as increased listing allowances, advanced marketing tools, and discounted fees. Sellers benefit from eBay’s massive built-in audience, powerful search engine, and trusted payment and shipping systems.
eBay Stores provide robust analytics and reporting tools to help sellers track sales performance, customer engagement, and inventory. Integration with eBay’s advertising and promotional features enables merchants to drive traffic and increase sales. Additionally, eBay supports multichannel selling through integrations with external platforms such as Shopify, allowing merchants to manage sales across different marketplaces more efficiently [3], [4].
Unlike platforms like Shopify, eBay is primarily a marketplace rather than a standalone website builder. However, eBay Stores offers customisation and branding options that help businesses establish a unique identity while leveraging eBay’s global reach and infrastructure.
Conclusion
In summary, both Shopify and eBay Stores offer robust, versatile solutions for businesses aiming to succeed in the digital marketplace. Shopify stands out with its intuitive website-building tools and extensive customisation options, making it ideal for those seeking a dedicated online storefront [1], [2]. Conversely, eBay Stores leverages the power of an established marketplace, offering merchants direct access to a vast customer base and integrated promotional tools [3], [4]. By understanding each platform's strengths, businesses can make informed decisions that align with their specific goals and operational requirements.






References
[1] Shopify, “About Us,” Shopify. [Online]. Available: https://www.shopify.com/about. [Accessed: 13-Feb-2026].
[2] R. K. Krol, “Shopify Review,” Forbes Advisor, 2023. [Online]. Available: https://www.forbes.com/advisor/business/software/shopify-review/. [Accessed: 13-Feb-2026].
[3] eBay, “eBay Stores,” eBay. [Online]. Available: https://www.ebay.com/stores. [Accessed: 13-Feb-2026].
[4] M. Muchmore, “eBay Review,” PCMag, 2023. [Online]. Available: https://www.pcmag.com/reviews/ebay. [Accessed: 13-Feb-2026].


[bookmark: _Toc224652480]Task 2: Mind-map of contemporary software applications

[bookmark: OLE_LINK1]Mind Mapping: Description and Business Benefits
Mind mapping helps people brainstorm and organise ideas visually, rather than following a strict list. You start with a main idea in the centre, then draw branches to related topics and details. Each branch can be expanded to separate complex subjects into smaller, connected parts. People use mind maps on paper, on whiteboards, or with digital tools such as MindMeister, XMind, or MindManager [1].
Mind mapping delivers several benefits for business. It boosts creative thinking and problem-solving by allowing people to explore ideas freely, leading to increasingly innovative solutions and a deeper understanding of complex issues [1], [2]. Mind mapping also helps teams remember and organise information. By laying out information visually, teams can see how ideas connect, set priorities, and avoid information overload. This is especially useful in project management, planning, and knowledge sharing, where a clear structure matters [2]. Mind mapping also supports team collaboration and communication. When teams create mind maps together, they can see everyone’s ideas at once, helping them stay on the same page. Digital mind-mapping tools make it easy for people to work together remotely, as multiple users can add and edit ideas simultaneously, making collaboration more engaging and efficient [3].

b. Mind Map of Contemporary Software Applications
Here is the mind map I created in MindMeister to highlight a range of contemporary software applications that support the everyday operations of modern businesses and organisations. It provides a clear visual overview of essential digital tools that teams rely on to communicate effectively, collaborate in real time, manage and analyse data, and streamline administrative processes. The mind map also illustrates how different software categories, such as office applications, communication platforms, data management tools, and collaboration systems, interconnect and contribute to overall productivity. By presenting these applications in an organised, easy-to-follow structure, the mind map demonstrates how technology enhances efficiency and supports smooth operational workflows across various departments.

[image: ]

Here is a link to my mind map:https://mm.tt/map/3941242874?t=oM6UBy8VEq
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[bookmark: _Toc224652481]Task 3. Office Applications for creating, storing, presenting, and analysing information/data 
 Four Office Software Solutions for Business Operations
In today’s digital workplace, office software solutions play a vital role in efficiently managing and processing information. The four most widely used applications are Microsoft Word, Microsoft PowerPoint, Microsoft Excel, and Microsoft Access. Each serves distinct business functions, offering unique features and benefits, with some limitations. This section explores these applications in detail.

[bookmark: _Toc224652482]Microsoft Word
1. Microsoft Word
[image: ]Microsoft Word is a widely used word processing application for creating, editing, and formatting documents with professional ease. It offers a range of features, including templates, review tools, and real-time collaboration, making it a staple for businesses, students, and individuals who need reliable documentation solutions. Its intuitive interface ensures accessibility for users of all skill levels.

Major Features:
Word processing enables users to create, edit, and format documents quickly and efficiently. It supports tasks such as writing, structuring text, adjusting layouts, and applying styles to improve readability. These tools help produce professional documents for academic, business, and personal use with minimal effort.

[image: ]
Microsoft Word offers a wide selection of professionally designed templates for resumes, reports, letters, and many other document types. These ready‑made layouts help users create high‑quality documents quickly, ensuring consistent formatting while saving time and improving productivity for both academic and professional tasks.

[image: ]

[image: ]Collaboration features enable real‑time co‑authoring and commenting, allowing multiple team members to work together seamlessly. These tools support shared editing, instant feedback, and smoother communication, making group document creation more efficient and organised.


· Review tools allow users to manage document collaboration efficiently by tracking changes, adding comments, and comparing different versions. These features make it easier to identify edits, provide feedback, and ensure accuracy during group work or revisions, improving clarity and supporting smooth teamwork throughout the editing process.

[image: ]

Mail Merge allows users to automate personalised bulk mailings by combining a main document with a data source. It customises names, addresses, and details for each recipient, saving time and ensuring accuracy. This is especially useful for letters, emails, labels, and large-scale communications.

[image: ][image: ]
Benefits:
Professional Documentation: Enables users to produce polished, error-free documents. For example, when you finish your work, you can check the spelling and grammar, and many more features, as they appear in the screenshot above 
[image: ]

Collaboration tools offer real‑time co‑authoring and commenting, allowing multiple users to edit the same document simultaneously. These features streamline teamwork, support instant feedback, and improve productivity by keeping everyone aligned during shared editing tasks.
[image: ]
Limitations:
Microsoft Office presents several limitations. The suite is resource-intensive, which may reduce performance on devices with limited processing power or memory. Access to advanced features often requires a paid subscription, which can limit affordability for some users. Compatibility challenges may occur when sharing files across different software versions. Furthermore, Office applications are less suitable for complex data analysis or large-scale automation than specialised analytical or programming tools.


[bookmark: _Toc224652483]MS PowerPoint
2. Microsoft PowerPoint
[image: ]Microsoft PowerPoint is presentation software that enables users to create engaging slideshows with text, images, charts, animations, and multimedia. It supports customisation, collaboration, and easy sharing, making it useful for education, business, and professional communication in a variety of contexts.


[image: ]Presentation creation tools enable users to design visually appealing slides by combining text, images, charts, and multimedia. These features help produce engaging, professional presentations suitable for academic, business, and project use, ensuring clear communication and impactful visual storytelling.


Animations and transitions enhance slideshows by adding smooth, dynamic effects between elements and slides. These features help presentations feel more engaging and polished, guiding audience attention and improving the overall flow of visual communication.

[image: ]
· Templates and themes provide an extensive library of ready‑made, professional designs, helping users create consistent, visually appealing documents and presentations quickly while maintaining brand style and high-quality formatting across all projects

[image: ]
What are the benefits and limitations of Microsoft PowerPoint?
Microsoft PowerPoint provides several advantages that contribute to its widespread use as a presentation tool. Its visual capabilities enhance communication by making information more comprehensible and engaging. The platform allows extensive slide customisation to align with specific branding or messaging requirements, and it supports interactive features, including hyperlinks, embedded videos, and animations. Presentations may be exported as PDFs, videos, or shared online, thereby improving accessibility. 
Despite these strengths, PowerPoint also presents certain limitations. Excessive use of animations and effects may distract audiences and diminish clarity. Presentations with large images or multimedia content often result in substantial file sizes that are challenging to manage. Furthermore, while basic functions are user-friendly, proficiency with advanced tools and design features typically requires additional time and practice.
[bookmark: _Toc224652484]MS Excel
[bookmark: _Toc224652485]Microsoft Excel
[image: ]Microsoft Excel is a spreadsheet program used for organising, calculating, and analysing data. It supports formulas, charts, and data tools, making it essential for budgeting, reporting, and decision-making in business and education.

Key features:
Spreadsheets help organise and store data efficiently in structured rows and columns, making it easier to sort, calculate, analyse, and manage information for various tasks and projects.
[image: ]
Formulas and functions enable spreadsheets to perform complex calculations, analyse data, and automate repetitive tasks, improving accuracy, efficiency, and productivity in managing numerical information.

[image: ]

Data analysis tools include PivotTables, charts, conditional formatting, and data validation, helping users interpret information, identify patterns, and improve decision-making efficiency.

[image: ]

Benefits:
MS Excel offers powerful tools for organising and analysing data. It enables quick calculations using formulas, creates clear charts and graphs, and supports data filtering and PivotTables. Excel also improves productivity through automation with macros and is widely used for collaboration.

Limitations:
MS Excel cannot efficiently handle very large datasets and may slow down or crash. Complex formulas are difficult to manage, and manual input increases the risk of errors. It also lacks advanced analytical capabilities compared to specialised data or statistical software.



[bookmark: _Toc224652486]MS Access
[bookmark: _Toc224652487]Microsoft Access
[image: ]MS Access provides a relational database system that lets users create and manage tables with efficient, connected relationships. It includes user-friendly forms for data entry, queries for data retrieval, and reports for presenting information. Access also supports automation through macros or VBA and integrates smoothly with other Microsoft applications.
Benefits:
MS Access offers an easy way to create and manage relational databases without advanced technical skills. It provides user-friendly forms for efficient data entry, powerful queries for filtering and analysis, and professional reports for sharing. It also supports automation through macros and integrates well with other Microsoft applications.
Limitations:
MS Access is unsuitable for very large databases and can slow down when multiple users are accessing it. It has limited scalability, fewer advanced features than full database systems, and offers restricted support on non-Windows platforms, making it less ideal for enterprise-level use.
Here is an example of creating a relational database I have created for a bookstore 
[image: ]
In this example, I’m going to create an online form for a customer. To create a form, we go to the form creation page. [image: ]

Here you can easily edit the table to customise it according to your needs, adjusting fields and formatting as required. This final section of the book form provides a clear layout for entering details, ensuring your table is organised, functional, and ready for use in your document.
[image: ]
Forms are easy to use and help reduce data‑entry errors. They guide users by restricting what can be entered and ensuring information is added correctly. Forms also improve the organisation and professional appearance of a database system, making data entry clearer, faster, and more accurate for all users.


[bookmark: _Toc224652488]Task 3b 
In this task, I will demonstrate how to use the IF function and Goal Seek in Microsoft Excel. These tools help analyse data and make informed decisions by testing conditions and working backwards from a desired result. Using model documents, I will show how IF functions automate logical outcomes and how Goal Seek identifies the input needed to achieve a specific target value, thereby improving accuracy and efficiency in business data analysis.
[bookmark: _Toc224652489]IF Function
The IF function represents one of the most frequently utilised logical functions in Excel.
This function enables decision-making in spreadsheets by evaluating a specified condition and returning the corresponding result.
In the following example, I will demonstrate how to use the IF function to determine whether students who have paid the full course amount are eligible for a 10% discount. To implement this, the formula checks whether the value in cell E6 equals the value in cell D6. If the condition is met, cell E6 will display a 10% discount; otherwise, it will display 'No discount.' For text output, quotation marks are required; for numerical output, a value such as 0 can indicate no discount. The formula is: {=IF(E6=D6,E6*10%,"No discount")}

[image: ]


[bookmark: _Toc224652490]Goal Seek
Goal seeking in Excel is a what‑if analysis tool that works backwards from a desired result to identify the input needed to achieve it. You specify a formula cell, the target outcome, and the variable cell that Excel should adjust. Excel then iteratively tests values until it reaches the goal, making it useful for tasks like budgeting, loan calculations, and forecasting.

In the example below, I’m going to demonstrate how London can achieve £5000 in revenue using Excel’s What‑If Analysis (Goal Seek) tool. Goal Seek allows us to work backwards from a desired outcome—in this case, £5000 total revenue and determine the number of units that must be sold to reach that target.

[image: ]
To perform Goal Seeking in Excel, first go to the Data tab on the ribbon. In the Forecast group, select What‑If Analysis, then choose Goal Seek from the dropdown menu. This opens the Goal Seek dialogue box, where you can set the formula cell, enter your target value, and choose the cell Excel should adjust.
[image: ]

To reach a total sales value of £5000 using Goal Seek in Excel, begin by selecting the formula cell that calculates total revenue. Click on H2, which contains the Total Revenue formula—this is your Set cell. Next, enter your target outcome by typing 5000 into the To value box, since that is the revenue you want to achieve. Then choose the value Excel should adjust by selecting F2, the cell containing Units Sold, in the By changing cell box. Finally, click OK, and Excel will automatically determine the number of units required to reach £5000 in revenue.
[image: ]



London needs to sell a total unit of 25 to achieve £5000

[image: ]
[bookmark: _Toc224652491]Task 4. Communication and Collaboration applications 

[bookmark: _Toc224652492]Task 4b.
In today’s digitally connected business environment, organisations rely heavily on effective communication and online collaboration tools to maintain productivity, support remote work, and streamline teamwork. Two widely known and frequently used tools in this domain are Skype and Microsoft Teams. Although both tools enable communication, their purpose, capabilities, and suitability for modern business differ significantly. This analysis examines how each tool supports contemporary organisational needs and how Microsoft Teams has come to surpass Skype in business relevance.
Skype, launched in 2003, was one of the earliest platforms to make internet‑based communication accessible to a global audience. It pioneered free VoIP calls, video conferencing, and instant messaging, quickly becoming a popular solution for both personal and business communication. Early adoption soared as Skype enabled users to communicate internationally at no cost, appealing to businesses operating across multiple locations. Skype’s growth was rapid and transformative—within its first years, it revolutionised expectations around long‑distance communication and digital collaboration. Its emotional appeal and ease of use made it a go‑to platform for many businesses navigating early phases of digital transformation [1].
Skype
Since its inception, Skype has expanded into enterprise communication with Skype for Business, which introduced features such as conference calling for up to 250 participants, integration with Office applications, and screen-sharing capabilities highly valued in professional settings. Skype for Business provides a cost‑effective unified communication system used by many organisations worldwide. Despite its early success and impact, Skype eventually struggled to remain relevant. Analysts note that Skype struggled to innovate quickly enough, particularly in adapting to mobile‑first demands and integrated collaboration ecosystems. Increased competition from platforms such as Zoom and Slack, coupled with Microsoft’s shifting focus, contributed to Skype’s decline as a modern business tool [1], [2].
A key part of Skype’s evolution was Microsoft’s 2011 acquisition, which enabled deeper integration with Office tools and began a strategic pivot toward more robust collaboration solutions. Reports detail how Skype’s business model relied heavily on network effects, offering free video and voice calls to attract individual users while providing a paid enterprise version with additional collaboration features. The service was widely adopted—at one point reaching over 300 million active users—highlighting its early dominance in the communication space [2]. Yet, as business needs grew more complex, Skype’s features no longer met the expectations of modern digital workplaces.
In contrast, Microsoft Teams, launched in 2017, was developed specifically to meet the demands of modern collaboration. Teams integrates chat, video conferencing, file sharing, task management, and third‑party app support into a single platform. Unlike Skype, which focuses primarily on communication, Teams provides a comprehensive digital workspace designed for teamwork, making it far better suited to today’s hybrid and remote work environments. According to industry comparisons, Teams supports meetings with up to 10,000 participants, integrates with more than 2,000 external apps, and delivers far stronger security and compliance features—capabilities that far exceed those of Skype [3].
Teams’ rise is closely tied to its deep integration with Microsoft 365, enabling seamless transitions between messaging, document collaboration, and project coordination. Its persistent chat, channel‑based workspace, and full conversation history allow teams to stay aligned and maintain transparency. Teams also replaces Skype for Business, with Microsoft officially retiring the platform and encouraging organisations to migrate to Teams due to its superior functionality and scalability. Recent analyses indicate that Teams has over 300 million daily active users, compared with Skype’s significantly smaller user base, underscoring its widespread adoption as the modern standard for business collaboration [3].
While Skype has historically played a significant role in transforming digital communication, Microsoft Teams has become the preferred collaboration tool in modern workplaces. Teams addresses the limitations of Skype by offering a unified, integrated solution that supports complex workflows—something businesses increasingly require in the digital age.
[bookmark: _Toc224652493]Collaboration tool
Tested Features of Skype

1. Video Calling
Skype allows users to make one‑to‑one or group video calls. When tested, the video connected smoothly, and the interface clearly displayed participant windows. Users can mute their microphone, turn off the camera, or send messages in the call chat. The “call record” feature also worked, allowing meeting recordings to be saved for later review.

2. Screen Sharing
During a Skype call, the “Share Screen” feature was tested, allowing the user to display their entire screen or a specific window. This feature is useful for presentations, document sharing, or IT support. The shared content was visible with minimal delay.

Tested Features of Microsoft team 

1. Real‑Time Chat and File Sharing
Teams’ chat function was tested by sending instant messages and sharing Word, Excel, and PDF files. Messages are delivered instantly, and files are uploaded quickly. The files are automatically stored in the channel’s SharePoint folder, allowing team members to co‑edit in real time without downloading.
Here is an example of sharing a file with my friend and asking for a review in real-time[image: ]
2. Online Meetings (Video Conferencing)
A Teams meeting was set up and successfully tested with video, microphone, background effects, and screen sharing. Features like “Raise Hand,” “Live Captions,” and “Meeting Notes” functioned as expected. Teams offered smooth connection quality and supported multiple participants. To create a team meeting online, we hit the chat icon, then shortcut  CTRL+[image: ]
Then we can choose the participants. [image: ]
Another example of a team is our Digital Era class, which has created a dedicated online group where our lecturer regularly shares assignments, specifications, and detailed guidelines. This team space plays an important role in helping us stay organised and up to date, as all essential course materials are stored in one accessible location. One of the key features of this team is its ability to support communication and collaboration among class members. We can share ideas, ask questions, and discuss course concepts with our peers, which helps us better understand the material from different perspectives. The platform also allows us to interact directly with our lecturer, whether to seek clarification or to request further guidance. Another useful feature is the ability to upload and share draft versions of our assignments. This enables us to receive early feedback, improve our work, and ensure we meet the required academic standards before submitting the final version. Overall, the Digital Era class team creates a supportive learning environment by combining resource sharing, communication tools, and collaborative features that help us engage more effectively with the course.
[image: ]


Our lecturer has shared a document that guides students step by step through the process of submitting their assignments. This helps everyone follow the correct process. If any student experiences difficulties, the lecturer can also offer remote support to ensure that no one struggles with the submission process.

[image: ]
In this screenshot, I contacted a classmate using the group’s calling feature to get relevant information. This tool allows members to communicate easily and for free, making it convenient to share updates and support each other in our studies.
[image: ]


[bookmark: _Toc224652494]Test one feature of a freely available Communication.
In this task, I will demonstrate step by step how to add a signature in Outlook, guiding you through accessing settings, creating a new signature, customising its design, and applying it automatically to new messages and replies.

First step: Open Outlook. 
Then, click New to create a signature. 

[image: ]Go to the people setting 

[image: ] Click on signature 

[image: ]Type and format your signature. In this example, I will include my full name, and by selecting the default option, the signature will automatically appear in every email you respond to. This ensures consistency and saves time by adding your chosen signature to all outgoing messages.  Then save it 
Then 
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