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[bookmark: _heading=h.qkpoi8da7554]Introduction
A contemporary software application assists firms in streamlining operations, along with enhancing the experiences of customers through the capability of creating a number of files, presentations, and storing stakeholders’ data. This portfolio will examine core software-based solutions and describe two website builders for e-commerce. The portfolio will explain its main features and value in business. It will additionally explain mind mapping of software-based applications utilized on a daily basis. Apart from these, four office applications for the creation, storage, and analysis of information will be explored. Eventually, the portfolio will evaluate a number of applications related to communication and collaboration, along with demonstrating their practical usage in a set of business-related contexts.
[bookmark: _heading=h.bwn4glr4ffpt]Task 1. E-Commerce Website Builders
[bookmark: _heading=h.r9d4gbc86qid]Shopify
Definition: Shopify is one of the most popular cloud-based SaaS (Software as a Service) e-commerce platforms, which helps design, launch, develop, and manage online commerce activities without involving any technical experts. It is observed that the Shopify platform offers a strong collaboration between website development tools, processing overall payments, securing hosting activities, managing inventories and utilizing analytics as a form of subscription model (Dushnitsky and Stroube, 2021). Within different e-commerce software developing tools, Shoppe helps organisations in selling tangible products, online support and also service-based activities through different digital channels, including digital marketplaces, social media platforms and organisation-specific websites. According to the opinion of Veeti (2024), scalable infrastructure along with an intuitive interface helps the company to become suitable for startups, growing organisations and even large brands, who are preferring support of efficient e-commerce software developers.
Features
· Shopify offers drag-and-drop editors with different types of customizable templates in both free and paid versions for creating branded websites. 
· Shopify offers secure payment options and checkout features that are developed for optimized conversion.
· This website developer offers opportunities to make sales from different channels, including social media platforms and other digital platforms. As a result, all channels and platforms are internally connected. 
· Shopify offers detailed dashboards to supervise visitors’ data, sales data and different financial reports. 
· Offers integrated gateways for payment activities that support multiple third-party payment opportunities. 
Benefits and Challenges 
Benefits	Chanllenges 
Offers fast and easy setup options for the store development	Easy and appropriate for new users, it does not need technology experts. 	Authentic security compliance helps to reduce operational complexities. 	Centralised dashboards offer easy and simple order generation, product retailing and customer management activities. 	Offers strong community resources through 24X7-based services.	The platform requires monthly subscriptions that can increase overall operation costs. 	Paid versions offer advanced features to enhance operations. 	Limited Backend customisation options are available	Pricing strategies are complex


[bookmark: _heading=h.l4q1fs27ar0t]Wix
Definition: Wix is another important and popular e-commerce website development tool that helps businesses to create e-commerce websites along with digital stores with the help of cloud-based interfaces. To run website development activities with Wix, developers do not need to know about high-level technical knowledge and coding functions (Sandbrook, 2024). Wix operates in the online store as a SaaS solution that offers design tools, content management, integrated hosting and security features within one environment. Apart from e-commerce companies, Wix also helps individual entrepreneurs to create personal websites, portfolios, startup sites and commercial blogs. Additionally, with the help of different AI tools, including Wix Artificial Design Intelligence (ADI), this platform helps to generate different websites automatically, with the help of different user preferences. 
Features:
· Wix offers Drag-and-Drop Editing options that allow users to conduct proper customization activities, such as element placement and precise control, without using coding. 
· Available more than two thousand multiple paid and unpaid customizable templates, which help to generate software by using advanced elements, such as animations, scroll effects and others. 
· By considering user answers, the platform develops customized website designs with the help of Wix ADI, an AI-enabled feature. 
Benefits and Challenges 
Benefits	Challenges 
User-friendly interfaces. 	Appropriate for new developers and individuals without coding knowledge.	Automated update options	App ecosystems are flexible to act as strong analytics. 	Limited design options	High-range subscription charges for advanced features. 	Some templates are complex to handle


[bookmark: _heading=h.55020dz0ghuu]Task 2. Mind-map of Contemporary Software Applications
[bookmark: _heading=h.9cdlorfkw80f]a. Description of Mind Mapping and Benefits of Using Mind Mapping in Business Operations 
Definition
According to the research work of Fearnley (2022), it has been found that mind mapping is an advanced technique of visual thinking as well as an organisational technique for structuring the core component of a centralized concept. Mind mapping involves the process of creating diagrams, where the main concept of a research work or an organisational idea is placed in the centre and associated sub-areas are placed in the branches. Additionally, it can be stated that mind mapping usually develops hierarchical approaches that help to understand connections between different areas accordingly. It is observed that each branch of the diagram can be divided into smaller notes and represent detaining ideas, information and activities accordingly. Based on the opinion of Ridho and Imron (2023), it has been observed that mind mapping helps to reflect natural associative thinking activities of the human brain, enabling individuals’ activities and organize their ideas more efficiently, by considering the main idea. For example, different software development tools, such as Wix, highlight day-to-day operations, including project management applications, finance management applications, sales-based software and others with the help of organisational software. Through mind maps, leaders offer an overall understanding, based on these different internal activities and determine how they are linked in different internal operations to meet corporate goals. 
Key Components 
· Centralized Idea: The core idea, theme, question or the main topic is placed in the centre of the map to show that the entire study depends on this. 
· Branches: Associated lines, concepts, ideas and relevant points are placed in different subsets like branches. These branches show that different associated concepts are efficiently connected with the main concept. 
· Keywords: To make the mind map easily understandable, users generally use smart, crisp and short terms with one to three words. The map focuses on short terms instead of long sentences. 
· Overall Getup: To make the mind map presentable and attractive, users utilize different colors, photos, graphs, emojis and others. 
Benefits of Using Mind Mapping in Businesses 
Mind Map helps businesses to generate ideas and involve creativity in the process of making employees aware of new initiatives or the development of organisational software. Additionally, it can be stated that to develop planning and presentation instead of utilizing traditional methods, mind mapping helps organisations to make the process creative and attractive. 
According to the perspective of Fearnley (2022), it has been found that mind mapping helps to make a software-development idea more understandable, after having complexities within its core area. Additionally, it is also found that this strategy helps to understand internal relations between organisational objectives, departments and allocated tasks.
In the process of problem-solving, Mind Maps support the development of systematic analyses and determine the fittest practical solutions. It helps to strengthen internal collaboration and communication by involving visualized definition of ideas in front of stakeholders. 
[bookmark: _heading=h.v1c1bms6k3ad]b. Mind Map of Contemporary Software Applications in Day-to-Day Operations
[image: ]
Mind Map 
(Source: Learner)
[bookmark: _heading=h.4eefopceukn3]Task 3. Office Applications for creating, storing, presenting, and analysing         information or data
[bookmark: _heading=h.j4m6lkm390oc]a. Explaining four office software solutions for business operations (MS Word, MS PowerPoint, MS Excel, and MS Access)
[bookmark: _heading=h.mmkuen4ctezj]Microsoft Word in Business Operations
Overview
Microsoft Word is utilized in a large way in business entities for the creation of a set of formal documents. These include reports, essays, and business letters. Organisations utilise Word as their standard tool for documentation. Microsoft has reported a base of more than 345 million paid users around the globe for Microsoft 365 (Redmond, 2022). Users depend on Word for communication with a business on a daily basis.
Major Features
Word provides tools based on formatting in the form of styles, headings, and options regarding the layout of pages. It includes spelling and checking grammar. It additionally offers a set of templates for reports and letters. The multi-sharing documents feature is helpful for a number of users in reviewing the same document. Word supports the insertion of a number of tables, images, charts, and references. It additionally includes a table of contents with an automatic approach and tools related to citations. Cloud storage through OneDrive is helpful for sharing a set of files and editing in real-time (Sheetal, 2025).
Benefits in Business Context
Word introduces improvements in communication at a professional level. Already-built standard templates can save time and ensure the professional presentation of documents. This makes the branding and consistency of the business strong. For instance, a business entity can create report templates in a short time. Employees can utilise it for reports of performance on a monthly basis. This can reduce errors in formatting. The feature related to modifications of track supports the work of teams. The feature related to the automatic table of contents saves time in a set of long reports. A major improvement in organisation and clarity is also evident.
Limitations
Word is mainly suitable for documents in a text form. It is not considered ideal for an advanced level of analysis of datasets. Large documents may become slow. Problems related to formatting may take place during opening documents in a distinct number of versions. 
[bookmark: _heading=h.mdfi9c6sawrp]Microsoft PowerPoint in Business Operations
Overview
Microsoft PowerPoint is utilized for presentations in a visual form in meetings, sessions of training, and pitches of sales. It is helpful for business entities in presenting information in a clearway. 35 million presentations are developed each day utilizing PowerPoint (Orme, 2023). It remains one of the most common tools related to presenting a business, idea, or prototype.
Major Features
PowerPoint provides a set of predesigned themes in a ready form and layouts of slides. The software allows for the placement of a number of images, charts, audio, and videos in slides. The feature related to the presenter view is helpful for the speaker in viewing notes. On the other hand, the audience views slides (Rosyiddin et al., 2023). The slide master feature is helpful in the creation of a consistent form of design across the complete range of slides. The software additionally supports exporting a presentation to the video format. 
Benefits in Business Context
PowerPoint introduces improvements in presenting business outcomes in a visual format. For instance, a marketing team can showcase the outcomes of a campaign by utilizing charts and images. Visualized information is generally seamless to grasp compared to reports only available in a text form (Eberhard, 2023). Slide master ensures consistency. The complete range of slides can follow the same design without formatting in a manual form separately. This saves time while maintaining a professional image.
Limitations
PowerPoint is mainly for the presentation of information. This cannot analyse the data. Formatting the same file can be different for devices due to version variations. Furthermore, “Death by PowerPoint” takes place during sellers’ utilisation of presentations in a poor way in hopes of boosting the engagement of customers due to memory overload and design errors (Pisello, 2020).
[bookmark: _heading=h.a93lewsmdyji]Microsoft Excel in Business Operations
Overview
Microsoft Excel is a tool based on creating spreadsheets utilized for the data entry, financial calculations, and reporting. It is utilized in accounting, analysis of sales, and management of operations in a large way. more than 83% of small business entities utilizing spreadsheets for budgeting and analysis (Jusoh and Ahmad, 2019).
Major Features
Excel is helpful for users in the organisation of large datasets in rows and columns. It supports a number of formulas and functions such as SUM, AVERAGE, and COUNT. conditional calculations can be done for datasets in an automatic way and applicable to other columns and rows of the same sheet. Charts and graphs can be developed from the data. Excel additionally supports sorting along with filtering a large information.
[image: ]
Figure: Excel sample usage
(Source: Microsoft, 2025)
Benefits in Business Context
Excel introduces improvements in the level of accuracy in calculations. For instance, a finance-focused team can calculate the entire revenue in an automatic way, utilizing formulas. This reduces the number of errors generally occurring in a manual calculation. Conditional formatting can highlight sales below the target. This is helpful for managers in spotting a set of problems at a quicker rate. Sorting and filtering are helpful for analysis at a quick rate. A retail-based business entity can filter datasets related to sales by region or product. Charts can be helpful in visualizing trends over time. This supports making a set of decisions in a strategic way. 
Limitations
Excel can become complicated with a set of large datasets. Excel's limitations include a maximum of 1,048,576 rows by 16,384 columns per worksheet, a limitation to 32,767 characters per cell, and degradation of performance when considering large amounts of information (Microsoft, 2025). 
[bookmark: _heading=h.ettp2vc4vm7s]Microsoft Access in Business Operations
Overview
Microsoft Access is a system related to the management of databases. The system is utilized to store a structured form of data related to business. It is suitable for organisations of all sizes. It is helpful in the management of information related to customers, records of inventory, and datasets related to employees.
Major Features
Access is helpful for the creation of a number of relational tables for the storage of datasets. Queries features are helpful in retrieving a specific set of information from a specific table. Access's support of relationships between tables can reduce the duplication of information (Michael and Fumnanya, 2021). A report is a database object feature utilized in MS Access to view along with showcasing information from tables and queries, considering printing or display.
Benefits in Business Context
Access introduces improvements in the organisation and control of information. For instance, a business entity can store datasets related to customers in one table, along with linking it to orders in another table. Queries benefit managers in retrieving a specific set of records at a quicker rate from any date or for any activity. Reports can be capable of generating summaries on a monthly basis in an automatic way. 
Limitations
The total size for an MS Access database is limited to 2 gigabytes. These include the complete range of database objects and data (Microsoft, 2025). This can cause large businesses to switch applications with more database bandwidth, such as LibreOffice. Its usage is also limited to Windows operating systems. 
[image: ]
Figure: Access sample usage
(Source: Microsoft, 2025)
[bookmark: _heading=h.tzmgrg26xkp3]b) Practical Application of IF Function and Pivot Table 
[bookmark: _heading=h.1tnr1ahnj332]IF Function 
[image: ]
(Source: Learner)
The IF function in Excel is logical formula in Microsoft excel which is used to do conditional analysis whereby different results are provided depending on whether the desired condition is true or not. The formula used in the given example is the comparison between the Actual value (column B) and the Budgeted value (column A). When the Actually is greater than the Budgeted amount, the function will give an over budget value, and in case of less amount, within budget will be given. The application of this function is common in the analysis of finances, monitoring performance, grade systems, and decision-making models. It is flexible enough to nest numerous IF statements to test complicated conditions. The IF function enhances accuracy, minimizes manual work and allows an executive and analyst to swiftly read the trends in the data in the business spreadsheet, thus becoming a critical part of the modern manager and analyst in an organisation by automating logical checks.
[bookmark: _heading=h.ye9krb3dvarb]Pivot Table 
[image: ]
(Source: Learner)
In Microsoft Excel, a Pivot Table is a high-level data summarization and analysis system that allows one to rearrange, combine, and analyse extensive datasets quickly and conveniently. It also enables users to drag and drop fields to make dynamic summaries (counts, sums, averages and percentages) without changing the data. The Pivot Table in the presented example summarizes the sales records in terms of salesperson (Andrew, Emili, George, Thomas) and the number of sales transactions, resulting in a prominent “Grand Total.” Pivot Tables are very useful in business intelligence, reporting and decision support purposes since they offer fast insights into trends and performance. The users could also filter, slice and use pivot charts to improve the visual analysis. The general impact of Pivot Tables is that they apply raw data to generate meaningful information to assist organisations in tracking the most important metrics, trends, and assist in planning strategies based on data, with the least amount of manual calculations.
[bookmark: _heading=h.495dhvxkox5w]Task 4: Communication and Collaboration Applications
[bookmark: _heading=h.bgv648k1838v]a) Analysis of Communication and Collaboration Applications
[bookmark: _heading=h.dyqr0qixhifl]Communication Application: Zoom
Overview
Zoom is a video conferencing software that is based on the cloud and created by Eric Yuan and run by Zoom Video Communications (Henry and Shellenbarger, 2020). Modern organisations extensively use it in virtual meetings, webinars, remote training and communication of hybrid work. The platform gained particular popularity in the wake of the global transition to remote work, as companies had to have access to a stable video connection in real-time.
Key Features
1. HD Video Conferencing
Zoom helps host HD video and audio meetings with the choice of gallery view and speaker view (Balogova and Brumby, 2022). The organisations can use this ability to hold team meetings, client consultations and also remote interviews. Large meetings can be hosted on the platform, which renders it fit not only in small teams but also in an enterprise setting.
2. Screen Sharing
During meetings, users are able to share their entire screens, certain applications, or presentation slides. This is especially useful in business presentations, software demonstration and web-based training. Annotation programs enable the participants to mark valuable information as it appears.
3. Breakout Rooms
Zoom allows the presenter to separate the audience into smaller breakout groups to discuss with each other (Healey-Benson et al., 2024). This aspect facilitates teamwork in training sessions and online classes as it helps to concentrate on team communication.
[image: ]
(Source: Learner)
4. Meeting Recording and Transcription
Meetings can be taped either on-site or on-cloud whereby organisations can keep records of the discussions and training. The accessibility and documentation are also enhanced by automatic transcription.
5. Security Controls
Zoom supports waiting rooms, passcodes, end-to-end encryption, and host controls. These characteristics will enable organisations to control those people who are allowed to attend their meetings and secure business secrets.
Business Benefits
· Facilitates successful remote and hybrid conferences.
· Reduces travel costs
· Funds massive webinars and training.
· Enhances the clarity of communication with the help of video.
· User-friendly with minimal installation.
Limitations
· The free plan has time limits on meetings.
· The Internet should be steady to perform well.
· Not as appropriate as messaging platforms for a group chat.
[bookmark: _heading=h.ydvdmip2vdd6]Collaboration Application: Microsoft Teams
Overview
Microsoft Teams is a Microsoft-built integrated workplace collaboration platform, part of the Microsoft 365 suite (Chaushi et al., 2024). Although it contains communication capabilities, it is well placed as a collaboration environment since it allows shared workspaces, co-authoring, and integrating workflow. Teams are embraced by many organizations to centralize teamwork and record collaboration.
Key Features
1. Teams and Channels Workspace
Teams enable organisations to have specific workspaces in the form of departments or projects. In every Team, discussions and files are sorted using channels, which are arranged by topic. This structure enhances the sharing of knowledge and centralizes the project information.
2. Real-Time File Co-Authoring
By integrating with Microsoft 365 applications, users can work in Word, Excel and PowerPoint files in Teams at the same time (Paz, 2020). Saving of changes is automatic; hence there is less version conflicts and greater effectiveness of teamwork.
3. File Management and Version History
Teams files are stored in SharePoint which allows them to be stored safely, allowed access by permission and allows tracking of versions. Users are also able to recover previous versions in case of errors and this facilitates effective teamwork.
[image: ]
(Source: Learner)
4. Integration of tasks and workflow
Teams can be used with Microsoft planner and To Do where tasks can be assigned, tracked, and deadlines managed in the collaboration workspace. This assists in the coordination of complex projects by the teams.
5. Combined Meeting and Whiteboard Tools
Meetings that involve collaboration have collaborative screen sharing, Microsoft Whiteboard, live captions, and meeting chat. The features facilitate brainstorming, distance workshops and combined teamwork.
Business Benefits
· Centralized teamwork setting.
· Close integration with Microsoft 365.
· Provides online collaboration of documents.
· Improves the transparency of the project.
· Enterprise-level security
Limitations
· The interface is complicated to the novice user.
· The Microsoft ecosystem is needed to benefit.
· Can use large system resources.
[bookmark: _heading=h.76743agwvd3n]b) Practical Testing of Communication and Collaboration Tools
[bookmark: _heading=h.1pijuocwoq93]Communication Tool (Zoom)
Functionality: Screen Sharing
Purpose: Show that Zoom facilitates the delivery of real time presentation during business meetings.
Step 1: Start New Meeting
[image: ]
(Source: Learner)
Description:
The Zoom desktop app was opened and a new meeting was created with the help of the New Meeting button.
Step 2: Use Screen Share
[image: ]
(Source: Learner)
Description:
The meeting toolbar was chosen and the Share Screen button was chosen. It was decided to share through a presentation window with the participants.
Step 3: Active Screen Sharing
[image: ]
(Source: Learner)
Description:
The chosen screen was shared successfully. Green sharing indicator ensured that the participants were able to see the presentation as it went on.
Evaluation
The sharing of screens was user-friendly and efficient. It is very appropriate when it comes to distant presentation, training and demonstrating to customers.
[bookmark: _heading=h.26qlrh5ohalm]Collaboration Tool (Microsoft Teams)
Functioning Test: Co-authoring Files in Teams.
Purpose: Learn how to collaborate in Teams in editing documents.
Step 1: Document uploaded to channel
[image: ]
(Source: Learner)
Description:
The uploading of a sample Word document to a channel of Teams was carried out via the Files tab.
Step 2: Open and Edit Document
[image: ]
(Source: Learner)
Description:
The document uploaded was accessed directly in the Teams document. The text was edited to appear to have been collaboratively worked on.
Step 3: Check Auto-Save and Collaboration
[image: ]
(Source: Learner)
Description:
Saves were automatically implemented, which proved the opportunity of real-time collaboration in the Teams environment.
Evaluation
[bookmark: _heading=h.8met6b7ihued]The co-writing option was effective and facilitated effective collaboration. It gets rid of several versions of files and enhances teamwork efficiency.
[bookmark: _heading=h.qyw3o9p03c6z]Conclusion 
Hence, it can be concluded that this portfolio discussed Shopify and Wix’s benefits as e-commerce website builders. They proved to be seamless and interactive. Microsoft Word, PowerPoint, Excel, and Access can be utilized for work on a daily basis due to their prebuilt designs and professional templates. Furthermore, features such as IF and pivot table can be used to create a calculated field without changing a dataset in MS Excel. The portfolio additionally examined Zoom and Microsoft Teams for communication and collaboration. These tools, as a whole, can be helpful for business entities in working at a faster rate, introducing improvements in accuracy, supporting teamwork, and managing information in an effective way. 
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