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Introduction 
This assessment explores the use, purpose, and practical application of various contemporary software solutions used in professional and academic environments. Across four tasks, the work examines how digital platforms enhance online trade, business operations, information management, and communication within organizational settings. The first task evaluates selected e-commerce website builders, demonstrating their operational features, advantages, and limitations. The second task focuses on mind mapping as a planning and analytical technique, followed by the production of a digital mind map that categorizes commonly used organizational software. The third task concentrates on office applications, providing a critical explanation of Microsoft Word, PowerPoint, Excel and Access as essential business tools, supported by practical demonstrations of Excel functions. The final task analyses one communication tool and one collaboration tool frequently used in modern companies, followed by a demonstration of selected features.
 The assessment has been structured to evidence understanding through research, paraphrasing, and practical application, while building skills that support both academic study and future workplace performance.



[bookmark: _Toc216556925]SSB ASSESSMENT:
[bookmark: _Toc216556926]Task 1: Contemporary e-Commerce Website Builders:
E-commerce platforms allow businesses to establish online stores without complex software development requirements. Their value lies in accessibility, flexible product management, security, and scalability, which are essential for digital trading environments. Recent research shows that e-commerce frameworks provide core functions including catalogue management, secure payment gateways, marketing integration and analytics. [1]
 Open source solutions are increasingly used due to modularity and cost efficiency. This section examines WooCommerce and PrestaShop as contemporary e-commerce solutions, highlighting features, benefits, and limitations supported by academic research. [1]

[bookmark: _Toc216556927]WooCommerce:
WooCommerce is an open-source plugin that transforms WordPress into a fully functional e-commerce website. According to Pinheiro and Lopes, open-source platforms provide extensibility, community development, and cost-effectiveness, which apply directly to WooCommerce. Businesses benefit from product variation options, customizable storefront themes, integrated checkout, and analytics dashboards [2]. Koroteev notes that WordPress-based systems are advantageous because of easy usability, plug in integration, and adaptability for small online retailers. WooCommerce also offers low initial cost, making it suitable for small businesses with limited budgets. [3]

Security and reliability are central concerns in online business. WooCommerce benefits from regular security patching supported by a large development community. However, as highlighted by Ramesh, open source systems require ongoing maintenance to avoid vulnerabilities such as SQL injection and cross-site scripting. [4] 
Similarly, Arora and Gupta explain that open source e-commerce platforms rely heavily on correct configuration and hosting quality, meaning performance depends on user expertise. Therefore, although WooCommerce provides flexibility and low cost, it requires technical management to ensure stability.
From a scalability perspective, WooCommerce performs well for small to medium enterprises but may require additional optimization for larger deployments. [5]
Pinheiro and Lopes emphasize that open source e-commerce systems scale effectively only when supported with proper server resources and lightweight plug ins. In summary, WooCommerce offers easy usability and affordability but depends heavily on user configuration for long-term performance and security. [2]

[bookmark: _Toc216556928]PrestaShop
PrestaShop is a standalone open-source e-commerce application used globally by SMEs. It includes multilingual support, customizable modules, shipping calculators, tax configuration, and customer relationship tools built into the core system [1]. Compared with WooCommerce, PrestaShop provides structured product cataloguing and database driven inventory control suitable for medium sized businesses. Studies show that open-source frameworks like PrestaShop reduce licensing fees and allow custom development, improving cost efficiency [5].
One of PrestaShop’s advantages is modularity. Extensions allow integration with payment gateways, logistics providers and marketing tools. However, Maqableh and Masa’deh note that plugin compatibility can create dependency issues, and updates may disrupt functionality. Security is also a concern [1]. Research by Ramesh found that open source e-commerce frameworks are more exposed if incorrectly configured. Therefore, professional hosting and frequent patching are required. [4]
Regarding usability, PrestaShop offers a more structured back-end interface compared to WooCommerce, but learning curves may be higher for new users. According to Koroteev, technical skills are often required when maintaining advanced systems, which may challenge small firms with limited digital expertise [3].
Both WooCommerce and PrestaShop provide cost efficient solutions for establishing online stores, supported by flexibility and community driven development. Research indicates that usability, modularity and scalability are strengths of open source systems, although security and configuration require attention [2] [4]. 
So WooCommerce is more suitable for beginners and small businesses using WordPress, while PrestaShop offers a richer modular structure appropriate for medium sized enterprises. Both platforms demonstrate how contemporary e-commerce software supports online business operations through adaptable, feature-rich digital environments.

[bookmark: _Toc216556929]Task 2: Mind-map of contemporary software application

[bookmark: _Toc216556930]What is Mind mapping?

[image: WHAT IS MIND MAPPING?
]
 Example of mind map  [6] 
Mind mapping is a visual organizational strategy that arranges information around a central idea using branches, keywords, and connections. Tony Buzan, who popularized the method, states that mind mapping reflects how the brain naturally processes information, helping individuals understand and retain material more efficiently [7]. 
Unlike linear notes, which often separate ideas, mind maps reveal relationships, helping users grasp the structure and purpose of a topic [7]. This visual structure makes it especially useful in business environments where clarity, speed, and accuracy are essential.
Mind mapping supports improved planning and organization within organizations. By breaking large goals into smaller actionable components, teams gain a clearer understanding of what needs to be completed and in what sequence. Research indicates that visual planning techniques reduce cognitive overload and support more efficient decision-making in complex organizational tasks [8].
 In practice, this means mind maps help project managers allocate responsibilities, identify risks, and ensure all team members share the same understanding of objectives.

Collaboration is another key benefit of mind mapping. When teams create a map together, ideas are openly shared, and connections are discussed and understood by everyone involved. Visual representation reduces confusion, especially when projects involve multiple departments or diverse roles. Studies show that collaborative mind mapping strengthens communication and encourages active participation because all ideas are displayed visibly, allowing equitable contributions from all members [9].
 This is particularly helpful in virtual teamwork, where misunderstandings may arise due to lack of physical interaction.
Mind maps also enhance problem solving. In business operations, decisions often involve complex factors such as finance, time, risks, staff, competitors, and technology. Mind mapping enables individuals to identify root causes, explore alternative solutions, and observe how different elements interact. Because ideas are visualized instead of listed, teams can evaluate options more strategically and avoid narrow thinking [7]. This fosters creativity and innovation, which are valuable in competitive business environments.
Mind mapping improves knowledge retention and training. When information is represented visually, using colors, keywords, and hierarchical branches, memory recall becomes more effective [7]. 
Businesses benefit from using mind maps during employee training, meetings, and strategic planning sessions because the information is easier to revise, share, and present. Digital mind map tools further increase efficiency by allowing editing, exporting, and collaborative use across remote or hybrid working environments [9].
 This flexibility makes mind mapping suitable for documentation, presentations, brainstorming, and workflow planning.
In summary, mind mapping is a practical and research supported technique used extensively in modern business operations. It enhances planning, supports collaboration, improves problem solving, boosts creativity, and strengthens memory and training outcomes. As organizations face increasing complexity and time pressure, visual structuring of information offers a reliable and efficient method for achieving clarity and enabling effective teamwork.
[bookmark: _Toc216556931] My Mind Map:
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Figure 2:  Contemporary Software Application [10]

The mind map created for this task illustrates a range of contemporary software applications that support everyday business operations. The central theme, “Contemporary Business Software,” branches into eight key categories: Communication and Collaboration; Productivity and Office Tools; Data Management and Analytics; Customer Relationship Management (CRM); Financial and Accounting Software; Project and Workflow Management; Cloud Computing and Storage; and Security and Data Protection. These categories represent essential functions found in modern organizations.
To create the mind map, I used Canva, which allowed me to produce a structured and visually clear diagram. Each branch includes examples of software tools and a brief explanation of how they support business productivity. For example, Communication and Collaboration software focuses on tools that enable messaging, video conferencing, and shared workspaces. The Data Management and Analytics branch highlights how organizations collect and interpret information to support decision making. Project and Workflow Management software illustrates systems that help assign responsibilities, track progress, and maintain deadlines. Financial and accounting software represents tools used for bookkeeping, budgeting, invoicing, and financial reporting.
This map demonstrates that organizations do not rely on a single tool but rather an integrated ecosystem of specialized applications. Creating the map helped me understand how different systems contribute to operations and how they connect to broader organizational goals. Canva made the process efficient by allowing color coding, shaping, and clear labelling, which improved readability. The result is a visual overview that supports both business understanding and strategic planning.

[bookmark: _Toc216556932]Task 3: Office application for creating, storing, presenting, and analyzing information/data  
Office software applications provide the digital foundation for documentation, presentation, analytical modelling, data management and communication in modern organisations. Their purpose is to improve efficiency, accuracy and collaborative access to data. Research shows that productivity applications such as word processors, presentations and spreadsheets enable structured information management, whilst database applications store and retrieve data reliably for decision making [11]. In business settings, employees rely on a combination of tools rather than a single application, since each has strengths suited to a specific organisational task. This section focuses on four Microsoft Office applications Word, PowerPoint, Excel and Access and discusses their features, benefits and limitations.
 
[bookmark: _Toc216556933] Microsoft Word: Document Creation and Editing

Overview and Functionality
Microsoft Word is a word-processing application designed to create, edit and format text documents. It includes professional templates, spell/grammar checking, mail merge, real-time collaborative editing, and cloud backup through OneDrive [12]. These functions allow users to develop reports, contracts, letters, policies and training manuals.

 Major Features
Key features include:
1. Paragraph and layout formatting
2. Review tools (Track Changes, Comments)
3. Mail Merge automation
4. Real-time co authoring
5. Accessibility and language tools

Word supports structured writing through predefined templates and headings, which improves the professionalism and consistency of business documents [12].
 Benefits in Business Operations

Word facilitates internal and external communication, supports documentation for compliance, and assists in maintaining business transparency [12]. Reviewing material using Track Changes allows multiple stakeholders to edit the same report without losing accuracy, which increases workflow efficiency. According to Foreman, standardised templates enhance clarity and organisational branding, avoiding ambiguity in professional messaging [13].
 Limitations

While Word is powerful, it may become challenging when multiple versions circulate offline. In large collaborative environments, proper version control systems are necessary to avoid errors and duplicated effort. Moreover, for highly graphical materials, specialised publishing software may be more suitable [13].
 
[bookmark: _Toc216556934]Microsoft PowerPoint: Visual Presentation
[bookmark: _Toc216556935] Overview and Functionality
PowerPoint enables structured visual presentation of information and is widely used for business pitches, staff briefings, training sessions, and progress reporting. It supports multimedia elements including charts, images, videos, SmartArt, transitions and animations [14].

Major Features

1. Key features include:
2. Slide templates and layout designs
3. Embedded multimedia objects
4. SmartArt diagrams
5. Animation and transition effects
6. Presenter view and speaker notes
7. Integration with Excel charts

 Benefits in Business Operations

PowerPoint simplifies complex information into visual form, enabling employees to present data clearly and persuasively. Mayer and Moreno highlight that multimedia presentations improve attention, cognitive retention and comprehension in professional environments [14]. The software supports strategic communication by allowing real-time data updates from Excel during board meetings or project evaluations.

 Limitations
When poorly designed, PowerPoint presentations can overwhelm viewers due to excessive text or distracting animations. Presentation literacy, including visual clarity, is required to avoid information overload [14]. Users without design experience may struggle to produce high quality slides.
 
[bookmark: _Toc216556936]Microsoft Excel: Data Analysis and Decision Support

 Overview and Functionality

Excel is widely recognised for its analytical modelling, forecasting, and reporting capabilities. It provides cells, formulas, functions, pivot tables, conditional logic, graphical charts, data validation, automation through macros, and integration with databases.

 Major Features
1. Mathematical and financial formulas
2. PivotTables for multidimensional analysis
3. Graphs and charts
4. Conditional formatting
5. Data import and clean-up tools
6. What-If analysis (Goal Seek, Scenarios)
7. VLOOKUP/XLOOKUP for relational data

[bookmark: _Toc216556937]Benefits in Business Operations

Excel supports evidence-based decision-making by converting large datasets into meaningful insights [15]. Businesses depend on Excel for financial forecasting, budgeting, performance metrics, inventory tracking, and risk evaluation. Walkenbach notes that spreadsheets allow flexible modelling without requiring specialist programming knowledge, which increases analytical independence in small and medium enterprises [15].

Limitations

Excel accuracy heavily depends on correct formula entry. Mistakes or overwritten data may distort business decisions, and large files can reduce processing speed. For multi-user environments, database systems are more suitable [15].
[bookmark: _Toc216556938]Microsoft Access: Relational Database Management

 Overview and Functionality
Microsoft Access is a relational database application that stores structured information using tables linked through defined relationships. It includes tools for building queries, forms and reports without advanced coding.

[bookmark: _Toc216556939] Major Features
1. Table structure and relational linking
2. Query tools (SQL and graphical query builder)
3. Custom forms for data entry
4. Reports for summarised outputs
5. Relationships that ensure data integrity
6. Integration with Excel and SharePoint

Benefits in Business Operations
Access enhances data accuracy and retrieval speed when compared with spreadsheets, especially where datasets require dependencies and cross-references [16]. It supports customer databases, asset tracking systems, inventory management, and internal monitoring. Access offers a simplified database environment suitable for non-technical users, reducing barriers to adoption in organisations [16].

Limitations
Due to scalability constraints, Access is unsuitable for very large datasets or high concurrency. For enterprise-level storage, SQL Server or cloud databases are recommended [16].
 
 Integration of Office Tools
Microsoft Word, Excel, PowerPoint and Access do not operate in isolation; they are built for interoperability. Charts produced in Excel may be inserted into Word reports or PowerPoint presentations. Access databases can output real-time updates into Excel for deeper statistical processing. Academic research confirms that integration improves productivity by reducing task duplication and ensuring consistent records across departments [11].

Word, PowerPoint, Excel and Access each provide specific and essential functions within business information management. Word ensures professional written communication; PowerPoint supports impactful visual delivery; Excel enables data-driven decisions; and Access provides relational data storage. Together, these tools create an integrated digital environment that supports analytical work, organisational communication and operational reporting. Effective use of these applications enhances productivity, collaboration and strategic decision making within modern organisations.

[bookmark: _Toc216556940](b): Testing any two features:

IF Function in Microsoft Excel
The IF function allows Excel to produce a logical decision based on test conditions. For this activity, I created a simple spreadsheet where sales performance was evaluated. Each employee’s monthly sales were recorded, and IF was used to classify whether the sales target was met. For example, the formula used was:
=IF(B2>=5000,"Target Achieved","Below Target")
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Figure 3
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Figure 4
This made the output automatic and reduced mistakes that can occur during manual checking. Once entered, the formula was dragged down the column to apply to multiple employees. The function helped organize results quickly, which would save business time when analyzing performance across larger datasets.
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Figure 5
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Figure 6

Goal Seek in Microsoft Excel
Goal Seek is a useful Excel tool that works backward from a desired result to determine the input required. For this activity, I used Goal Seek to calculate the number of units a business needs to sell to reach a target revenue of £10,000. By setting the revenue formula, Goal Seek automatically adjusted the units sold until the target was reached. This feature demonstrates how businesses can perform forecasting and financial planning without manual trial and error.
[image: ]
Figure 7
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Figure 8
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Figure 9
 
[image: ]
Figure 10
      

Goal Seek proved efficient because a business can quickly decide pricing, sales targets or budgeting requirements with minimal complexity.


[bookmark: _Toc216556941]Task 4: Communication and Collaboration application  

Communication and collaboration technologies are increasingly relied upon in modern organizations to support efficiency, coordination and knowledge sharing. Businesses have adopted digital tools to improve productivity and ensure continuity across teams, particularly where remote or hybrid working environments are present. Microsoft Outlook supports electronic communication, scheduling, calendar management and documentation storage, whereas Microsoft OneDrive supports cloud-based file sharing and synchronized collaboration. Research highlights that effective communication tools reduce organizational delays, improve accuracy of information exchange, and support timely decision-making processes [17]. Similarly, cloud collaboration tools enhance access to information, encourage knowledge sharing and strengthen workplace coordination [18]. This section analyses the role, features, benefits and limitations of Outlook and OneDrive in contemporary business operations.
 
[bookmark: _Toc216556942]Role of Outlook in Business Communication
Microsoft Outlook is widely used as an email client within organizations because it supports structured communication and record keeping. Email communication remains essential in business because it offers written documentation and traceability for discussions, which is particularly important for accountability and professional record management [19]. Outlook enables users to send messages, categorize communications, prioritize emails and use automated rules to organize large volumes of information. Email remains one of the most used forms of communication for sharing documents, sending meeting notes, and discussing project-related matters, making Outlook a core communication platform in many workplaces [17].
[image: ]
Figure 11: Microsoft Outlook inbox interface used for structured organizational email communication.
 
Calendar and Scheduling Functions of Outlook
Outlook’s calendar features support planning and coordination by allowing users to schedule appointments, set reminders, organize events and create invitations. Research shows that calendar based scheduling improves organizational workflow by reducing overlapping tasks and avoiding missed deadlines [19]. Meetings can be arranged with internal or external members while automatically checking availability through shared calendars. Businesses rely on these features to coordinate team projects, manage time effectively and support structured communication. Outlook therefore enhances productivity by preventing communication breakdowns and supporting coordinated planning activities [18].

[image: ]             [image: ]
Figure 12: Outlook calendar interface supporting scheduling and coordination of business meetings.
Task Management and Integration
Outlook further supports productivity by allowing tasks to be created, tracked and assigned. This helps employees manage workloads and deadlines. When tasks are linked to email content, users gain clarity on responsibilities, which contributes to efficient workflow [17]. Outlook integrates seamlessly with other Microsoft 365 tools such as Word, Excel, Teams and OneDrive, which simplifies the sharing and editing of attachments directly from the email application. Integration reduces time spent switching between software and enables information to flow quickly between communication and storage platforms [19].
 
Benefits of Outlook in Organizational Contexts
Outlook offers several benefits, including secure communication, easy document sharing, enhanced coordination through calendar scheduling, centralized inbox search, and the ability to synchronize communication across devices. Research suggests that structured email communication reduces misunderstandings and increases reliability in organizational tasks [19]. The ability to search historical conversations supports decision making by enabling staff to refer to previous agreements and recorded instructions. Outlook also supports attachment previews and file links, which reduce delays and promote clarity in communication. These features collectively contribute to organized, professional workplace functioning [17].
 
Limitations of Outlook
Despite its strengths, Outlook may present limitations within organizational use. Over dependence on email can slow collaboration when immediate responses are needed, particularly compared with real time chat systems [19]. Inbox overload may reduce productivity, especially when employees receive large volumes of messages that require categorization and prioritization. Cybersecurity threats, such as phishing, remain a risk when email systems are improperly managed [18]. Therefore, effective use of Outlook requires consistent cybersecurity awareness, inbox management strategies and appropriate organizational policies.
 
Role of OneDrive in Organizational Collaboration
OneDrive is a cloud-based platform used to store, manage and synchronize files. It supports collaboration by allowing shared access to documents, folders and multimedia resources. Cloud storage reduces dependency on physical storage devices and allows documents to remain accessible from any internet connected device [17]. This accessibility supports remote working, cross department projects and distributed teams. Research highlights that cloud platforms significantly enhance knowledge sharing, coordination and project integration across organizational boundaries [18]. OneDrive therefore plays a key role in modern digital workplace ecosystems.
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Figure 13: OneDrive shared folder providing cloud-based document storage for organizational collaboration
 
Real Time Collaboration and Version Control in OneDrive
A major strength of OneDrive is real-time shared editing. Users can work on documents simultaneously, reducing delays and preventing duplicated efforts. Research indicates that simultaneous editing improves accuracy and task completion speed because misunderstandings and outdated versions are avoided [19]. OneDrive also provides version control, enabling users to restore earlier versions of documents and track changes, which improves accountability and prevents data loss. These features are particularly valuable in collaborative projects where accuracy and continuity are required [17].
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Figure 14: Real time shared editing in OneDrive
Security and Permission Management in OneDrive
OneDrive supports secure sharing through permission-based access, enabling organizations to assign viewing, editing or commenting rights. This ensures information is protected based on job roles and confidentiality requirements [18]. Businesses rely on this feature to collaborate effectively without compromising data security. Research confirms that permission-based file control increases trust and protects critical information assets within organizations [19]. Security features such as encryption and password protection further enhance data integrity. When combined with training and security policies, OneDrive promotes safe and reliable cloud collaboration [17].
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Figure 15: OneDrive permission settings enabling secure and role-based access to organizational documents.

 
[bookmark: _Toc216556943]Integration of OneDrive with Microsoft 365
OneDrive integrates smoothly with Microsoft Word, Excel, PowerPoint and Outlook, improving workflow by enabling files to be edited, shared and stored without manual transfers. Research shows that integration between software platforms reduces time wastage, increases productivity and strengthens communication flows [18]. The ability to share working documents through Outlook directly from OneDrive allows more efficient collaboration and prevents version confusion. Integration therefore supports continuity between communication and collaboration platforms, improving overall organizational performance [19].
 
Limitations of OneDrive
OneDrive relies on internet connectivity, which may limit productivity in environments with unstable access. Connectivity issues can delay synchronization, resulting in temporary inaccessibility to files [17]. Security and confidentiality concerns may arise if users are unaware of best practices, especially when sensitive documents are shared externally. Research suggests that cloud storage must be supported by strong user awareness, organizational security policies and appropriate access controls [18]. Therefore, OneDrive achieves optimal effectiveness when combined with cybersecurity training and structured organizational data management practices [19].
 

Outlook and OneDrive provide essential communication and collaboration support in modern organizational operations. Outlook enables structured communication, calendar scheduling and integration with other Microsoft tools, improving coordination and information flow. OneDrive enhances teamwork by supporting secure cloud-based sharing, real time editing and version control, strengthening knowledge sharing and operational transparency. While both tools have limitations related to message overload, connectivity or security risks, these can be mitigated through appropriate policies and training. Overall, Outlook and OneDrive represent key digital tools that contribute to productivity, workflow integration and effective collaboration in contemporary workplace environments.
[bookmark: _Toc216556944]Communication Tool Tested:
 Outlook Desktop – Sharing an Email Folder
I tested the folder sharing feature in Microsoft Outlook Desktop.
 right clicked on the email folder I wanted to share.
 selected Permissions:
[image: ]
Figure 16
  

 Clicked Add, searched for the colleague’s email and selected their name.
[image: ]
Figure 17


 Assigned the permission level (Reviewer) and confirmed settings.
[image: ]
Figure 18

After Ok The colleague successfully accessed the shared folder.

[bookmark: _Toc216556945]Collaboration Tool Tested: OneDrive
 Sharing a File with Permissions:

I tested the sharing and permission control feature in OneDrive.
Selected a document stored in OneDrive and Clicked “Share”:
[image: ]
Figure 19

Entered the recipient’s email:
[image: ]
Figure 20

  Permission level (edit, view only …):
[image: ]
Figure 21

The document became accessible to the recipient with correct permissions.
[bookmark: _GoBack]


[bookmark: _Toc216556946]Conclusion 
The work completed across these tasks has demonstrated how different forms of software support both academic learning and real organizational practices. Each task contributed to a clearer understanding of how digital tools improve efficiency, communication and the management of information. Examining e-commerce platforms highlighted the degree to which careful software selection can influence business performance. The mind mapping work showed how digital planning methods make complex information more structured and easier to discuss, especially in team situations. Analyzing Microsoft Office applications provided insight into the depth of functionality within commonly used tools, while the practical activities helped to confirm how these features operate within real tasks. Finally, exploring and testing communication and collaboration tools linked the theoretical understanding with realistic application, reflecting the increasing expectation for digital literacy in workplace environments. Collectively, the assessment developed both technical awareness and transferable skills, offering a foundation that can be built upon in further studies and future professional roles.
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