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Introduction

     In today’s world, software applications are very important for both individuals and businesses. Companies use different types of software to communicate, store information, and complete daily tasks. These tools help people work faster and more efficiently.
    This portfolio looks at different software applications and how they are used in real life. It includes e-commerce solutions, office applications, and communication tools. It also explains how these applications help businesses work better.
     The aim of this portfolio is to show how software applications support business activities and improve productivity and teamwork.
[bookmark: _Toc228234859]Main Body 
[bookmark: _Toc228234860]Task 1        
[bookmark: _Toc228234861]    e-Commerce Website builders/software solutions 

      Modern e-commerce platforms are essential tools for businesses that want to sell products or services online. Some of the most popular e-commerce website builders include Shopify, Wix, WooCommerce, Magento, and BigCommerce. These platforms provide ready-made solutions for creating websites, managing products, processing payments, and communicating with customers. Two of the most popular e-commerce platforms today are Shopify and Wix. Both platforms are widely used by businesses, but they have different features, advantages, and limitations. Shopify is a leading e-commerce platform designed specifically for online selling. It allows businesses of all sizes to create and manage online stores without requiring advanced technical knowledge. Shopify provides an all-in-one solution, including website design, payment processing, inventory management, and marketing tools [6]. One of the main advantages of Shopify is its ease of use. Users can quickly set up an online store using ready-made templates and start selling products within a short time. The platform also offers a wide range of features such as SEO tools, mobile optimisation, and integration with social media and marketplaces [7]. Another important benefit of Shopify is its scalability. Businesses can start with a small online store and expand as they grow. Shopify also supports multiple sales channels, allowing users to sell products through websites, mobile apps, and physical stores. However, Shopify also has some limitations.  One of the main disadvantages is the cost. Users need to pay monthly subscription fees, and additional costs may apply for apps and advanced features. In addition, Shopify has limited customisation compared to open-source platforms, and some advanced changes require coding knowledge [8].
    Wix is another popular platform that is often used for building websites, including e-commerce stores. It is especially suitable for small businesses and beginners because of its simple drag-and-drop interface. Wix allows users to create websites easily without any coding skills. It offers a large number of templates and design options, which makes it attractive for creative businesses and personal brands. Wix also includes basic e-commerce features such as product management, payment processing, and SEO tools [8]. The main advantage of Wix is its user-friendly design. It is very easy to use, even for people with no technical experience. Users can customise their websites visually and quickly create attractive online stores. Wix also offers affordable pricing plans compared to other platforms. However, Wix has some limitations, especially for larger businesses. Its e-commerce features are not as advanced as Shopify, and it may not be suitable for managing large inventories or complex operations [8]. In addition, Wix websites can be less flexible when it comes to scaling and advanced integrations. In conclusion, both Shopify and Wix are effective e-commerce platforms, but they are designed for different types of users. 
         Shopify is more suitable for businesses that want a powerful and scalable solution for online selling, while Wix is ideal for beginners and small businesses that need a simple and affordable website builder. The choice between these platforms depends on the size of the business, budget, and future growth plans.
[bookmark: _Toc228234862]Task 2  
[bookmark: _Toc228234863]       Mind-map of Contemporary Software Applications 
a.
         Mind mapping is a visual technique used to organise information around a central idea. It allows users to connect related concepts using branches, keywords, and diagrams. This method helps people to see relationships between ideas clearly and improves understanding of complex topics. According to Tony Buzan The Mind Map Book, mind mapping supports creative thinking and helps individuals generate new ideas more effectively [9]. 
        In business operations, mind mapping is widely used for planning, problem-solving, and decision-making. It allows teams to structure information in a simple and logical way. For example, managers can use mind maps to organise projects, analyse business processes, and develop strategies. Research shows that visual tools like mind maps improve memory and information retention, which is important in fast-paced business environments [10].         
          Another benefit of mind mapping is improved collaboration. Teams can use digital tools to create and share mind maps in real time. This encourages communication and helps team members understand their roles and responsibilities more clearly. According to Mind Meister, collaborative mind mapping increases productivity and supports better teamwork [11]. In my opinion, mind mapping is very useful for students and businesses because it helps organise ideas clearly. 
Overall, mind mapping is a powerful tool that helps businesses organise information, improve communication, and make better decisions. 
In addition, mind mapping can be used in different areas of business such as marketing, project planning, and training. For example, marketing teams can use mind maps to organise campaign ideas and analyse customer needs. Project managers can use mind maps to plan tasks and identify potential risks. This makes mind mapping a flexible and practical tool in many business situations.

b. Create a mind map of contemporary software applications that are used to support day-today business/Organisation operations. 
Link MindMap:
https://uowtsd-my.sharepoint.com/:p:/g/personal/2524355_student_uwtsd_ac_uk/IQDnFoQvcpt1SJ7r3Wl6BGKeAWMzSr4lkVqJ2CuHLQc4Ifw?e=1PiUhV
The mind map created for this assignment shows different types of contemporary software applications used in daily business operations. These applications help organisations improve efficiency, communication, and overall performance.
Communication tools such as Microsoft Teams, Slack, and Zoom are essential for internal and external communication. They allow employees to collaborate, share information, and hold virtual meetings, which is especially important in remote working environments.
         Productivity software, including Microsoft Word, Excel, and Google Docs, is used to create documents, manage data, and support decision-making. These tools are fundamental for everyday business tasks and improve efficiency.
Customer Relationship Management (CRM) systems such as Salesforce and HubSpot help businesses manage customer interactions, sales, and marketing processes. These tools improve customer satisfaction and support business growth.
Enterprise Resource Planning (ERP) systems like SAP ERP and Oracle ERP Cloud integrate key business processes such as finance, human resources, and supply chain management. They provide a central system that improves coordination and decision-making.
Project management tools, including Trello, Asana, and Monday.com, help teams plan, organise, and track tasks. These tools ensure that projects are completed on time and within budget.
Cloud storage and collaboration tools such as Google Drive, Dropbox, and OneDrive allow businesses to store, share, and access files securely from any location. This supports flexible working and improves efficiency.
Finally, accounting and finance software like QuickBooks and Xero helps organisations manage financial transactions, invoicing, and reporting. These tools ensure accuracy and support financial decision-making.
Moreover, the use of modern software applications allows businesses to improve data accuracy and reduce manual work. Many of these tools include automation features that save time and increase productivity. For example, automated reports, reminders, and data updates help employees focus on more important tasks. As a result, organisations can operate more efficiently, reduce costs, and improve overall business performance in a competitive environment.
In conclusion, contemporary software applications play a key role in supporting day-to-day business operations. They help organisations improve productivity, communication, and overall performance.
[bookmark: _Toc228234864]Task 3 
[bookmark: _Toc228234865]a. 
          Microsoft Word
          Microsoft Word is one of the most widely used word processing applications developed by Microsoft Corporation. It is mainly used for creating, editing, and formatting documents such as reports, letters, contracts, and business proposals. In business operations, Microsoft Word plays an important role in communication and documentation, as it allows users to produce professional and well-structured documents [1].  One of the key features of Microsoft Word is its advanced formatting tools. Users can adjust fonts, styles, paragraph alignment, spacing, and layout to improve document quality. Another important feature is the mail merge function, which enables businesses to send personalised letters or emails to many recipients at the same time [2]. In addition, Word provides templates that help users quickly create CVs, invoices, and reports. Collaboration tools such as comments and track changes also allow multiple users to work on the same document efficiently [5]. The main advantage of Microsoft Word is its ease of use and flexibility. It is suitable for both beginners and experienced users and supports many file formats. It also integrates well with other Microsoft Office applications. However, Word has some limitations. It is not suitable for analysing large data sets or managing databases. It may also become slow when working with large documents, and some advanced features require additional training.

     Microsoft PowerPoint

Microsoft PowerPoint is a presentation software also developed by Microsoft Corporation. It is used to create visual presentations for meetings, training sessions, and business presentations. In modern business environments, PowerPoint is essential tor sharing ideas and presenting information clearly and effectively [1].  One of the main features of PowerPoint is the ability to create slides that include text, images, charts, videos, and animations. Users can apply themes and templates to ensure a consistent design throughout the presentation. Animation and transition effects help make presentations more dynamic [5].  Another useful feature is integration with Excel, which allows users to insert charts and data directly into slides [2]. The main benefit of PowerPoint is that it helps simplify complex information and present it visually. This improves communication and makes presentations more engaging. However, PowerPoint also has some limitations. Too much text or excessive use of animations can reduce effectiveness. It is not suitable for detailed data analysis, and the quality of the presentation depends on the presenter’s skills. 

         Microsoft Excel 

         Microsoft Excel is a powerful spreadsheet application used for data analysis, calculations, and financial management. It is widely used in business operations for tasks such as budgeting, forecasting, reporting, and decision-making. One of the most important features of Excel is the use of formulas and functions. Functions such as IF, VLOOKUP, SUM, and AVERAGE allow users to perform calculations quickly and accurately [3]. Excel also includes advanced tools such as Pivot Tables, which help summarise large amounts of data and identify patterns or trends [3]. Charts and graphs can be created to present data visually, making it easier to understand. Anther useful feature is data validation, which helps maintain accuracy and consistency when entering data. The main advantage of Excel is its ability to handle large amounts of data efficiently. It is flexible and can be used in many different industries. However, Excel also has some limitations. Advanced functions can be difficult for beginners to learn, and small mistakes in formulas can lead to incorrect results. In addition, Excel is not the best option for managing very large databases or for use in multi-user environments compared to specialised database systems.

     Microsoft Access

     Microsoft Access is a database management system developed by Microsoft Corporation. It is used to store, organise, and manage large amounts of structured data. In business operations, Access is often used for managing customer records, inventory systems, and internal databases. One of the main features of Access is the ability to create tables to store data in an organised way. Users can also define relationships between tables, which helps maintain data accuracy and consistency [4]. Queries allow users to search for and filter data based in specific conditions [4]. Forms provide a simple interface for entering data, while reports are used to present information clearly for analysis and decision-making. The main benefit of Microsoft Access is that it offers better organisation of data compared to Excel. It supports relational database concepts, making it suitable. For more complex data management tasks. However, systems such as Microsoft SQL Server. It is also less suitable for large organisations with many users, and it may require technical knowledge to design and manage databases effectively.   
[bookmark: _Toc228234866]Function 1: Pivot Table (Microsoft Excel)

    The first tool tested is the Pivot Table function in Microsoft Excel. This feature is widely used in business operations to analyse and summarise large amounts of data quickly and effectively. In this task, a Pivot Table was created to analyse sales data based on product and location.
[bookmark: _Toc228234867]Step-by-step process:

Step 1:
[image: ]
      A dataset was prepared in Excel, including fields such as Date, Product, Location, and Sales.
Step 2:
[image: ]
      The data was selected, and the Pivot Table option was chosen from the Insert tab.


Step 3:
[image: ]
In the Pivot Table Fields panel, the following fields were added:
· Product → Rows
· Location → Columns
· Sales → Values (Sum of Sales)

Step 4:
[image: ]
       Filters such as Date and Category were added to allow more flexible analysis.

Step 5:
[image: ]
[bookmark: _Toc228234868]             [image: ] 
The Pivot Table automatically calculated total sales for each product and location. A slicer was also used to filter products easily.
[bookmark: _Toc228234869]      This tool is very useful in business because it helps managers quickly analyse sales performance, identify trends, and make better decisions. It saves time compared to manual calculations and improves data accuracy. 

[bookmark: _Toc228234870]    Function 2: Mail Merge (Microsoft Word)

    The second tool tested is Mail Merge in Microsoft Word. This feature is used to create personalised documents such as letters, emails, or labels for multiple recipients. It is commonly used in business for customer communication and marketing.
[bookmark: _Toc228234871]Step-by-step process:
Step 1:
       [image: ]
A data source was created in Excel containing customer information such as Name and Address.

Step 2:
      [image: ]

        A new document was opened in Microsoft Word, and a letter template was created.
Step 3:
[image: ]
The Mailings tab was selected, and the Start Mail Merge option was chosen.





Step 4:
[image: ]
The data source (Excel file) was connected using Select Recipients.
Step 5:
Fields such as Name were inserted into the document using Insert Merge Field.
[image: ]
[image: ]

Step 6:
[image: ]
The Preview Results option was used to check how the personalised letters look.


Step 7:
[image: ]
Finally, the Finish & Merge option was used to generate all documents automatically.

[bookmark: _Toc228234872]      Additional improvement:
      An additional field (Address) was also inserted into the document using the Mail Merge function. This demonstrates that multiple data fields from the Excel data source can be used together to create more detailed and personalised documents. In practice, it is recommended to insert all required fields at the template stage.
[image: ]
[bookmark: _Toc228234873]       Business relevance:
      Mail Merge is very useful because it allows businesses to send personalised messages to many customers at the same time. This saves time, improves communication, and makes marketing more effective.

[bookmark: _Toc228234874]Task 4 
     Communication and Collaboration Applications

     Introduction

    In modern business environments, communication and collaboration tools play a critical role in improving productivity, efficiency, and teamwork. Organisations increasingly rely on digital platforms to support remote work, real-time communication, and shared access to information. This report analyses one communication application, Microsoft Teams, and one collaboration tool, OneDrive, focusing on their key features, benefits, and limitations.

 1. Communication Application: Microsoft Teams

    Microsoft Teams is a cloud-based communication platform developed by Microsoft that enables employees to communicate, collaborate, and share information in real time. It is widely used in businesses for messaging, meetings, and teamwork.

   Key Features of Microsoft Teams

    One of the main features of Microsoft Teams is instant messaging, which allows users to communicate quickly through chats and group conversations. It also supports audio and video calls, enabling virtual meetings and remote collaboration. Microsoft Teams integrates multiple communication tools into a single platform, including chat, meetings, and file sharing, making it a central hub for teamwork.  
     Another important feature is the use of teams and channels. Teams are groups of users organised by projects or departments, while channels allow structured communication within those teams. This helps to organise discussions and improve clarity in communication.  
     Microsoft Teams also allows file sharing and integration with other Microsoft applications such as Word, Excel, and SharePoint. Users can collaborate on documents in real time without leaving the platform.  
     In addition, Teams supports third-party integrations, bots, and automation tools, which enhance productivity and workflow management.  

      Benefits of Microsoft Teams

       One of the main benefits of Microsoft Teams is improved communication. It allows employees to stay connected regardless of location, which is especially important in remote and hybrid work environments.  
      Another advantage is increased productivity. Since all communication and collaboration tools are integrated into one platform, employees can work more efficiently without switching between different applications.  
     Microsoft Teams also enhances collaboration by allowing real-time document editing, file sharing, and team discussions. This improves teamwork and reduces delays in decision-making.  
     Additionally, Teams offers strong security and data protection features, including encryption and compliance with international standards, which makes it suitable for business use.  

      Limitations of Microsoft Teams

     Despite its advantages, Microsoft Teams has some limitations. One of the main disadvantages is its complexity. The wide range of features can be difficult for new users to learn, especially in large organisations.  
      Another limitation is the dependency on internet connection. Poor connectivity can affect video calls and overall performance.  
      In addition, some advanced features require a Microsoft 365 subscription, which may increase costs for businesses.  
      Finally, file management can sometimes be confusing due to integration with multiple platforms such as SharePoint and OneDrive.  

[bookmark: _Toc228234875]      Use of Microsoft Teams in Business (Step-by-Step Process)

       In the business world, Microsoft Teams is commonly used to organise and conduct online meetings. This allows employees to communicate in real time, especially in remote and hybrid working environments. The following steps demonstrate how a meeting is created and joined using Microsoft Teams.

[bookmark: _Toc228234876]Screenshot 1: Microsoft Teams home page
[image: ]
     The user opens Microsoft Teams to access communication tools such as chat, teams, and calendar. This is the starting point for organising business communication.

Screenshot 2: Calendar section in Microsoft Teams
[image: ]
     The user selects the Calendar option to view scheduled meetings and plan new ones. This helps employees organise their work and manage time effectively.

[bookmark: _Toc228234877]Screenshot 3: Creating a new meeting
[image: ]
        The user clicks the “New” button to create a new meeting. This feature allows businesses to schedule meetings with team members.

[bookmark: _Toc228234878]Screenshot 4: Adding meeting details and participants
[image: ]
      The user enters the meeting title, date, time, and participants. This ensures that all team members receive the correct information about the meeting.

[bookmark: _Toc228234879]Screenshot 5: Meeting invitation sent successfully
[image: ]
     The meeting is created and appears in the calendar. Invitations are automatically sent to participants, which improves communication and coordination.

[bookmark: _Toc228234880]Screenshot 6: Viewing the scheduled meeting
[image: ]
       The user can see the scheduled meeting in the calendar with all details. This helps employees keep track of upcoming meetings.

[bookmark: _Toc228234881]Screenshot 7: Joining the meeting
[image: ]
     The user clicks “Join” and prepares audio and video settings before entering the meeting. This allows real-time communication between employees in different locations.

2. Collaboration Application: OneDrive

       Microsoft OneDrive is a cloud-based storage and collaboration tool developed by Microsoft. It allows users to store, share, and access files from any device with an internet connection. OneDrive is widely used in businesses for document management and team collaboration.

      Key Features of OneDrive

     One of the main features of OneDrive is cloud storage, which allows users to store files securely online instead of on local devices. This ensures that data is accessible anytime and from anywhere.
       Another important feature is file sharing. Users can share documents with colleagues and control access permissions, such as view-only or editing rights.
      OneDrive also supports real-time collaboration, allowing multiple users to work on the same document simultaneously. This is especially useful for team projects and business operations.
       In addition, OneDrive integrates with Microsoft Office applications such as Word and Excel, enabling seamless collaboration and document editing.
       Another useful feature is automatic synchronisation, which ensures that files are updated across all devices.

     Benefits of OneDrive

       One of the main benefits of OneDrive is accessibility. Employees can access files from any location, which supports remote working and flexibility.
       Another advantage is improved collaboration. Teams can share and edit documents in real time, reducing the need for email attachments and improving workflow efficiency.
      OneDrive also enhances data security by providing encryption and backup features, which help protect important business information.
      In addition, it helps reduce storage costs because businesses do not need to rely on physical storage devices.

   Limitations of OneDrive

      Despite its benefits, OneDrive has some limitations. One of the main disadvantages is dependency on internet access. Without a stable connection, users may have difficulty accessing files.
     Another limitation is storage limits. Although OneDrive offers cloud storage, large organisations may need to pay for additional storage space.
     There may also be concerns about data privacy and security, especially when storing sensitive information in the cloud.
      Finally, file synchronisation issues can sometimes occur, which may lead to confusion or version control problems.

[bookmark: _Toc228234882]     Use of OneDrive in Business (Step-by-Step Process)

     In the business world, OneDrive is commonly used to store, share, and collaborate on documents. Employees can upload files, share them with colleagues, and work on them together in real time. The following steps demonstrate how a document is uploaded and shared using OneDrive.

[bookmark: _Toc228234883]Screenshot 1: OneDrive home page
[image: ]
      The user opens OneDrive to access cloud storage and manage files. This is the starting point for storing and sharing documents in a business environment.

Screenshot 2: Uploading a file
[bookmark: _Toc228234884][image: ]

       The user clicks the “Upload” button to add a document to OneDrive. This allows files to be stored securely in the cloud.

[bookmark: _Toc228234885]Screenshot 3: File uploaded successfully
[image: ]
     The uploaded file appears in OneDrive. This confirms that the document is available for access and sharing.

[bookmark: _Toc228234886]Screenshot 4: Selecting the file
[image: ]
      The user selects the file that will be shared with colleagues. This step prepares the document for collaboration.

Screenshot 5: Clicking Share
[image: ]
     The user clicks the “Share” option to send the file to other users. This is an important feature for teamwork.

[bookmark: _Toc228234887]Screenshot 6: Adding people and permissions
[image: ]
     The user enters the email address of a colleague and selects permissions such as “Can edit”. This ensures controlled and secure access to the file.

[bookmark: _Toc228234888]Screenshot 7: File shared successfully
[image: ]
      The file is shared with the selected user. This allows team members to access and work on the document together.

Screenshot 8: Real-time collaboration
[image: ]
      Multiple users can edit the document at the same time. This improves collaboration and increases productivity in business tasks.
      
[bookmark: _Toc228234889]     Conclusion

        In conclusion, communication and collaboration applications such as Microsoft Teams and OneDrive are essential tools in modern business operations. Microsoft Teams improves communication by providing instant messaging, video conferencing, and integrated collaboration features. On the other hand, OneDrive supports efficient teamwork by enabling cloud storage, file sharing, and real-time collaboration.
       Both tools offer significant benefits, including improved productivity, flexibility, and communication. However, they also have limitations such as complexity, cost, and reliance on internet connectivity. Overall, these applications play a key role in supporting modern organisations and enhancing business performance.
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