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[bookmark: _Toc224757560]Introduction 
Businesses nowadays rely heavily on software solutions to improve productivity, support decision making and streamline business operations. Businesses across all sectors now are heavily dependent on digital tools for data management, online selling, communication and collaboration. Software applications such as e-commerce platforms, Microsoft office applications, mind mapping tools and communications system have become important and essential in allowing businesses to operate effectively in an increasingly difficult and competitive digital environment. This assignment will explore a wide range of contemporary software solutions used within numerous different business environments delving in to their benefits and limitations while examining their features. By understanding how these tools support business process organisations can make informed decisions about technologies they adopt.




















[bookmark: _Toc224757561]Task 1. e-Commerce Website builders/software solutions
[bookmark: _Toc224757562]Introduction to e-commerce web builders
[bookmark: _Toc224757563]Shopify
Shopify is a well-known e-commerce website builder and is widely regarded as the best all-round platform for building websites it combines powerful selling tools with ease of access. Shopify offers a number of effective tools that make website building easier including built in payment processing with collaboration’s with apps like pay pal and also giving users access to over 8000 apps.[1] Shopify allows people to set up their own online stores to sell products Shopify is a subscription based service that was founded in 2006 and has become popular with over five million businesses worldwide. Shopify is designed to be used by a wide range of customers from large companies to small startup businesses giving access to a wide range of tools that make the e-commerce process simple for new users.[2] shopify is widely regarded as one of the most functional dedicated e-commerce platforms offering a wide range of extensive tools that are made for selling both physical and digital goods across online and in person channels.[3] shopify infrastructure is designed to retail online with a strong emphasis on reliability, scalable performance and conversion optimised store fronts. Shopify has some key characteristics which include a structured theme system, strong scalability which makes it suitable for small shops and enterprise-level brands. 
[bookmark: _Toc224757564]Wix
Wix’s e-commerce platform is recognised as a beginner friendly website builder that offers a solid set of online tools worldwide reviews position wix as a strong option for small to medium sized businesses that want to maintain creative control while being simple to use.[3] although wix is a website first platform it incorporates e-commerce functionality wix is well known for its drag and drop editor which is highly flexible and allows users to create visually distinctive websites without high technical skills some consider wix’s e-commerce tools are less advanced than shopify e-commerce functions. Wix’s has integrated business tools like payment, shipping, analytics and product listings. within the wix’s platform there is hosting, site management and security which helps in reducing technical overheads.[4] The core features within the wix’s platform are storefront builder which provides templates, drag-and-drop editing and mobile optimisation product management which helps to track inventory both physical and digital goods while also managing different variants. Wix also runs multiple payment gateways helps manage taxes and processes coupons. Automation of shipping and carrier integration’s helps with shipping and fulfilment obligations. Wix’s operates several marketing tools like email campaigns, social integrations and Seo tools these features used together provide support for day-to-day online retail operations.
[bookmark: _Toc224757565]Task 2. Mind-map of contemporary software applications
[bookmark: _Toc224757566]A) Explain mind mapping

This Photo by Unknown Author is licensed under CC BY

Figure 1 Contemporary mind map

Mind mapping is a visual technique that is used to organise information by using a central idea/issue at the centre of a page then branches are created to explain themes connected to the centre each theme which is described as a branch can expand into a different subbranches providing more detailed information. Mind maps are designed to mimic how the brain naturally processes and combines ideas making mind mapping an effective tool for both analytical and creative thinking.[6] There are many benefits of mind mapping it helps professional’s and academics think more creatively while exploring alternative solutions making it easier to spark new ideas.[7] Mind mapping significantly enhances memory and comprehension by linking freshly gained information to existing knowledge through a visually striking layout allowing people to more effectively retain information.[7} mind mapping has an added benefit of improving communication and collaboration within teams by interpreting information in a universal way so everyone soaks up information in the same way enabling teams to share ideas and build shared knowledge structures making team projects more effective.[8]
[bookmark: _Toc224757567]B) Create Mind mapping [image: ]
Figure 2 mind map of cyber security business requirements 
Within this mind map I have shown the essential components needed to be successful in the cyber security profession. With the core branches having more branches added for a more in depth look at the skills needed to excel within the cyber security sector.
[bookmark: _Toc224757568]Task 3. Office Applications for creating, storing, presenting, and analysing information/data 
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[bookmark: _Toc224648382][bookmark: _Toc224757569]Task A: Explanation of four Microsoft office software solutions for business solutions
[bookmark: _Toc224757570]Introduction to office applications
[bookmark: _Toc224039422][bookmark: _Toc224555194][bookmark: _Toc224591199][bookmark: _Toc224607677][bookmark: _Toc224607909][bookmark: _Toc224648289][bookmark: _Toc224648384][bookmark: _Toc224756646][bookmark: _Toc224756921][bookmark: _Toc224757571]In today's world modern businesses rely heavily on digital tools that support communication, analysis, data management and presentation. Some of the most used tools are Microsoft Office applications. These applications have become the industry standard within multiple sectors, including finance, retail, and government. Four of the Microsoft office applications most used are Microsoft Word, Microsoft PowerPoint, Microsoft excel and Microsoft access all these applications offer unique features that support productivity and decision making. Although these applications have many benefits they also come with certain limitations that people and businesses must understand to use them effectively.
[bookmark: _Toc224757572]Microsoft word
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Figure 3 screen shot of opening a blank word document
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Figure 4 An open blank word document
First when entering Microsoft word you must open a blank document then this will take you to a blank page that you can enter text/information into.
Microsoft Word is arguably the most common word processing application used worldwide it is designed for ease of access by given users access to features like creating, editing, formatting and sharing text based documents making it an essential tool within a business environment for producing documents related to the business.[9] the major features within the Microsoft word application are advanced formatting tools which are used for layouts, fonts, paragraphs and styles templates for business letters, resumes, forms and reports reviewing tools like track changes, version history and comments which help and support collaborative editing Microsoft word also contains features like smart art, tables and charts which allows users to add and improve visual elements within documents mail merge has features that enable personalised letters and labels while allowing users to use data and information from other Microsoft office applications like Microsoft excel and Microsoft access he last major feature in Microsoft word that I want to discuss is cloud integration which allows users to use Microsoft word in conjunction with applications like SharePoint and OneDrive.[9] Although there are many strong features within the Microsoft Word application there are benefits and limitations involved in using the Microsoft Word application. Microsoft word offers several benefits that make it essential within a business these include its intuitive interface that allows users ease of access to create professional documents with minimal training Microsoft word supports text, tables, hyperlinks, images and embedding objects which showcases the applications versatility. Microsoft word has functions that make it easier to save documents in multiple formats including pdf files which are widely used within a business setting. Despite Microsoft word having numerous benefits it also has its limitations. Microsoft word lacks the computational power of excel which limits its uses within a business environment. Microsoft word is made mainly a word processing application whereas Microsoft excel is built on a high-performance calculation engine and is designed for more complex requirements like data analysis, formulas and functions, pivot tables and charts along with its automation feature excel is more suited to large data sheets and complex calculations.[10]
[bookmark: _Toc224757573]Microsoft excel
Microsoft excel is a spreadsheet-based application that is used for data analysis, complex calculations and visualization. Microsoft Excel was first released in 1985 and has become arguably the most widely used applications for numerical computation and data organisation It is one of the most common applications used within Microsoft office in business, finance, research and education. Microsoft excels power comes from its functions library, calculations library and the ability to organise and manage complex data sets.[11] The key features of Microsoft excel are the ability to enter data and excel helps to organize the data that has been entered into the system. Microsoft excel can also put data into graphs and charts that makes data sets more visually appealing and easier to read while having the ability to perform mathematical and statistical calculations. One of Microsoft excels most useful features is the ability to manage data (data analysis) by sorting, filtering and using pivot tables.[11] Microsoft excel has over 400 built in functions within multiple categories these include, math and trigonometry, engineering, text, financial, statistical, lookup and reference and logical making excels calculation engine its defining strength. These functions enable users to anything from simple calculations to complex financial modelling and statistical analysis.[12] Microsoft excel has gone through continuous development incorporating innovations like Enhanced charting, improved collaboration tools, multi-sheet workbooks and integration with cloud services.[13] Despite its strength’s Microsoft excel has limitations excel is not optimised for major data sets (millions of rows) where specialised analytic platforms and data systems are better suited to handle extremely large data sets[14] In summary Microsoft excel is a powerful, versatile and enduring tool for analysis and data management. Excels combination of computational power, automation and visualisation capabilities has made excel and invaluable and indispensable application across industries worldwide with continues enhancements and the ability to integrate with cloud-based technologies excel has consistently been a staple within modern digital work
[bookmark: _Toc224757574]Microsoft PowerPoint
Microsoft PowerPoint is one of the most used applications for presentations in education, business and professional environments. Microsoft PowerPoint allows users to create visual slide shows that support training, marketing, communication and decision making. PowerPoint is created to be easy to use giving users the ability to combine images, text, charts, animations and multimedia into easy to use presentations. The PowerPoint features make it a valuable tool for classroom teaching, pitches and meetings.[15] PowerPoints main strength is its ability to make more complex information easier to understand and present users can separate important and detailed information into bullet points, diagrams and visual elements that presentation’s more visually appealing and easier to understand. Within PowerPoint there is a wide range of templates that allows users to be able to design professional-looking slides without the need of advance design skills with these templates containing multiple layouts for business reports, timelines, infographics and charts.[15] Another one of Microsoft PowerPoints important features is the ability to integrate information from other Microsoft office applications. Users can import tables from Microsoft word, import charts from excel and data from access. This makes it simple for users to present information that has been created in other Microsoft office applications PowerPoint also supports multimedia elements such as screen recordings, audio and video which allows presentations to be more visually appealing while being interactive and engaging. 
[bookmark: _Toc224757575]Microsoft access 
Microsoft access is a relational database management system used to organise, store and manage structured data. It is designed to be used by small to medium sized businesses that must rely on a reliable way to manage their sensitive information without the difficulty of enterprise level systems. Microsoft access allows users to create databases based on relationships relating to the business making data that can be stored in multiple linked tables reducing duplication and improving accuracy. Microsoft access has a number of key features including tables that store raw data, forms that use user friendly interfaces to enter data, queries that allow users to search and filter information and reports that present the information provided in a structured format that allows users to have the correct up to date information which helps when making decisions.[16] one of the major benefits of using Microsoft access is the ability to integrate with other Microsoft word applications. Within Microsoft access users can import and export data to excel, store databases in OneDrive or SharePoint for shared access and link access tables to Microsoft word for use of the mail merge function this allows access to be an extremely flexible tool for managing inventory, bookings, customer records and internal business processes.[17] Although access is an extremely useful tool it has its limitations Microsoft access is not designed for high traffic environments or extremely large datasets[14] While using Microsoft access performance can decrease while being used by multiple users to access the same database simultaneously. Although Microsoft access has these limitations the application remains an extremely valuable tool in business that need cost effective real time easy to use database solutions.  
[bookmark: _Toc224757576]Task B: Testing two features in Microsoft excel
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figure 5 IF function test slide 1 
After opening a blank document various information has been entered into the rows and columns to enable use of the if function.
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Figure 6 If function Slide 2 

First u must click into the box in which the if function is to be used then u must enter equals and then start typing if and the if function will appear in a drop-down box.
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Figure 7 IF function test slide 3
Then you must enter the instruction in this instance being if the payment is greater than £4500 its high risk and if it’s lower than £4500 its low risk these values as well as the selected columns should be in closed brackets.
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figure 8 IF function test slide 4 
Then when you press enter it will input your chosen value into the column that the IF function has been inserted. 
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Figure 9 IF function test slide 5 
After completing the IF function command in your chosen box if you move the cursor to the bottom right corner of your chosen box you will be able to drag the cursor down to input the same function to get the values in the rest of your chosen boxes.


[bookmark: _Toc224757578]Pivot table
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Figure 10 pivot table test slide 1 
When creating a pivot table first u must highlights the data in your table making sure column and row headings are also highlighted 
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Figure 11 pivot table test slide 2 1
Then you must scroll to the top of the screen and enter the insert tab
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Figure 12 pivot table test slide 4 
When you have clicked the insert tab then u must click the pivot table box and you will have a pop up that has the option of a new worksheet or using an existing one.
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Figure 13 pivot table test slide 5 
For the purpose of this assignment I have chosen to open the pivot table in a new tab in this tab you will see that there is a box on the right-hand side of the screen containing your column and row headings above four boxes named, filters, columns, rows and values
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Figure 14 pivot table test slide 6 
Then to create your pivot table just drag and drop your chosen headings in to the correct corresponding boxes and this will create a pivot table with the values from your chosen column and row headings being inserted automatically
[bookmark: _Toc224757579]
Task 4 Communication and Collaboration applications
[bookmark: _Toc224757580]Task a
[bookmark: _Toc224757581]Introduction to communications and collaboration
Modern organisations rely heavily on communications and collaboration tools to support teamwork as these tools help to coordinate tasks and ensure information is relayed fast and accurately across departments within a business. As remote and hybrid working models continue to evolve digital platforms have become essential for maintaining communication and productivity while maintaining productivity allowing employees to collaborate no matter where there location is. Two of the most accessed applications used within professional environments are Microsoft outlook and Microsoft teams both of these applications are a vital part of the Microsoft office 365 package and provide software solutions for scheduling, messaging, file sharing and team coordination.
[bookmark: _Toc224757582]Microsoft teams 
The application Microsoft teams is a unified communication platform that heavily incorporates collaboration software to support real time teamwork. Microsoft teams combine video conferencing, file sharing, project coordination and instant messaging within a single digital workspace. One of its main features is the chat function which allows users to communicate instantly one to one or as part of group with the ability to share documents and collaborate with other users to complete tasks without the use of email. Microsoft teams also have a function that enables users to be able to use channels to organise conversations by project, topic or department. A main strength of Microsoft teams is its ability to hold videos and audio meetings organisations can host training sessions, presentations and virtual meetings features like screen sharing, breakout rooms, meeting recordings and live captions allow the Microsoft teams application to be easier to use and enhance communication within organisations by making remote collaboration more readably accessible. According to Microsoft the team’s application works seamlessly with other Microsoft 365 applications making it easier to co-author documents in real time and access shared files directly in the team application [18]. being able to use teams with other office applications allows organisations to reduce workflow interruptions and promote effective teamwork. Despite Microsoft teams many strengths the application has its limitations. Large businesses/ organisations may have issues with channel management because having too many channels open can become overwhelming and cause performance issues when handling large files.
[bookmark: _Toc224757583]Microsoft outlook
Microsoft outlook is an information management and communication application that is widely used for email purposes, task organisation and scheduling. Outlook is classed as a core business management tool that is essential for business operations due to its ability to centralise calendar management and communication. The primary function of outlook is its email communication which allows users to receive, send and organise messages into folders with the ability to categorise folders accordingly. This allows businesses to maintain structured and detail orientated communications ensuring important information is readily accessible and easy to locate. One of the key features of Microsoft outlook is the calendar system which allows users to set reminders, schedule meetings and manage availability within teams. According to Microsoft outlook includes various task management tools that allows users to create to do lists, set deadlines and track progress while supporting time management and personal productivity [19]. Outlook’s ability to integrate other Microsoft office 365 applications make it a very useful key feature that is essential to communications within a business environment. One of the limitations of using Microsoft outlook for medium to large businesses is that inbox can become cluttered when handling a high volume of emails and users may need extra training on using outlook to use its advanced features effectively. Although outlook has a number of limitations it has a larger number of advantages which makes outlook an incredibly effective tool that remains effective and central to businesses due to its integration with wider business systems, organisational features and reliability. 
[bookmark: _Toc224757584]Task b: Test one feature of a freely available Communication and one feature of a Collaboration application 
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Figure 15 communications test slide 1 
First you must enter the Microsoft outlook email application.
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Figure 16 communications test slide 2 

Then you must enter the new email tab you can see on the screen shot.
[image: ]
Figure 17 communications test slide 3 
In the text line labelled to this is where you add the recipient of your email.
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Figure 18 communications test slide 4 
Next in the box labelled cc you add other people into the email so they can read it and see who u are sending it to.
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Figure 19 communications test slide 5 
Next you add a subject to the email underneath the cc section.
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Figure 20 communication test slide 6 
And finally, you add your text in to the box what will contain your email then send your email
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[image: ]
Figure 21 collaboration slide 1 
First you open the Microsoft teams’ application.
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Figure 22 collaboration test slide 2 
Then on the left-hand side you go to the groups tab in team
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Figure 23 collaboration test slide 3 
Then you go to the join or create team tab on the right-hand side and click create team
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Figure 24 collaboration test slide 4 
Then the application gives you the option to use a template ore create a new team for the purpose of this assignment I will create a new team
When u click the create team box [image: ]
Figure 25 collaboration test slide 5 








u click the create team box the screen will look like the above screen shot for the purpose of this assignment I have used the one channel option and created my team
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Figure 26 collaboration slide 6 
Then u must choose to make the group accessible to everyone within your organisation or for a select few. For this assignment I have chosen the private option
[image: ]
Figure 27 collaboration test slide 7 
Once u start your team u will be asked to add people into your group
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Figure 28 collaboration slide 8 
Then u must add members to your chosen group
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Figure 29 collaboration slide 9 
Then you go to the top right corner and click the arrow pointing downwards
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figure 30 collaboration slide 10 

It will give u options to either meet now or schedule a meeting for the purpose of this assignment I am going to schedule one
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Figure 31 collaboration slide 11 
You will then be prompted to edit your scheduled meetings criteria like meeting time, place, length and duration while also being able to add details about the meeting
Conclusion 
Software solutions have become a staple in modern business operations these allow businesses to improve the efficiency, make informed decisions and enhance communications. This assignment has explored a range of contemporary software applications that support business functions by demonstrating how digital tools contribute to productivity and organisational success. The assessment of e-commerce platforms such as shopify and wix have highlighted how online retail systems provide businesses with accessible and scalable methods for creating online stores, managing transactions and reaching wider audiences. These platforms show how digital e-commerce platforms have transformed the way how businesses have traded offering flexible and user-friendly solutions for selling services and products online.
Mind mapping tools were also shown to have a very important role in supporting problem solving, creativity and information organisation by creating visually appealing structured mind maps that help individuals and teams generate new ideas, improve memory and communicate more complex ideas more effectively. The analysis of Microsoft office applications has demonstrated how PowerPoint, word, excel and access remain essential to business operations each application supports different kinds of organisational work from data analysis to document creation and presentations. Their combined functionality provides businesses with an invaluable set of tools that make managing information easier while supporting decision making.
Finally, communication and collaboration through applications like Microsoft outlook and Microsoft teams were explored because of their essential role in supporting remote working environments. These applications allow file sharing, scheduling, teamwork and real time communication that makes sure information is delivered effectively between departments so that employees can collaborate effectively no matter what their location is.
Overall, the software solutions discussed in this assignment have shown how digital tools are essential to modern businesses. And by mastering these systems organisations can make informed decisions ensuring the remain competitive, adaptable and efficient in an ever-evolving digital business landscape.
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