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[bookmark: _Toc238320123]Introduction
This assignment outlines my ability to work effectively with a range of software tools commonly used in business environments and demonstrates how these solutions contribute to improved productivity, streamlined processes, and stronger organisational communication. It also highlights the relevance of these tools to my future role in cyber security, where the effective use of digital systems is fundamental to protecting organisational information assets, ensuring the integrity and continuity of secure operations, and reinforcing long‑term organisational resilience against emerging cyber threats.





















[bookmark: _Toc238320124]Task 1. e-Commerce Website builders/software solutions
Give a description of two contemporary e-Commerce website builders/software solutions.
Wix and Shopify are two leading e‑commerce website builders, each offering strong, all‑in‑one tools for creating, managing, and scaling an online store. Below is a clear, structured overview of both platforms.

[bookmark: _Toc238320125]1.1 Wix
[image: Wix ADI AI Reviews: Use Cases, Pricing & Alternatives] Wix is a simple, no‑code website builder that uses AI and visual tools to help you quickly create and launch business sites, portfolios, and online stores. It includes everything you need, from design tools to domain purchase, in a one monthly subscription[1. 1. 2][2].
Key Features
Wix provides easy‑to‑use tools for building online stores, blogs, bookings, and marketing, with strong AI that can create a personalised website, images, and descriptions from just a few prompts. Its fully customisable drag‑and‑drop editor makes designing simple for beginners, and users can start on a free plan or upgrade for custom domains and business features. Overall, Wix is secure, flexible, and ideal for creative brands, small businesses, and design‑focused online shops[3].

Benefits
Wix is simple to use, letting you drag and drop elements exactly where you want them. Wix is also highly cost‑effective, making it an affordable option for new companies and micro, small, or medium‑sized businesses compared with hiring a professional website designer. It handles hosting and security automatically and offers thousands of templates. Its AI can build a personalised site from a few quick questions. You can add features like bookings, live chat, and email marketing without any coding, and Wix helps your site appear on Google when people search for it[1].

Drawbacks
Wix has a few downsides. You can’t change your template after publishing without rebuilding the site, and you can’t transfer your site to another platform. Mobile layouts often need extra fixing, and large or media‑heavy pages may load slowly. Navigation options are limited, and very big sites can feel slow in the editor. The free plan includes Wix ads and a Wix subdomain, and many advanced features require paid upgrades.

[bookmark: _Toc238320126]1.2 Shopify
[image: ] Shopify is an ecommerce platform built to support selling online, in‑store, and across global channels. It’s recognised for its advanced checkout, strong scalability, and a wide app ecosystem that expands its functionality[4].

Key Features
Shopify provides an easy‑to‑use platform for building and managing online stores, supported by advanced AI tools that help create content and streamline operations. It offers a wide range of customisable themes, reliable global performance, and one of the most effective checkout systems available. The platform includes built‑in marketing and SEO features, thousands of optional add‑ons, and strong support for business activities such as B2B sales, in‑store payments, shipping, and international expansion. Overall, Shopify is designed to support businesses of all sizes, especially those focused on growth and selling across multiple channels.

Benefit
Shopify’s templates are less design‑driven. its blogging tools are basic, yet it remains ideal for businesses of any size that need scalability, enterprise‑grade checkout and payments, deep integrations, advanced inventory management, and custom development[1].

Drawbacks
Shopify’s drawbacks include transaction fees when merchants do not use Shopify Payments, a heavy reliance on paid third‑party apps for advanced functionality, more limited design flexibility due to its theme‑based structure, and potentially high overall costs for larger stores as apps, add‑ons, and premium plans accumulate.


[bookmark: _Toc238320127]Task 2. Mind-map of contemporary software applications
[bookmark: _Toc238320128]2.1 Describe mind mapping and explain the benefits of using mind mapping
Mind mapping is a visual organisational technique that places a central idea at the core of a diagram and expands outward into branches and sub‑branches that represent related themes, tasks, concepts, or solutions. It uses keywords, colours and images to show in detail how ideas are connected, helping individuals organise information clearly and think more effectively. Buzan and Buzan (1993) identify mind mapping as a powerful graphic method that enhances learning and supports clearer thinking, making it an effective tool for both personal and professional contexts[5].
In business environments, mind mapping functions as a flexible thinking and planning tool that supports creativity and organisation. It helps individuals express ideas, explore new approaches, and structure complex information. Businesses use mind maps to rethink strategies, solve problems, organise teams, and improve daily operational efficiency. Whether hand‑drawn or digital, mind maps adapt easily to both routine tasks and complex strategic challenges. Their visual format also makes them highly effective for brainstorming, enabling teams to generate, refine, and connect ideas in real time[6].
A key benefit of mind mapping is its ability to enhance clarity. By breaking complex topics into smaller components, mind maps help managers and teams visualise workflows, strategies, and problems more effectively. This clarity strengthens planning, as large projects can be divided into manageable tasks with clear priorities and responsibilities. The visual structure also boosts productivity and supports decision‑making by allowing teams to compare options, assess advantages and disadvantages, and anticipate potential outcomes before choosing a course of action.
Mind mapping also contributes to effective problem‑solving. Placing a business challenge at the centre of a mind map and branching out into causes, effects, and potential solutions encourages teams to explore issues from multiple perspectives. This non‑linear approach helps uncover connections that may be overlooked in traditional linear analysis, leading to more comprehensive and innovative solutions.
Project planning and execution benefit significantly from mind mapping as well. By [6]consolidating information, tasks, responsibilities, and priorities into a single visual structure, mind maps reduce confusion and ensure that all team members understand how their roles contribute to broader organisational objectives.
Mind mapping also fosters creativity and innovation. Its visual and non‑linear format encourages employees to think more freely, generate new ideas, identify opportunities, and explore alternative approaches. This makes mind mapping valuable during brainstorming sessions, where visual thinking can stimulate fresh insights and creative problem‑solving.
In addition to supporting creativity, mind mapping improves knowledge retention and enhances training processes. Research shows that mind mapping strengthens memory retention and deeper cognitive processing, making it an effective tool for onboarding and employee development. Communication also improves, as complex information can be presented in a simple visual format that clarifies business objectives, processes, and responsibilities.
In conclusion, mind mapping is a valuable tool that transforms complex information into a clear visual structure. It enhances planning, creativity, communication, decision‑making, problem‑solving, organisation, and teamwork, helping businesses operate more efficiently and achieve their objectives. However, it has limitations when used for highly structured, data‑driven, or formal tasks. Mind mapping is most effective as a supportive method that complements other business tools and analytical approaches.









[bookmark: _Toc238320129]2.2 Create a mind map of contemporary software applications
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[bookmark: _Toc238320131]Task 3. Office Applications
[bookmark: _Toc238320132]3.1 Four office software solutions for business operations
Microsoft Office applications are essential tools in today’s business environment, particularly for office managers who depend on them for daily tasks and efficient workflow. Developed by Microsoft Corporation, the Office suite comprises integrated productivity tools designed for professional and organisational use. The suite includes Microsoft Word, Excel, PowerPoint, Access, OneNote, Publisher, and Outlook. This report focuses on four of these applications: MS Word, MS PowerPoint, MS Excel, and MS Access, examining their major features, benefits, and limitations.

[bookmark: _Toc238320133]Ms Word
 [image: The image depicts a device screen showing a web browser interface.

AI-generated content may be incorrect.]Microsoft Word, introduced in 1983, quickly became the dominant word‑processing software and remained the industry standard throughout the 1990s and 2000s. Despite the existence of more than 300 word‑processing programs in the mid‑1980s (Bergin, 2006a, b), Word soon emerged as the universal tool for text production across different fields. Today, it continues to be one of the most widely used applications for business documentation and communication. As part of the Microsoft Office suite, it provides a flexible platform for creating, editing, and managing written content, supporting both routine administrative tasks and more complex professional documentation[7].

Features
A key strength of Microsoft Word is its robust text editing and formatting capabilities. Users can adjust fonts, styles, spacing, and layout to produce professional documents, while basic commands allow text to be inserted, modified, deleted, copied, or moved with ease. Word also supports importing and exporting text between documents. Its wide range of emphasis tools, such as bold, italics, underlining, strikethrough, and additional visual effects, enhances clarity and presentation.
   Word offers numerous templates for letters, reports, proposals, and forms, helping organisations maintain consistency and save time. Collaboration features such as Track Changes and Comments enable multiple users to review and edit documents efficiently. The mail merge function further supports bulk and personalised communication. Integration with Outlook, SharePoint, and OneDrive enhances sharing, cloud storage, and team collaboration.

Benefits
The software is widely regarded as user‑friendly, making it accessible to staff at all skill levels. Its intuitive interface supports the creation of professional documents without extensive training, and exporting to PDF ensures secure and consistent formatting. Word’s versatility allows it to be used for everything from simple memos to detailed reports, making it a dependable tool across departments.

Limitation
However, Word has limitations. It is not designed for complex data analysis or tasks requiring advanced calculations. Formatting issues may arise when multiple users edit the same document, and very large files can become slow or unstable. Compared to applications like Excel or Access, Word offers limited automation, which can reduce efficiency for repetitive or data‑heavy tasks.

Conclusion
In summary, Microsoft Word remains a vital tool for business communication due to its strong editing features, collaborative capabilities, and ease of use. Although it is not suitable for highly automated or data‑intensive work, its reliability and integration with other Microsoft services ensure its continued relevance in modern business operations


[bookmark: _Toc238320134]Ms Excel
[image: The image depicts the Xbox logo, showcasing the green and white interface of the Xbox platform.

AI-generated content may be incorrect.]  Microsoft Excel is a spreadsheet program used for collecting, analysing, and storing data in a structured tabular format. Nnorom (2011) identifies Excel as one of the most versatile and widely used spreadsheet applications, noting its strong capability for data computation. The software can perform both simple and complex mathematical operations with ease, making it a valuable tool for business, academic, and administrative tasks. In addition to numerical processing, Excel provides features that allow users to convert spreadsheet data into visual formats such as bar charts, pie charts, and 2D or 3D graphs, enhancing clarity and understanding[8].

 Features 
Microsoft Excel provides extensive tools for data analysis, calculation, and reporting. Its worksheets include powerful formulas, functions, and pivot tables that help users organise, process, and interpret data with ease. The application includes tools for creating charts, graphs, and dashboards, which help present information visually. Excel also supports data validation and conditional formatting, allowing users to maintain accuracy and highlight important trends or patterns within datasets. For advanced analytics, Excel provides Power Query and Power Pivot, which enhance data modelling and transformation capabilities. Additionally, users can automate repetitive tasks through macros built with Visual Basic for Applications (VBA), improving productivity and reducing manual workload[9]

Benefits
Excel offers several benefits for business activities. It is effective for financial modelling, budgeting, forecasting, and reporting, and it manages large datasets efficiently than tools such as Word or PowerPoint. Its flexibility makes it suitable for a wide range of administrative tasks, including scheduling, inventory tracking, and maintaining HR records, and many other administrative tasks. With robust analytical features that support sound decision making and automation tools that minimise repetitive work, Excel significantly enhances productivity across different operational areas.

Drawbacks
Excel is not ideal for multi‑user database management, and mistakes in formulas can lead to inaccurate business decisions. Large or complex spreadsheets may become difficult to maintain over time, and the application offers less security for sensitive data compared to dedicated database tools like Microsoft Access

Conclusion
However, Excel also has certain drawbacks. It is not well suited for multi‑user database management, and errors in formulas can result in misleading or inaccurate business outcomes. As spreadsheets grow larger or more complex, they can become challenging to maintain, and the platform provides inadequate security for sensitive information compared with specialised database systems such as Microsoft Access.
[bookmark: _Toc238320135]Ms PowerPoint
 [image: P

AI-generated content may be incorrect.]Microsoft PowerPoint is a practical presentation tool developed by Microsoft, using slide‑based layouts to deliver multimedia‑rich information. Krizo (2014) describes it as software composed of individual slides that present content on a specific topic. It is widely used in business meetings, trainings, workshops, capacity‑building sessions, and educational settings[10].

Features
Microsoft PowerPoint is a key tool for business presentations and visual communication. It offers a variety of major features, including slide templates and design themes, animations, transitions, and multimedia embedding. Presenter View supports speakers with notes, while SmartArt diagrams and charts help illustrate ideas clearly. PowerPoint also integrates seamlessly with Excel and Word, making it easy to incorporate data and written content.

Benefits
PowerPoint provides several benefits for professional use. It is ideal for meetings, training sessions, pitches, and reports, and it helps simplify complex information through visual design. The software is easy to customise for branding and corporate identity, supports collaboration and co‑authoring, and works effectively for storytelling and engaging audiences.

Limitation
However, PowerPoint also has limitations. It can result in slides that are overly text‑heavy if not used carefully, and poorly applied animations may distract the audience. The software is not designed for detailed data analysis, and creating polished, professional presentations often requires some level of design skill.

Conclusion
In conclusion, Microsoft PowerPoint remains a vital tool for business communication, offering strong visual design features that enable organisations to present information clearly and persuasively. Although it requires careful use to avoid issues such as cluttered slides or distracting animations, and is limited in areas like detailed data analysis, it continues to serve as a dependable platform for creating professional and engaging presentations across diverse business settings.


[bookmark: _Toc238320136]Ms Access
[image: A

AI-generated content may be incorrect.]Microsoft Access, a component of the Microsoft Office suite, is a database management system (DBMS) developed to support data independence, consistency, shareability, and non‑redundancy. Morrison and Wells (2010) describe a database as software used to create, maintain, and provide controlled access to data by managing its structure and the tables within it. DBMS tools enhance data collection and information processing, and Microsoft Access enables users to store and retrieve data easily from storage media, supporting timely and informed decision making within an organisation.

Features
Microsoft Access is a powerful application designed for creating, managing, and analysing relational databases within business environments. As part of the Microsoft Office suite, it provides organisations with a structured way to store, retrieve, and manipulate data, making it an essential tool for business information systems. Access is particularly useful for scenarios where data needs to be organised, linked, and accessed by multiple users across a shared network.

Benefits
One of the core strengths of Microsoft Access lies in its major features. The software enables users to build and manage relational databases through tables, queries, forms, and reports. These components work together to support efficient data entry, processing, and presentation. Access also includes SQL capabilities, allowing for advanced data manipulation and more complex queries. In addition, it integrates seamlessly with other Microsoft applications such as Excel and SharePoint, enabling smoother data exchange and workflow coordination. Its support for multi‑user access makes it suitable for small to medium‑sized teams who need shared access to business information.
Microsoft Access offers several benefits that make it valuable for business operations. It is ideal for storing and retrieving structured data, providing a more organised and secure alternative to Excel when handling large datasets. Through forms and queries, Access can automate routine business processes, reduce manual workload and improve accuracy. The software is highly customisable, making it suitable for building inventory systems, customer relationship management (CRM) tools, HR databases, and other specialised applications. Its ability to support complex relationships between data allows organisations to maintain clarity and consistency across interconnected information.

Limitation
Despite its strengths, Microsoft Access has limitations. It requires more technical skill to use effectively compared with applications like Word or Excel, which may pose challenges for beginners. Access is not designed for very large, enterprise‑level databases, and its scalability is limited when compared with more robust systems such as SQL Server. Performance issues may also arise when too many users attempt to access the same database simultaneously, leading to slowdowns or instability.

Conclusion
In summary, Microsoft Access remains a practical and valuable tool for managing structured business data and supporting organisational information systems. Its relational database capabilities, automation features, and flexible customisation make it suitable for diverse business needs. Although it has limitations in scalability and requires greater technical proficiency, Access continues to serve as an effective solution for small and medium‑sized organisations seeking a dependable platform for data management and process automation.



[bookmark: _Toc238320137]3.2 Test any two features
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[image: The image displays a user interface in Microsoft Outlook with various options for creating and managing email messages, including fields for recipients, greetings, and merging fields.

AI-generated content may be incorrect.]
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[bookmark: _Toc238320139]IF Statement
 [image: ]

[image: The image displays a Microsoft Excel spreadsheet with a table of student names, marks, and conditional formulas indicating their grades.

AI-generated content may be incorrect.]
[bookmark: _Toc238320140]Task 4. Communication and Collaboration applications
[bookmark: _Toc238320141]4.1 One contemporary Communication and one Online Collaboration
Contemporary communication and online collaboration involve modern digital tools that enable people to exchange information instantly and work together in real time from any location, using platforms such as Gmail, Outlook, Yahoo, Hotmail, WhatsApp for communication and Microsoft Teams, Zoom, Slack, Google Workspace for collaboration.
Email, as a contemporary communication tool, is central to modern economies. It enables fast global messaging, provides accessible records of communication, and supports both personal and business use, from marketing to formal correspondence. In some countries, such as Australia, email even carries legal authority for serving official documents. Despite its age, many users still rely on long‑standing services like Outlook, Gmail, Yahoo, and Hotmail, and recent updates show providers innovating to remain competitive[11].
Online collaboration tools, on the other hand, support teamwork through chat, voice calls, video meetings, file sharing, co‑editing documents, task management, app integration, and real‑time joint work, making them essential for remote and hybrid environments.
In this task, I will highlight the features of Gmail as a contemporary communication tool and Zoom as a collaborative tool[12].

[bookmark: _Toc238320142]Gmail
[image: Gmail update will make your email inbox much more functional - Softonic]  Gmail is one of the world’s most widely used communication platforms serving billions of users all over the world and enhanced with Gemini AI to support faster, smarter and secured communication. it provides essential features such as AI‑assisted writing, advanced search, strong spam filtering, and secure message storage, making it effective for both personal and professional use. Its integration with Google Workspace, including Google Chat, Meet, Drive, and Calendar, supports seamless communication and productivity within one platform. Below are some of its features[13].

[image: The image displays a Google Inbox email interface with various categories such as Inbox, Sent, Drafts, and Social, along with messages indicating service updates and important notifications.

AI-generated content may be incorrect.]Example of a Gmail inbox


Features
 Gmail support teamwork through document sharing allowing users to edit documents, Sheets and Slides directly beside chat conversations, share task lists and to integrate with Google Workspace like Calendar, Drive, Meet and Tasks, enabling seamless collaboration. Gmail is built with security whereby spam, malware and dangerous links are blocked before reaching the inbox. It provides advanced search, strong spam filtering, and secure message storage, making it effective for both personal and professional use.

Benefits
Gmail is a fast and reliable global communication that enables instant messaging across the world with high uptime and strong performance. It offers strong security and spam protection. And uses AI powered productive tools, easy organisation through labels and advanced search, seamless integration with Google Workspace, cross‑device accessibility, free widespread use, and legal reliability in some regions such as Australia. Gmail groups related messages together into conversations or threads


Limitation
· Gmail depends heavily on a stable internet connection
· Its storage can get filled quickly
·  The inbox gets clutter when filters are not used
· Gmail free accounts display adverts that can be distracting
· It has limited integration with non-Google tools 


[bookmark: _Toc238320143]Zoom
[image: How to record a podcast on Zoom? | Ausha Blog] Zoom is a widely used online collaboration platform that supports real‑time communication and teamwork across different locations. It offers video conferencing, voice calls, chat messaging, and screen sharing, making it essential for remote and hybrid work. Collaboration tools such as shared whiteboards, breakout rooms, file sharing, and app integrations help teams coordinate tasks and work efficiently. Its AI features, including meeting summaries and automated action points, boost productivity and reduce administrative workload. Zoom’s reliability, cross‑device accessibility, and continuous updates keep it competitive as a flexible, modern digital‑first collaboration tool[14].

Features
Zoom provides high‑quality video and audio meetings, screen sharing, chat messaging, breakout rooms, collaborative whiteboards, file sharing, AI‑generated meeting summaries, cross‑device access, app integrations, and strong security controls.

Benefits
Zoom offers high‑quality video and audio communication, supports real‑time collaboration through screen sharing, chat, breakout rooms, and whiteboards, integrates with a wide range of apps, provides AI‑powered meeting summaries and action points, and remains accessible across devices, making it a reliable tool for remote, hybrid, and distributed teamwork[15].

Limitation
· It depends on a strong internet connection, 
· It has a limited functionality when there are no paid plans
· Meeting fatigue may arise from prolonged video use, 
· It reduces effectiveness when participants have poor audio, lighting, or technical setups.
· Security and privacy can raise concerns

[bookmark: _Toc238320144]4.2 Test one feature of a freely available Communication (1) and one feature of a Collaboration (1) application

[bookmark: _Toc238320145]Outlook
[image: ] Using Outlook as a test. In a group of six students working in two subgroups, an email was sent to the other subgroup confirming our part of the assignment was complete and requesting a meeting to combine both sections. The completed work was attached, the subgroup members were placed in CC for visibility, and the Lecturer was added in BCC so they could follow the communication without being disclosed. This reflects how Outlook uses To, CC, and BCC in professional settings to manage visibility, protect privacy, and discreetly keep supervisors informed.


1. Log into the inbox 
[image: The image displays a user interface for the University of Wales, Trinity Saint David's dashboard, featuring various sections such as support, personalization, help portal, and student services.

AI-generated content may be incorrect.]








2. Open to a blank message window
[image: The image shows a Microsoft Outlook interface with various messages, including emails, drafts, and folders, with a timestamp of Friday, 7th of August.

AI-generated content may be incorrect.]
3. Add recipients to the To, CC, and BCC, add the Email Subject or title

[image: The image appears to be a screenshot of an email or message in Microsoft Outlook, containing a list of messages, contacts, and drafts, including names, dates, and various email content.

AI-generated content may be incorrect.]


4. In the main body area, type in the message 
[image: ]


5.  On the message window click Attach File (paperclip icon) 
on the Message or Insert tab.[image: ]

6. Add the attachment, review the email and click Send


[image: ]





[bookmark: _Toc238320146]MS Team
[image: Microsoft Teams - Educational Development and Quality]Practical Demonstration: Hosting an MS Teams Meeting with External Participants.
Microsoft Teams enables effective online collaboration by allowing users to meet, share files, and communicate with both internal and external participants. When organising a meeting that includes people outside the university, Teams provides a simple process for scheduling, inviting guests, and managing access. The steps below outline how to set up and run a Teams meeting with external attendees.
1. Click on Microsoft Teams, open the Calendar to schedule a meeting
[image: ]

2. Enter the meeting details and add required attendees 
[image: The image displays a Microsoft Teams dashboard with various features such as meeting scheduling, team channels, and notifications.

AI-generated content may be incorrect.]


3. The invite showing on Calendar 

[image: The image displays a user interface with a Microsoft Teams dashboard, featuring various tabs such as meetings, assignments, and OneDrive, along with a search bar and a user affirmation.

AI-generated content may be incorrect.]

4. Start the meeting at the scheduled time by going to the calendar to open the meeting

[image: ]








5.  Join the meeting

[image: ]



6. Admit the invited guest waiting at the lobby
[image: ]


[image: The image shows a web browser interface with a Teams page, featuring a logout option, a dashboard, and various navigation links.

AI-generated content may be incorrect.]

You can have a chat at the meeting, display document, and be on video from any part of the world.
[image: ]






[bookmark: _Toc238320147]Conclusion
This module has strengthened the essential digital skills needed to support everyday business operations, from using website builders and office applications to managing communication through email and virtual meeting tools. By working with platforms such as Wix, Shopify, Mind‑mapping software, Gmail, Outlook, Zoom, and Microsoft Teams, I have gained practical competence in creating, presenting, and communicating information in a clear and organised way. These tools collectively equip learners with the confidence to use modern software effectively in professional workplace settings.
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