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[bookmark: _Toc2100717583]Task 1 – eCommerce Website Builders / Software Solutions 
Give a description of two contemporary e-Commerce website builders/software solutions (approx. 2/3 sources.
Task 1
What are e-commerce website builders?
E-commerce website builders are software tools that help people and businesses create online stores.
You do not need to know coding to use them.
These platforms give you everything in one place: website templates, payment systems, stock management, and marketing tools.
Because of this, businesses can start selling online quickly, reach customers around the world, and give shoppers a better experience. (Smith, 2023)
1. Shopify: Built for Growth
Shopify is one of the most popular e-commerce platforms in the world.
It is made specifically for online stores and works on the cloud, so you can manage your shop from anywhere. Key Features: Easy Design: You can build your store using drag-and-drop tools. If you need more control, you can also edit the code. Payments: It supports secure payment methods like credit cards, PayPal, and Apple Pay. Shipping: It connects to delivery companies to manage shipping rates and tracking. Mobile-friendly: Customers can shop easily on phones and tablets. Selling on Multiple Channels:
Shopify lets businesses sell not only on their website, but also on social media like Instagram and Facebook and on marketplaces like Amazon and eBay.
This helps businesses reach more customers.
 (Shopify Inc., 2024) How it helps business:
Shopify automates many tasks.
It tracks stock levels, processes orders, and sends emails to customers automatically.
This saves time and reduces mistakes.
Business owners can spend more time on growing the business instead of doing admin work.
For this reason, Shopify is best for businesses that want to grow and sell a lot of products.
2. Wix: Built for Beginners and Flexibility
Wix is a website builder that also has strong e-commerce tools.
It is designed to be very easy to use, so it is perfect for beginners, freelancers, and small businesses. Key Features: Drag-and-Drop Editor: You can design your website by moving elements around. No technical skills are needed. Templates: There are hundreds of ready-made designs you can customise. Payments and Bookings: It supports online payments, stock tracking, and even appointment booking. booking systems. Marketing Tools: Wix includes email campaigns, SEO tools to help you rank on Google, and an analytics dashboard to track website visitors. Cost and Flexibility:
Because Wix is easy to use, businesses save money on web developers.
It also connects to many third-party apps, so you can add new features as your business grows.
Wix is best for small stores that want a professional website without spending too much.   (Shopify Inc., 2024)
3. Comparison: Shopify vs Wix Feature Shopify Wix Best for Growing businesses and big online stores Beginners and small businesses: Customisation Drag-and-drop + code access Easy visual drag-and-drop Strengths Advanced inventory and multi-channel sales Low cost, built-in marketing and analytics Workplace Impact
Both Shopify and Wix improve productivity in the workplace.
They automate manual tasks like order management, payment processing, and stock updates.
This means staff can focus on customer service and marketing instead of paperwork.
Both platforms are mobile-friendly, so customers can shop from any device.
This increases sales and helps small businesses look professional online without building a website from scratch.
[1] Conclusion
Shopify and Wix are two modern e-commerce website builders that help businesses sell online.
Shopify is best for businesses that plan to grow and need strong e-commerce tools.
Wix is best for beginners and small businesses that need flexibility and low cost.
Both platforms improve workflow, customer communication, and productivity by using integrated digital tools.

 [1] A. Bâra, S. V. Oprea, C. Bucur, and B. G. Tudorică, "Unravelling the Impact of Lockdowns on E-commerce: An Empirical Analysis of Google Analytics Data during 2019–2022," Journal of Theoretical and Applied Electronic Commerce Research, vol. 18, no. 3, pp. 1484-1510, 2023.
 
[2] Shopify Inc., "What is Shopify," Shopify.com, 2024. [Online]. Available: https://www.shopify.com. [Accessed: 05-Oct-2026].
 
[3] Wix, "Wix eCommerce," Wix.com, 2024. [Online]. Available: https://www.wix.com/ecommerce. [Accessed: 05-Oct-2026]. [1] A. Bâra, S. V. Oprea, C. Bucur, and B. G. Tudorică, "Unravelling the Impact of Lockdowns on E-commerce: An Empirical Analysis of Google Analytics Data during 2019–2022," Journal of Theoretical and Applied Electronic Commerce Research, vol. 18, no. 3, pp. 1484-1510, 2023.
 


[bookmark: _Toc492314081]Task 2. Mind-map of contemporary software applications

You are advised to write approximately 500 words in this section.
[bookmark: _Toc410108116]Mind Mapping and Its Benefits
Task 2
 What is Mind Mapping? 
Mind mapping is a way to organize ideas using pictures, words, and branches.
You start with one main idea in the centre of the page. Then you draw lines out to related ideas.
Each of those ideas can have more smaller ideas connected to them. It looks like a tree or a spider web.
Colours, images, and short keywords are used to make it easy to understand.
Mind mapping was made popular by Tony Buzan.
The goal is to help the brain remember information better and think more clearly.[1] Today, students, teachers, and businesses all use mind maps.
In IT and business, mind maps help teams plan projects and share ideas quickly.

Benefits of Mind Mapping
1. Better Planning
Big projects can feel confusing.
A mind map breaks a big task into smaller parts.
For example, if an IT company wants to build a new website, the centre would say "New Website".
The branches could be Design, Coding, Testing, and Launch.
Under each branch you can add smaller tasks. This helps managers see everything at once.
It also helps find missing steps before problems happen.[1]

2. Better Communication
In a workplace, teams need to share ideas clearly.
A mind map puts all the information on one page.
Instead of reading long reports or emails, team members can just look at the map. In meetings, a mind map helps everyone follow the discussion.
People can add new ideas during the meeting.
This avoids confusion and makes sure everyone understands the plan.[2]

3. More Productivity
Mind maps save time.
When information is visual, people understand it faster.
Employees can use mind maps to take notes, prepare for presentations, or train new staff. Mind maps also help with memory.
The brain remembers pictures and colours better than long paragraphs.
So, when you study or review work using a mind map, you remember more.[1] In IT projects, teams often use mind maps for Agile planning.
They map out tasks, deadlines, and who is responsible for each job.[3]
 
4. More Creativity
Mind mapping helps you think of new ideas
Because you are not writing in full sentences, your brain is free to connect different ideas.
Using colours and images also makes thinking more creative. For example, if a business wants new product ideas, they can put "New Product" in the centre.
Then the team can add branches for Features, Customers, Price, and Marketing.
This often leads to ideas that would not come up in a normal meeting.

5. Better Knowledge Management
Companies have a lot of information to manage.
A mind map can organize this information in one place.
For example, a company can make a mind map of all its products, services, and customers. New employees can use the map to learn about the business quickly.
Managers can also use it to see how different parts of the business are connected.[2]

Conclusion
Mind mapping is a simple but powerful tool for business and IT.
It helps with planning, communication, productivity, and creativity.
By turning complex information into a clear picture, mind maps help teams work faster and make better decisions. In the digital workplace, there are also many software tools for mind mapping.
These tools let teams work on the same map online from different places.
This makes teamwork even easier. Overall, mind mapping helps businesses organize ideas, solve problems, and improve how they work. 




Describe mind mapping and explain the benefits of using mind mapping in business operations (approx. 2/3 sources).   

[1] Shopify, "Build an ecommerce website," [Online]. Available: https://www.shopify.com. [Accessed: Jul. 9, 2026].
 
[2] Wix, "Build an eCommerce website," [Online]. Available: https://www.wix.com/ecommerce/website. [Accessed: Jul. 9, 2026].
 
[3] IBM, "What is eCommerce?" [Online]. Available: https://www.ibm.com/think/topics/ecommerce. [Accessed: Jul. 9, 2026]. [1] Shopify, "Build an ecommerce website," [Online]. Available: https://www.shopify.com. [Accessed: Jul. 9, 2026].
 

 

[bookmark: _Toc979466469]Mind Map for Business Operations

Create a mind map of contemporary software applications that are used to support day-to-to-to-today business/ Organisation


FIG  1
Contemporary  software application
c[image: ]
[bookmark: _Toc605476048]Task 3. Office Applications for creating, storing, presenting, and analyzing information/data
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 (approx. 4/5 sources). You are advised to write approximately 2000 words in this section.  

Introduction


1. INTRODUCTION
 Modern businesses use office software every day to manage information. The Microsoft Office suite is the most common tool used in companies.
 The 4 main programs are Word, PowerPoint, Excel, and Access. Each one has a different job: creating documents, making presentations, analysing data, and storing
 records. This report explains what each program does, its benefits, its limits, and 5 important features: Mail Merge, IF, VLOOKUP, Pivot Tables, and Goal Seek.

2. CORE MICROSOFT OFFICE APPLICATIONS
A. Microsoft Word: Creating Documents 
Word is used to type and format documents.
Businesses use it for letters, contracts, policies, reports, and manuals.
Key Features: Styles Change headings and fonts across the whole document quickly.
2. Auto Tools: Creates tables of contents and references automatically.
3.Track Changes: Lets teams review and comment on documents.

Benefits: Keeps company branding the same using templates. .docx files work on almost any computer.
 Limitations: Struggles with very large documents with lots of images. Not good for doing calculations.
 Microsoft PowerPoint: Presenting Information
PowerPoint is used to make slide presentations.
Companies use it for sales pitches, training, and team meetings.
 Key Features:
1. Slide Master: Keeps all slides looking the same.
2. Animations: Adds movement to explain ideas.
3. Presenter View: Shows speaker notes while presenting.
Benefits: Turns complex data into simple visuals. Keeps audiences engaged with images and charts.
 Limitations: Slides must go in order, so it’s hard to jump around. Big files with videos can be slow.
 Microsoft Excel: Analysing Data
Excel is a spreadsheet program made of rows and columns.
It is used for budgets, sales reports, inventory, and forecasts

1.Key Features:
2.Formulas: Does calculations from simple sums to complex math.
Pivot Tables: Summarizes thousands of rows of data in seconds.
3.Goal Seek: Finds what input is needed to reach a target result.

Benefits: Easy to build models without coding. Can import data from other systems using .csv files.
 Limitations: Easy to make mistakes when typing data. Gets slow with millions of rows.
D. Microsoft Access: Storing Data
Access is a database program.
It stores large amounts of related data like customer lists, orders, and inventory.
Key Features:
Relational Tables: Links tables together to avoid duplicate data.
Queries: Finds and filters information using forms.
Data Validation: Stops bad data from being entered.
Benefits: Keeps data organized and accurate. Better than Excel for large, shared records.
Limitations: Only works well for small teams. Max file size is 2GB. Not good for hundreds of users.

3.QUICK COMPARISON TABLE
3. FeatureMicrosoft WordMicrosoft PowerPointMicrosoft ExcelMicrosoft AccessMain UseDocumentsPresentationsCalculationsDatabasesData TypeTextSlides + MediaNumbers + FormulasRelated TablesFile Type.docx.pptx.xlsx.accdb4. 5 KEY FEATURES TESTED
4. Mail Merge - Word + Excel Used to send personalized letters to many customers. Excel holds the customer list. Word pulls names and amounts into a letter template. Saves hours of manual typing.2. IF Function - Excel Used to make decisions in data. Example: =IF(C2>50000,"Board Approval","Manager Approval")










[bookmark: _Toc1207315353]Microsoft Word – Features, Benefits, and Limitations
[bookmark: _Toc1721940523]Microsoft PowerPoint – Features, Benefits, and Limitations
[bookmark: _Toc731901213]Microsoft Excel – Features, Benefits, and Limitations
[bookmark: _Toc481301844]Microsoft Access – Features, Benefits, and Limitations
[bookmark: _Toc777513944]Feature Testing – Mail Merge
[bookmark: _Toc2115240811]Feature Testing – IF Function

[bookmark: _Toc1572881728]Feature Testing – VLOOKUP
[bookmark: _Toc1404842673]Feature Testing – Pivot Table
[bookmark: _Toc104447771]Feature Testing – Goal Seek
Test any TWO features from the list above, and document several screenshots with accompanying description to provide evidence of practical use. 

[bookmark: _Toc1087436896]Task 4. Communication and Collaboration applications

Analyse one contemporary Communication and one Online Collaboration 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. (approx. 2/3 sources). You are advised to write approximately 1000 words in this section. 
[bookmark: _Toc1717163487]Communication Applications – Features, Summary
[bookmark: _Toc2039158499]Collaboration Applications – Features and Summary
[bookmark: _Toc1841572680]Feature Testing – Communication Application
[bookmark: _Toc1996579493]Feature Testing – Collaboration Application
Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application and document several screenshots with brief accompanying description to provide evidence of practical use. 
[bookmark: _Toc1583125499]References
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