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[bookmark: _Toc216714955]Introduction
In 2025, technology has progressed substantially and has become essential for helping businesses to operate effectively in the workplace. There are many benefits, such as better communication, enhanced learning opportunities, improved collaboration, effective time management (including scheduling), access to up-to-date software tools, increased productivity, greater data protection, improved IT Management, Cloud-based solutions, and support for remote working. Advanced technology has also made online learning more accessible by offering immense flexibility, cutting down costs, and providing opportunities to take on new career skills.
My intention for this assignment is to demonstrate my capability to use a selection of software applications and tools used to improve technology-based solutions for the workplace or business. Each task requires independent work, and I aim to illustrate this by fully completing them. 
I will evaluate a variety of software applications and tools to gain a better understanding of how businesses and workplaces adapt to the modern technology era. This will also assist my future career path and allow me to experience the modern changes taking place as technology continues to advance. I will also be exploring different e-commerce website builders and software solutions, describing why mind mapping is beneficial for business operations, creating my own mind map of contemporary software solutions used in business environments, and highlighting the major features, benefits, limitations of four office software solutions for business operations, such as MS Word, MS Excel, MS PowerPoint and MS Access. 
To provide evidence of my practical work, I will assess any two features from the following: Mail Merge, IF Function, VLOOKUP, Pivot Table, Goal Seek, in MS Excel. I will ensure that I document my work and include screenshots with a brief description. Finally, to finish my assignment, I will analyse one contemporary communication application and one online collaboration application/tool, followed by assessing one feature of a freely available communication application and one feature of a collaboration application. This will include a brief description, screenshots, images, and relevant citations. 



[bookmark: _Toc216714956]Task 1. e-Commerce Website builders or software solutions
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Figure 1 A screenshot of Shopify's homepage.

In today’s digital market, Shopify is one of the top-performing and well-recognised e-commerce platforms worldwide. It is an all-inclusive, cloud-based online retail platform that supports millions of users, aiding small to large business entities, as well as entrepreneurs, in managing sales both online and in person through its point-of-sale system. Shopify was officially established in 2006. Its user-friendly web design and accessible layout have made it one of the most widely adopted platforms. Within a short timeframe, it grew rapidly, placing it in direct competition with other major e-commerce platforms such as BigCommerce, Wix, WooCommerce and several others. For users without technical knowledge of web-based software, Shopify has engineered a drag and drop editor that enhances the ease of designing a contemporary website.
Shopify offers a variety of advantages, allowing you to design unique custom themes for both desktop and mobile platforms, an approach made much more effective with the assistance of AI-based tools. For a user-friendly experience, no coding is required for basic customisation, which enables you to focus on running your business. A point backed by a recent research article demonstrating how low-code e-commerce platforms support accessible entrepreneurial engagement [1]. However, fully modifying a Shopify theme does require coding abilities such as Liquid (Shopify’s template language), CSS, JavaScript, and HTML. These are just a few examples, as many other advanced skills can also be used for high-level customisation.
Furthermore, Shopify allows you to sell on social media platforms to help attract customers through managed marketing campaigns. [2]
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Figure 2 Shows a screenshot of WooCommerce Plugin directory.

WooCommerce is a frequently used open-source e-commerce plugin for WordPress, introduced in 2011. It was originally designed by WooThemes, which was bought by Automattic, [3] the company behind WordPress.com, in 2015. 
WooCommerce is a powerful e-commerce solution that provides a range of benefits, allowing users to design and operate their own online store. Whether you are a freelance developer, a small business, a large multinational organisation, or an agency, WooCommerce supplies a variety of tools needed to construct and customise an e-commerce store through the WordPress platform. In addition, WooCommerce includes detailed documentation and guidelines to assist users with managing their online store. It also enables secure payment processing using built-in security features to help prevent fraud. The platform further supports both automatic and manual subscription payments through extensions. WooCommerce supports shipping cost calculations. Users are encouraged to use the tools provided to compare costs with other shipping companies and ensure that weight and dimensions are accurate to avoid carrier issues. One of the advantages of WooCommerce is that you have full control over your store data, with the option to share it with WooCommerce, knowing it will be kept secure. 

Beyond this, WooCommerce has some limitations, just like any other e-commerce platform. These include paying additional fees when numerous extensions are required, which canmake the platform less cost effective for users. It is also only WordPress-based, not an all -inclusive solution. There are email transmission issues due to WooCommerce using the wp_mail() function and related issues with the web hosting configuration. 
[bookmark: _Toc216714959]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc216714960]Mind mapping and explain the benefits of using mind mapping in business    operations
Mind mapping is a visual technique used to organize ideas, information, and concepts around a central topic. It typically involves a central idea placed in the middle of a diagram, with related ideas branching outward. Mind maps use keywords, colours, icons, and images to represent relationships between concepts. In business operations [4], mind mapping helps improve clarity, creativity, and problem-solving. It allows teams to brainstorm ideas efficiently, plan projects, and analyse complex processes. Mind maps are especially useful for strategic planning, meeting discussions, workflow design, and decision making. By presenting information visually, mind mapping improves memory retention and encourages collaboration among team members.

b. [bookmark: _Toc216714961][image: A screenshot of a computer]Create a mind map of contemporary software applications.
This mind map shows how different software applications support business operations, from communication and collaboration to data analysis and online sales. [5]

[bookmark: _Toc216714962]Task 3. Office Applications
0. [bookmark: _Toc216714963]Four office software solutions for business operations
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Figure 3 Screenshot of MS Word Home Page. [6]
Introduction
Microsoft Word is a document creation program, also known as a word processor. This application is primarily designed for business organisations, academic institutes, and personal use. Word is used by a wide range of users, whether you are a beginner or an experienced IT-literate professional. In today’s modern era, MS Word is essential for corporate and academic settings, as it allows you to structure your work in a systematic and professional manner. Additionally, publishers frequently use MS Word to prepare drafts for books, articles, and newspapers.
Features and Benefits
The essential aspects of MS Word include the ability to use a variety of templates designed for creating reports, writing letters, CVs, academic tasks, notes, built-in graphs, invoices, and cover letters. This application allows you to create, edit, and format text documents with its core functionality focused on formatting text layouts. Its refined formatting tools allow users to customise page layouts with colourful fonts, backgrounds, themes, and watermarks using the Design tab. Headers and footers help direct readers to an organised document. while spelling and grammar tools prevent your work from appearing unprofessional. These features provide a wide range of benefits, such as enhancing overall performance and professionalism of your work, improving literacy skills, saving time efficiency, and safeguarding overall productivity.
In addition, MS Word 365 has many more features and benefits, including referencing tools that enable users to create in-text citations and bibliographies, AI powered solutions like translation and research tools, cloud-based integration with OneDrive for manageable sharing and collaboration. Other tools, such as PDF conversion and Mail Merge for personalised and protected content delivery. Tools like Word Count grant users to track document limit, providing an efficient guideline for structuring content appropriately. In summary, the main key points indicate MS Word 365 a resourceful and dominant tool for producing high quality work in professional, academic, and personal settings. 
Limitations 
Acknowledging the benefits, MS Word 365 has limitations. The processor can have a slow start-up and slow response time on older devices, and occasional app updates may temporarily slow down workflow. MS Word 365 is available as a subscription package, which may be only affordable for users who are financially stable, as users pay monthly or annually, and a one-time payment option like the older version is no longer available. Beginners may find it difficult to use the advanced version of MS Word, as it has a variety of tools and features make it technically more complex and require guidance and training. Unfortunately, users may not have access to the internet, which prevents them from using advanced features such as cloud-based services like OneDrive and real-time collaboration.
Career Path
I have chosen cybersecurity analyst as my career path, and MS Word 365 would prove extremely useful. Its tools, enable me to produce risk assessment reports, policy briefs, and securely share confidential information through OneDrive or SharePoint. Collaboration features would improve my communication with colleagues and management team. Overall, MS Word 365 is crucial for cybersecurity roles, producing structured workflows and organised documentation.


MS PowerPoint
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Figure 4 Screenshot of Microsoft PowerPoint Page [7].

Introduction
MS PowerPoint is a visual communication tool, designed to create slideshows. This tool is to facilitate organisations such as, business corporations, tech companies, universities, and healthcare institutes present information more effectively, using images, content, audio, videos, graphs, charts, and other media. Most organisations use this software for meetings, projects, institutional lectures, training, portfolio, and marketing. Helping viewers understand what the idea of the presentation is. In today’s modern era, social media being the biggest platform is also using this popular software to present an appealing content or video to capture audience’s attention. PowerPoint is a digital platform designed for structured, informative presentations. Its user-friendly design makes it suitable for beginners and advanced users, allowing quick creation of organised presentations while supporting collaborative and interactive work.



Features and Benefits
Key features and benefit of this software include, PowerPoint designer supported by AI to suggest and create eye catching slides, saving time, and producing quality work. Themes and Templates helping reduce effort in creating designs as its already built in. Animation brings presentation to motion making it more vibrant to catch viewers’ attention. Customisable icons image icons that characterise ideas and actions keeping viewers focused. Speaker Notes allowing you to add notes on slide and ensuring clarity as a presenter. Real-time Collaboration via Microsoft 365 performing with others on the same presentation and Improving teamwork. SmartArt creating visual diagrams to help viewers understand and remember the key points. Slide Layouts not needing to arrange elements manually and saves time. Cloud Storage allowing you to share presentations on any device from any location. With Slide master, you can apply formatting to all slides at once.
Limitations
Even with the advantages, MS PowerPoint comes with certain limitations. New and existing users may prefer the older version, as it was a one-time purchase. While the advanced version (PowerPoint 365) is subscription based and few users cannot afford it. Additionally, PowerPoint is a smart choice for visual communication, however, less appropriate for thorough data analysis compared to other applications such as Excel and database. Learners may find the new features overpowering and will initially need training and guidance. Finally, high-capacity files can slow software efficiency which could result in reduced workflow, and cloud-based collaboration requires consistent internet connection.

Career Path
As a cybersecurity analyst, I would use PowerPoint to track security issues by organising information visually this would help improve workflow. To ensure I have a clear communication I must transmits sensitive technical information through, slides, diagrams, and charts. PowerPoint will assist me in better decisions-making ensuring I highlight key risks and findings visually. Using PowerPoint I can present incident briefs, threat assessments, project updates to colleagues and management team. 
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Figure 5 Screenshot of Microsoft home page MS Excel [8]

Introduction
MS Excel is a spreadsheet software application, commonly used to perform calculations using formulas. Many organisations and individuals use Excel to enhance productivity and efficiency in work settings. This software supports cost tracking, budgeting, and data management for both professional and personal use. Excel organises information in rows and columns, making it easier to store, analyse, and manage data. It is a powerful tool frequently used in businesses, technology departments, and educational institutions. While basic skills such as data entry and formatting are sufficient to start, Excel also requires analytical thinking, numeracy, and diligence. Effective use of Excel also benefits from communication and mindfulness skills to ensure accurate data analysis and collaboration.
Features and Benefits
Excel provides dominant tools for data analysis and presentation. With functions such as IF, VLOOKUP, and COUNTIF, Excel makes it simple to manage logical calculations. Pivot Tables sequence through large datasets rapidly. Charts and graphs visually represent trends and patterns. Experienced formatting highlights key information automatically. Data validation ensures accuracy; while coordinating and filtering manage information efficiently. Excel works easily with other Office applications and cloud services through OneDrive, enabling real-time collaboration. These features help simplify workflow, make data easier to understand and share, and support teamwork across different users. For analysts, Excel allows quick interpretation of complex datasets, helping to make informed decisions more effectively, specifically in challenging environments such as cybersecurity operations.
Limitations
Despite its advantages, Excel has few limitations. Large datasets or complex calculations can slow performance, especially on older devices. Advanced functions like Pivot Tables, macros, and complex formulas require training. Manual data entry may introduce errors, and Excel is not suitable for unstructured or real-time data monitoring. Cloud-based collaboration depends on stable internet access, and subscription fees for Office 365 may be restrictive for some users. While excellent for analysis, Excel lacks built-in security for sensitive information, so extra measures are needed in cybersecurity environments. Users must balance performance, functionality, and accuracy.

Career Path
As a cybersecurity analyst, Excel helps track incidents, assess vulnerabilities, and analyse risk data efficiently. Automated calculations and Pivot Tables improve workflow by reducing manual effort. Data visualisation through charts and graphs enhances communication, making complex information easier for teams and management to understand. Real-time collaboration in Microsoft 365 allows teamwork across locations. Excel also supports decision-making by highlighting trends, anomalies, and critical security threats. Mastering Excel ensures analysts can manage large datasets accurately, respond quickly to security events, and provide evidence-based recommendations in a professional and structured manner.
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Figure 6 Screenshot of Microsoft Homepage MS Access. [9]

Introduction
Microsoft Access is a database management system used to store, manage, and retrieve substantial amounts of structured data efficiently. It is widely used in businesses, educational institutions, and technology environments to manage customer information, inventory, project data, and technical records. Access combines a user-friendly interface with powerful data management capabilities, making it suitable for both beginners and experienced users. For a cybersecurity analyst, Access is valuable for storing security logs, tracking incidents, and keeping vulnerability records. Its structured approach ensures correct, consistent, and secure data management across complex datasets.
Features and benefits 
Access provides tools to build and manage relational databases. Users can create tables, queries, forms, and reports to organise and analyse information efficiently. Queries allow filtering and extracting relevant data quickly, while forms simplify data entry. Reports enable clear presentation of information for stakeholders. Relationships between tables ensure data consistency, and macros automate repetitive tasks. Integration with other Office applications and cloud services enhances collaboration. These features improve workflow by organising complex data, support communication through structured reporting, and help teamwork in shared databases. Analysts can use Access to make informed decisions based on reliable data.

Limitations 
Despite its advantages, Access has limitations. It is less suitable for exceptionally large datasets compared to more advanced database systems like SQL Server. Advanced features require training, and beginners may find the interface complex. Collaboration relies on network or cloud access, which may be limited in some environments. Subscription costs for Office 365 may be restrictive for users. While Access is excellent for structured data, it is not ideal for unstructured or rapidly changing information. Users must carefully design databases to keep accuracy, consistency, and security of sensitive information.
Career Path
As a cybersecurity analyst, Access is invaluable for managing logs, tracking incidents, and storing vulnerability and risk data. Structured databases improve workflow by organising substantial amounts of technical information efficiently. Clear reporting and forms enhance communication with teams and management. Real-time collaboration on cloud-enabled databases supports teamwork across multiple locations. Access also aids decision-making by allowing analysts to query and summarise data, find trends, and prioritise security actions. Mastering Access ensures correct, dependable, and professional data handling, enabling cybersecurity analysts to support compliance, produce reports, and make evidence-based security decisions effectively.
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Figure 7 Screenshot of Excel sheet with column heading and school data[image: A screenshot of a computer
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Figure 8 Screenshot of Word document before Mail Merge.
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Figure 9 Screenshot of Mailing tab and Start Mail Merge.
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Figure 10 Screenshot of Mail Merge Recipients.
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Figure 11 Screenshot of final Mail Merged document.

[bookmark: _Toc216714969]Statement
Mail Merge-Practical Work
I tested Mail Merge using Microsoft Word and Excel. An artificial generated Excel spreadsheet holding student details. I created and link to a Word letter template, and Merged fields to personalise each letter with the recipient’s name. The preview function showed automatic personalisation, and the final merge generated individual letters for each recipient. This feature improves productivity and accuracy in business communication by removing repetitive manual work.




[bookmark: _Toc216714970]Task 4. Communication and Collaboration applications
a. [bookmark: _Toc216714971]One contemporary Communication and one Online Collaboration applications/tools
[bookmark: _Toc216714972]MS Outlook
Microsoft Outlook is a widely used communication application designed to manage email, calendars, contacts, and tasks within a professional environment. It is commonly used in modern businesses to support formal communication, scheduling, and information sharing. Outlook allows users to send and receive emails securely, attach documents, and organise conversations into folders, making communication efficient and structured. The calendar feature enables users to schedule meetings, set reminders, and manage appointments, which improves time management and workflow.
Key features of Microsoft Outlook include email organisation tools such as folders, rules, and flags, which help users prioritise important messages. The search function allows quick access to past communications. Outlook also integrates with Microsoft Teams and OneDrive, allowing users to share files and join meetings directly from emails. Security features such as spam filtering, encryption, and phishing protection make Outlook suitable for handling sensitive business information. Overall, Outlook improves professional communication by ensuring messages are clear, organised, and delivered efficientlyMS Teams
[bookmark: _Toc216714973]Microsoft Teams is a cloud-based collaboration platform designed to support teamwork through chat, meetings, file sharing, and application integration. It allows users to communicate through organised chats and channels, conduct online audio and video meetings with screen sharing, and collaborate on documents stored in OneDrive or SharePoint in real time. Teams also integrates task management tools such as Planner and to do, enabling teams to track responsibilities within the same platform. Seamless integration with Microsoft Word, Excel, PowerPoint, and Outlook ensures a unified working environment
[bookmark: _Toc216714974].Microsoft Teams enhances collaboration by enabling real-time communication and teamwork regardless of physical location. Channels centralise discussions and project-related information, improving transparency and reducing the need for lengthy email chains. Real-time document collaboration supports faster decision-making and increases productivity across teams. However, Microsoft Teams requires a stable internet connection for best performance, and new users may experience a learning curve due to the wide range of features available. 
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Figure 12 Screenshot of MS Outlook creation of new folder under the name of friends.
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Figure 13 Screenshot of moving an email to new created folder under the name of Friends.
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Figure 14 Screenshot of email moved to new the folder.
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Figure 15 Screenshot of Using MS Teams messages.
[bookmark: _Toc216714978]Conclusion
In this assignment I have explored a range of contemporary software solutions used in modern business environments. By understanding and applying these tools, organizations can improve productivity, communication, collaboration, and decision-making.
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