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[bookmark: _Toc237342105]Introduction
The current world of businesses relies on software applications in order to increase efficiency, improve communication, collaboration, and decision-making processes in a highly competitive and technology-oriented environment. Digital solutions help organisations to automate their processes, increase interaction with customers, manage data, and collaborate effectively even when working in geographically dispersed locations. As a result, choosing the right software applications has become important for increasing efficiency and achieving strategic goals of the organisation. This portfolio covers different software applications that are currently used in business through four practical tasks. The first task discusses e-commerce website builders, the second one explains how mind mapping is used in business, the third one covers Microsoft Office applications for information creation and presentation, and the fourth one explains the current tools of communication and collaboration.
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Introduction
Website builder for e-commerce allows businesses to build and maintain an online store without having the need of deep knowledge of programming skills. Such websites incorporate important features like product management, payments, inventory management, and CRM in one platform. The growing use of e-commerce websites has helped organisations in becoming more efficient, reaching out to a wider market, and engaging with customers, especially SMEs [1].
Shopify
Shopify is a cloud computing Software-as-a-Service (SaaS) e-commerce website creation and management platform where companies can create, set up and run their online shops using the subscription model. The platform allows business to have everything under one roof such as hosting, security, software updates and payment processing. Therefore, all that a company will do is to sell products and take care of customer service [2].
This platform has many features that include professionally designed templates, payment gateway integration, inventory management, order tracking, multi-channel selling through social media and online marketplaces, mobile optimisation, analytical dashboards and applications marketplace. These features allow businesses to create their online presence and operate securely and reliable [3].
Businesses use Shopify to sell physical goods, digital goods and subscription services. The simplicity of using this software makes it ideal for start-ups and SMEs to deploy rapidly without much technical skill. Nevertheless, large organisations can utilise this platform because of its scalability and enterprise-level features.

Despite these benefits, there are some shortcomings in the usage of this platform. These drawbacks include monthly subscription cost, transaction fee when external payment gateway is used and inability to make advanced customisations compared to open-source platforms.


WooCommerce
WooCommerce represents an open-source e-commerce plugin created for WordPress websites. As opposed to Shopify, WooCommerce provides an opportunity for organisations to create very custom online shops while still owning the entire website, hosting, and all data [4].
The key features of WooCommerce include an unlimited product catalogue, flexible payment gateway integration, inventory and order management, broad compatibility with themes, SEO optimisation, customer accounts management, and thousands of plugins to enhance functionality. Due to the fact that WooCommerce operates within the framework of WordPress, it is possible to adjust nearly everything in accordance with organisational needs [5].
WooCommerce is used by organisations which need more flexibility, customisation, and affordable software costs. This system is good for organizations who have a WordPress website or have some technical capabilities.
However, the thing is that WooCommerce requires organisations to manage the website on their own, including hosting, protection, backups, and software maintenance. Performance optimisation and troubleshooting might also require some technical abilities.



Comparison of Shopify and WooCommerce
	Feature
	Shopify
	WooCommerce

	Platform Type
	Cloud-based Software-as-a-Service (SaaS)
	Open-source WordPress plugin

	Technical Skills Required
	Low; suitable for beginners
	Moderate to high; requires WordPress knowledge

	Hosting
	Included with subscription
	Self-hosted (user arranges hosting)

	Customisation
	Moderate; limited by Shopify ecosystem
	Extensive; full access to source code and plugins

	Initial Cost
	Monthly subscription fees
	Free plugin; hosting and domain purchased separately

	Maintenance
	Managed by Shopify
	User responsible for updates, security and backups

	Scalability
	Highly scalable for growing businesses
	Highly scalable with suitable hosting infrastructure

	Best Suited For
	SMEs, start-ups and users seeking simplicity
	Businesses requiring flexibility and full control


Table 1: Comparison of Shopify and WooCommerce
The e-commerce capabilities of Shopify and WooCommerce are similar, although each is designed to cater to different business needs. The key selling point of Shopify is its simple setup, robustness, and easy deployment due to its hosted solution, which makes it suitable for companies that do not want to involve much technical input. On the other hand, WooCommerce provides maximum flexibility and customisability but requires more technical knowledge to install, maintain and ensure security. Hence, Shopify would be more suitable for beginners and fast-growing small and medium-sized enterprises, while WooCommerce would be more appropriate for companies that require custom solutions.
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Introduction
It is a visual thinking tool that involves structuring information around a main idea in an organised way. Mind mapping is different from conventional note taking because it organises ideas hierarchically and in an interrelated way through use of branches, keywords, colour and symbols. It was pioneered by Tony Buzan and promotes both critical and creative thinking by making relationships between ideas clear. In today’s corporate world, mind mapping has emerged as a useful tool for businesses. Businesses have to function in changing and information-driven environment and mind mapping assists employees and managers to organise information efficiently [6].


Benefits of Mind Mapping in Business
Mind maps have several advantages that improve the productivity and effectiveness of an organisation. One of the main strengths of mind maps is the increased generation of ideas when engaged in brainstorming activities. Through mind maps, employees are able to create new ideas and at the same time identify links which cannot be identified through traditional linear notes. This increases the level of creativity and promotes continuous improvement in an organisation [7].
Another strength of mind maps is the effective organisation of knowledge. Businesses handle huge amounts of knowledge such as project needs, customer opinions, business operations, and business strategy. The use of mind maps simplifies complex knowledge into easily understandable forms through visual representation. It has been proved by research that visual representation of knowledge increases the speed of learning and recalling knowledge [8].
In addition to that, mind mapping is useful in managing projects since it allows team members to split big projects into smaller ones, assign roles and responsibilities, and track the progress of the projects. Mind mapping ensures that project delays are minimised, and communication between departments is improved through information exchange.
	Business Function
	How Mind Mapping Helps

	Planning
	Organises objectives, tasks, timelines and resources into a structured visual format.

	Communication
	Presents ideas clearly, improving understanding and collaboration among team members.

	Decision-Making
	Enables managers to compare alternatives, identify risks and make informed decisions.

	Knowledge Management
	Simplifies complex information, improving knowledge sharing and information retention.

	Problem Solving
	Identifies relationships between issues and supports the development of effective solutions.


Table 2: Key Benefits of Mind Mapping in Business
Role of Mind Mapping in Planning, Communication and Decision-Making
The significance of using mind mapping in business planning lies in the fact that it allows managers to organise objectives, plan resource allocation, identify risks, and set timelines for implementing the plan in one picture. Visualisation of connections between the business processes helps companies focus on important issues and control projects better [9].
As far as communication is concerned, mind maps create one universal language, which makes it easier to communicate ideas during meetings, seminars, and training. Rather than reading complicated papers, employees can grasp organisational processes faster and participate actively in discussions.
Mind mapping further assists in improving management decisions through the provision of information in a structured way. Management can assess various ways of solving an issue, evaluate the risks involved, analyse the causes and effects, and consider alternatives before making any decision. This leads to faster decision-making by the organisation, based on sound strategic planning, and increased efficiency. With more organisations embracing digital collaboration tools, mind mapping will still be useful in promoting innovation and effective business decision-making.
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[bookmark: _Toc237084663]Figure 1: Mind Map (Self-made in LucidChart)
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Introduction
Applications of Microsoft Office software have become a critical tool used to support the day-to-day business operation activities within organisations. In the contemporary competitive business world, most organisations depend on digital technology to enhance their operational efficiency, information management and effective communication between departments. The rise of digital transformation in organisations has encouraged many organisations to adopt technology in their operations through the use of integrated software to help in document creation, analysis of data, presentation and managing the database in the organisation. This means that office productivity software becomes important in the improvement of organisational performance and decision making.
The application of Microsoft Office software such as Word, PowerPoint, Excel and Access provides a complete suite of software that is designed to facilitate the creation of professional documents, analysis of business data, presentation of business data and management of the database of the business. Using these applications helps workers to perform activities effectively and efficiently. Moreover, the software applications, when combined with Microsoft 365 software, enhance cloud collaboration and information sharing. Hence, it is critical to understand the function of these applications and their strengths and weaknesses [10].
Microsoft Word
Microsoft Word is a word processing software created by Microsoft, which allows users to generate, modify, format, and distribute professional documents. This software is commonly used in businesses to make reports, proposals, business letters, contracts, minutes, policies, and other documents that businesses require. Through its ease-of-use and rich formatting features, organisations can generate high-quality documents which meet all the professional requirements.
Microsoft Word provides many useful tools for generating and managing documents. For example, Styles allow users to use the same formatting across large documents, whereas Templates provide easy ways of preparing standardised reports, invoices, and business letters. The Mail Merge feature allows users to automatically generate personalised letters, certificates, and mailing labels for several recipients. Also, the Track Changes feature allows multiple users to modify, review, and comment on documents without altering the original document. Other features, including Spell Check, Grammar Check, SmartArt, Tables, References, and Cloud Integration, also help in improving the document quality and productivity [11].
With regard to business settings, Microsoft Word facilitates communication by allowing individuals to draft formal reports, operational guidelines, meeting agendas, contractual agreements and other project-related documents. Word is also used by organisations to develop SOPs, HR documents and customer communications. The integration of Word with OneDrive and Microsoft Teams ensures that the documents are shared securely and, at the same time, collaboration is done by several people at once.
Some limitations associated with Microsoft Word include the fact that it cannot be used for extensive data analysis or database management; besides, complex documents that have many graphics or embedded objects may reduce the speed of processing. However, Word remains one of the most widely utilised document management software due to ease of use and professional formatting.
	Feature
	Business Use

	Styles
	Creates professionally formatted reports and documents

	Mail Merge
	Generates personalised letters, invoices and certificates

	Track Changes
	Supports collaborative editing and document review

	Templates
	Produces standardised business documents efficiently


Table 3: Key Features of Microsoft Word

Microsoft PowerPoint

PowerPoint is presentation software used to make presentations interesting through use in communications, training, marketing and business reporting. PowerPoint is used in organisations to help communicate complicated ideas in an organised way through the use of slides that have been prepared using text, graphics, graphs, videos, and animations. The fact that PowerPoint is capable of simplifying ideas means that it is very important in terms of communication in meetings, conferences, client presentations, and employee training programs.
There are many qualities that PowerPoint offers to help in the creation of quality presentations. PowerPoint Design themes enable users to have uniformity on all slides in terms of formatting and appearance. SmartArt helps in the conversion of complicated data into diagrams and flowcharts, making it easier for audiences to understand. Animation and transition options in PowerPoint enable the presenter to control the way the information is revealed to the audience, thereby increasing their engagement [12].
PowerPoint is used by companies in project proposals, accounting reports, sales presentations, product demonstrations, business strategy formulation, and employee training. PowerPoints are often used in marketing departments to present their strategy campaigns, while managers use it to explain their organisational goals and performance measures in board meetings. Integration of Excel allows incorporating live charts and business data in presentations.
Nevertheless, there are some drawbacks to using PowerPoint software. Excessive use of animation or text can make audiences bored. Also, a presentation not based on visual design will fail in explaining the message. In addition to that, PowerPoint was developed mainly for presentations but not for document collaboration and analysis. Nevertheless, it is one of the best means of communication in business due to its versatility and visual opportunities.
	Feature
	Business Use

	Design Themes
	Creates professional and consistent presentations

	SmartArt
	Visualises organisational processes and ideas

	Animations
	Improves audience engagement during presentations

	Presenter View
	Supports confident and organised presentation delivery


Table 4: Key Features of Microsoft PowerPoint



Microsoft Excel
Microsoft Excel is a spreadsheet program made by Microsoft for organising, analysing, and presenting numeric data. This software is commonly used in business due to its capability to calculate, keep financial records, analyse business performance and facilitate decisions based on data. Microsoft Excel integrates spreadsheet and analysis capabilities to make an efficient application for organisations of any size.
There are many ways in which Excel makes the handling of business data easy. Formulae that are embedded in Excel help in carrying out math and logical calculations effectively. Excel functions like IF can be used to make decisions conditionally within the spreadsheets, and VLOOKUP helps in finding relevant information in large databases without manual entries. Pivot Tables are useful in compiling and analysing large amounts of data into concise reports by grouping them in selected categories. Additionally, Goal Seek helps in predicting future outcomes by finding the input that gives a desired output, which is very useful for businesses in budgeting, costing and financial planning [13].
Businesses have found a number of ways in which to apply Microsoft Excel. These include budgeting, payroll calculations, inventory calculations, sales calculations, accounting, and forecasting, among others. HR department utilises Excel for storing records of the employees, whereas the finance department prepares cash flow and profit statements. The marketing department uses Excel for analysing campaign performance and customer information [14].
Even though Excel is very versatile, there are certain limitations associated with it. Large volumes of data may slow down processing, and spreadsheets are subject to errors due to faulty formulas and changes in data. Besides, Excel is less convenient than specialised databases for managing complex relational data. Nonetheless, its versatility, analytical power and accessibility make it a very useful productivity tool.
	Feature
	Business Use

	IF Function
	Logical decision-making and conditional calculations

	VLOOKUP
	Retrieves information from large datasets

	Pivot Table
	Summarises and analyses business data

	Goal Seek
	Supports forecasting and financial planning


Table 5: Key Features of Microsoft Excel
Microsoft Access
Microsoft Access is a relational database management system (RDBMS), which is used for storing, organising, retrieving and managing structured business data. Different from spreadsheets, Microsoft Access keeps the data in interconnected tables, which prevents duplication of the information and maintains the accuracy and consistency of the data stored in the system. This application is usually used in small and medium-sized businesses to effectively manage databases without implementing large enterprise databases systems [12].
There are some essential elements in Microsoft Access, such as: Tables, which store the business data in a structured form; Queries, which help to retrieve the information based on certain criteria; Forms to enter and edit the data in an easy way and prevent data input errors; Reports to create professionally-looking printed and managerial reports. Moreover, Relationships help to connect the tables based on common fields and maintain the integrity of the data without any duplication [15].
Small and medium-sized businesses use Microsoft Access for storing customer records, employee databases, inventories, suppliers' data, students' data and sales. This program helps to retrieve information rapidly and manage reporting. Microsoft Access works well with Microsoft Excel and Microsoft Word and allows exporting data for analysis or creating business report [16].
While Microsoft Access offers an effective database system to many companies, it has certain limitations as well. The first thing is that it is meant to work in Windows operating system and therefore cannot be efficient enough in dealing with large corporate databases where there are lots of simultaneous users. Also, creating complicated databases needs some basic knowledge about relational databases. However, Microsoft Access is still an effective and cheap system.



	Feature
	Business Use

	Tables
	Store structured business information

	Queries
	Retrieve and filter specific data

	Forms
	Simplify data entry and updating

	Reports
	Generate professional management reports

	Relationships
	Link related tables and maintain data integrity


Table 6: Key Features of Microsoft Access
Summary Comparison of Microsoft Office Applications
	Application
	Primary Purpose
	Major Benefit
	Limitation

	Microsoft Word
	Document creation
	Professional document preparation
	Limited data analysis capabilities

	Microsoft PowerPoint
	Business presentations
	Effective visual communication
	Less suitable for detailed analytical work

	Microsoft Excel
	Data analysis and calculations
	Powerful analytical and forecasting functions
	Large datasets can become complex to manage

	Microsoft Access
	Database management
	Structured storage and retrieval of business data
	Windows-only and requires database knowledge


Table 7: Comparison of Microsoft Office Applications


Conclusion
In modern businesses, Microsoft Office software programs remain important because they have the ability to enhance the effectiveness of business operations by boosting productivity, communication, managing information, and making decisions. The Microsoft Word program is helpful in creating professional documents while the PowerPoint program is beneficial to businesses because it enables them to present information using impressive presentations. Microsoft Excel provides analytical capabilities that are essential to organisations to enable them to manage money, make predictions and business intelligence, while Access makes it easy for organisations to keep information in a structured database. Although each of these programs has its own limitations, collectively, they have the capability to allow organisations to manage documents, analyse data, communicate and keep records using a digital platform.
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[bookmark: _Toc237084667]Figure 2: Practical Test – IF Function
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[bookmark: _Toc237084668]Figure 3: Practical Test – IF Function
The use of the IF function was illustrated in Microsoft Excel to show how the function can make decisions using predetermined conditions. A worksheet with data of students' ID, names, subjects, marks scored, and passing marks was created. The IF function =IF(E2>=50,"Pass","Fail") was used in the Result column to determine if the student scored the necessary passing marks. Excel automatically checked the condition of each record and if the marks scored by the student were greater or equal to 50, then the result "Pass" was returned, while if not, "Fail" was returned.

Figure 2 and 3 shows the completed worksheet where the dataset, IF formula shown in the formula bar, and automatically produced results have been included. This practical exercise is a demonstration on how Excel makes it easier to do repetitive computations and at the same time increases accuracy, hence reduces the chances of making any human errors. The IF function is commonly used in a business setting for appraising employees’ performance, monitoring sales targets, classifying stock situation, decision-making processes in finance and assessing customers’ eligibility.
[image: ChatGPT Image Aug 3, 2026, 05_37_52 PM]Figure 4. Microsoft Excel – Pivot Table Practical Test.
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Figure 5. Microsoft Excel – Pivot Table Practical Test.
Pivot Table functionality was examined as a means to illustrate the effectiveness of Excel in summarising and analysing large amounts of data. A sample dataset of sales that included order information, regions, products, category, quantity, price per unit, and total sales was created before making the Pivot Table. The whole dataset was selected and a new Pivot Table was made by clicking Insert → PivotTable. The Region was dragged to the Rows box, Category to the Columns box, and Total Sales to the Values box using the Sum operation.
Figure 4 and 5 shows the whole practical procedure involving the initial data set, the setup of fields within the Pivot Table, and the resulting output after summarising. The report generated assists the users in spotting trends in sales, comparing the regions in terms of their performance, and assessing revenues on a category basis without any manual calculation required. The above practical application illustrates the application of Pivot Tables in helping an organisation to convert data into useful information through business intelligence. Pivot Tables are used in organisations to analyse sales, financial performance, inventory, and monitoring performances due to the ability to give quick insights and assist in strategic decision making.
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Introduction
The importance of digital communication and collaboration tools has increased greatly in the environment where companies are increasingly being operated in an increasingly technology-dependent manner. With the help of these tools, workers are able to communicate effectively, work together on projects in a real-time mode, share corporate knowledge and increase productivity irrespective of the geographical location of people. Due to the fast spread of hybrid and remote work formats, the need for unified digital workplaces which would support efficient communication and decision-making process has increased significantly. Among the most popular software applications are Microsoft Teams, which is a comprehensive communications platform, and Google Workspace which is a collaborative solution hosted in the cloud [17].

Microsoft Teams as a Business Communication Tool
Microsoft Teams is a communication platform that operates in the cloud and has been created by Microsoft. The platform combines functionalities like instant messaging, video conferencing, phone calling, file sharing, and application integration to form an integrated digital workspace. Companies can use Microsoft Teams to enable effective internal communication, conduct virtual meetings and collaborate across various departments, especially where people are working remotely [18].
There are many functionalities in Microsoft Teams which can help organisations enhance communication in the workplace. Such functionalities include private and group chats, video meetings both scheduled and instant, screen sharing, video meeting recording, file sharing with the use of OneDrive and SharePoint integration, live captions, calendars, and integration with Microsoft Office applications including Word, Excel, PowerPoint, and Outlook. Teams also integrate applications like Trello, Asana, Power BI, and Salesforce [19].





Google Workspace as an Online Collaboration Tool
Google Workspace is the cloud-based platform by Google that is meant to ensure collaboration among teams and employees at different locations. Google Workspace offers a number of tools, such as Gmail, Google Drive, Google Docs, Google Sheets, Google Slides, Google Meet, Calendar, and Forms, that are all integrated into one cloud-based platform [20].
One of the most significant features of Google Workspace is the ability to edit a document, a spreadsheet, or a presentation simultaneously, as all changes made by the users will be visible at once. There is version history that allows an organisation to keep track of changes made to the documents and to restore previous versions when needed. Google Drive allows storing data securely in the cloud, while Google Meet enables online meetings and screen sharing .
Google Workspace is used in businesses for creating documentation and reports, collaborating remotely, communicating with customers, and other purposes. This software is widely used by educational institutions, SMEs, and multinational corporations.
The main benefits of Google Workspace are automatic synchronisation via cloud computing, low software installation demands, high device accessibility, and efficient collaboration irrespective of geographic location. Application integration helps users switch between documents, emails, conferences, and storage with ease, increasing productivity significantly.
However, there are several drawbacks associated with Google Workspace. The offline capabilities are still limited as compared to desktop applications, whereas the availability of sophisticated formatting and analytics tools is inferior to those in Microsoft Office. Organisations working with highly sensitive data may need extra security features.
	Criteria
	Microsoft Teams
	Google Workspace

	Primary Purpose
	Business communication
	Online collaboration and productivity

	Main Features
	Chat, video meetings, voice calls, screen sharing, file sharing
	Google Docs, Sheets, Drive, Meet, Calendar, real-time editing

	Business Applications
	Team communication, virtual meetings, internal collaboration
	Collaborative document creation, cloud storage, project coordination

	Advantages
	Strong Microsoft 365 integration, enterprise security, extensive communication features
	Easy collaboration, cloud accessibility, automatic saving, cost-effective

	Limitations
	Requires Microsoft ecosystem for maximum functionality, complex for beginners
	Limited offline capability and fewer advanced Office functions

	Best Suited For
	Medium and large organisations
	SMEs, educational institutions and remote teams


Table 8: Comparison of Microsoft Teams and Google Workspace
Comparative Analysis
Both Microsoft Teams and Google Workspace support organisational communication and collaboration, but the two tools differ in their areas of operation. Microsoft Teams serves mainly as a platform for effective communication involving the use of chat, meetings, and enterprise collaboration. On the other hand, Google Workspace is aimed at collaborative document creation, whereby several users can collaboratively edit files without complicated processes.
From the business viewpoint, organisations whose operations depend on Microsoft Office tools find it easy to become efficient using Teams since it seamlessly connects with Word, Excel, PowerPoint, Outlook, and SharePoint. Contrarily, those organisations that prefer remote collaboration and cloud-based document management find Google Workspace to be useful since it is relatively simple and easy to use.
The decision about which tool better depends on organisational size, infrastructure, cost, and collaboration requirements. More multinational organisations are becoming increasingly flexible with the use of a hybrid digital workplace through use of communication and collaboration platforms.



	Business Feature
	Microsoft Teams
	Google Workspace

	Instant Messaging
	Yes
	Yes

	Video Conferencing
	Yes
	Yes

	Screen Sharing
	Yes
	Yes

	Real-Time Document Collaboration
	Yes
	Yes

	Cloud Storage
	Yes
	Yes

	File Sharing
	Yes
	Yes

	Calendar Integration
	Yes
	Yes

	Third-Party Application Integration
	Yes
	Yes

	Offline Working Support
	Yes
	Yes (Limited)

	Enterprise Security Features
	Yes
	Yes

	Microsoft Office Integration
	Yes
	No

	Google Apps Integration
	No
	Yes


Table 9: Comparison of Microsoft Teams and Google Workspace Features
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Figure 6: Microsoft Teams Home Interface
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Figure 7: Microsoft Teams Video Meeting
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Figure 8. Microsoft Teams – Schedule a Meeting (Practical Test).
The practical usage of Microsoft Teams can be illustrated through the Schedule a Meeting function. Initially, the Calendar option was chosen from the left-hand side menu, and the button “New Meeting” was clicked on. The meeting named “Project Update Meeting” was scheduled, and the details such as the meeting date, which is 15 January 2026, time, that is 10:00 AM-11:00 AM, participant’s emails, meeting location, which is Microsoft Teams Meeting, were added to the meeting information. Additionally, an agenda describing the purpose of the meeting was mentioned prior to scheduling the meeting. Finally, once the “Save” button was clicked on, the meeting was successfully scheduled in Microsoft Teams.
Figure 8 shows the completed meeting schedule window, which includes the meeting name, date and time, participants, agenda, and confirmation message. This example shows how Microsoft Teams makes it easier for business communication by providing companies with the option to arrange virtual meetings in an efficient way using one platform. This feature allows users to work together by incorporating calendars, sending automated invites, and joining meetings via Microsoft Teams. Thus, this feature increases work efficiency, facilitates coordination between the team members, and promotes effective communication in hybrid and remote working environments.
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Figure 9. Trello Kanban Board Created for Project Management (Practical Test).
In order to show how useful Trello is in practice, the Kanban Board tool was used in organising and tracking project tasks. First of all, a new board called “Project Management” was created on the Trello platform. The four main stages of workflow – To Do, In Progress, In Review, and Done – were set as four separate lists on the board. Thereafter, task cards like Define Project Scope, Research and Collect Requirements, Create Wireframes, Build Prototype, and Test Functionality were inserted into these four lists. Each card had its own deadline and could be dragged from one column to another according to the progress of project activities.
The Trello Kanban board is presented in Figure 8 and shows how the tasks within a project are organised at various workflow phases. The dashboard provides an indication of the user-friendly nature of Trello in the categorisation of tasks to facilitate easy project management and teamwork. Through the visualisation of project status in an organised manner, the Kanban board allows managers and team members to easily detect what needs to be done, what has been accomplished, and what should come next in the queue. Ultimately, Trello facilitates good project planning, enhances communications among team members, and increases efficiency.
[bookmark: _Toc237342116]Conclusion
Throughout this portfolio, the significance of software applications in contemporary times for conducting business and enhancing organisational performance has been explored. Evaluation of the website builder software application showed the significance of digital tools in conducting online businesses, and mind maps showed the importance of mind mapping in planning, communication, and decision making. Moreover, the Microsoft Office suite was evaluated for showing the importance of this software application in creating documents, analysis of data, presentations, and managing databases through practical exercises using Excel. Additionally, software applications for communication and collaboration were assessed in order to highlight their role in team work, project management, and remote work.
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