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[bookmark: _Toc236412676]1. Introduction
Businesses use software to record reports, to store customer data, to make calculations, to have online meetings and to sell their products or services. From human resource management to sales and marketing, software is essential to nearly all day-to-day business operations. It is essential that workers select the appropriate computer software and utilize it appropriately. It enhances businesses to work more efficiently and make better decisions.
This portfolio is to describe and analyse the various business software. It explains the functions of the different tools, their pros, cons and use cases. There are four tasks in the portfolio. Task 1 is a comparison of two tools which are used to build online stores. Task 2 introduces mind mapping and provides a mind map of business software. Task 3 covers the four principal applications in Microsoft Office and experiments with two features in Excel using examples. Task 4 focuses on one communication tool and one collaboration tool and illustrates their use. The common theme of all four tasks is that there is no one software tool that works best in all situations. The most effective combinations are selecting the appropriate tools and using them in combination as necessary.
[bookmark: _Toc236412677]2. Task 1: E-commerce Website Builders
An e-commerce website builder is a solution that can help a business to establish and operate an ecommerce website without having to develop all the technology from the ground up [1]. The choice of tool that a business decides on is critical as it affects the operational expenses of the shop, its appearance and the ease with which it can be expanded [1]. An important point to keep in mind here is the Technology Acceptance Model (TAM) which states that individuals are more likely to use technology if they believe it is easy to use and useful [2]. Let's look at two of the most popular builders, Shopify and WooCommerce, that approach their businesses in two entirely different ways.
[bookmark: _Toc236412678]2.1 Shopify
Shopify is a paid, all-in-one tool. It provides all of these in one package, including web hosting, security and an easy-to-use drag-and-drop store builder [3] for a monthly fee. The greatest advantage is that it is very user-friendly. Shopify takes the hard and technical aspects out of the picture as there are no servers to manage, no code to write so even a non-technical owner can launch a shop quickly [1, 2]. It also features a large app store of add-ons and built-in tools such as Shopify Payments, and newer AI features [3]. There is a downside to this and that downside is cost. The monthly charge can become significant as well as additional charges per sale (unless using Shopify Payments) [1] with the growth of the business. Shopify pays for speed and simplicity however you pay off over time.
[bookmark: _Toc236412679]2.2 WooCommerce
WooCommerce goes the other way. It is a complimentary, open-source plugin for WordPress sites. The main feature of it is flexibility. The Resource-Based View (RBV) is a helpful concept here, as it suggests a business can derive an advantage from resources that are valuable, rare and difficult to imitate [4]. WooCommerce allows the business to tweak pretty much anything and retain full control over their website, data and code, so they can create a store that is truly theirs [1]. The downside is, this freedom requires more skill. The business must host, secure, update and repair the issues and that is difficult without IT support [1]. So WooCommerce is a more hands-on and flexible option, but it requires more of its users.
[bookmark: _Toc236412680]2.3 Comparing the two and my recommendation
Table 1 is a comparison of the two builders. The answer isn't “better” in either case, it depends on the business. Shopify is the faster of the two, and requires less technical expertise, while WooCommerce has more control and offers long-term flexibility. While most studies compare these platforms based on features and short-term setup, we lack information on their impact to a business over several years. The suggestion I'm going to give you is this, if you're a small start-up looking to get online quickly and risk-free, you should go with Shopify, and if you're a business with some technical know-how, you're looking to build your own shop and have more control over costs as you grow, you should go with WooCommerce.
Table 1: Comparison of Shopify and WooCommerce (based on [1], [3]).
	What to compare
	Shopify (paid, all-in-one)
	WooCommerce (free, open-source)

	How it is hosted
	Fully hosted no servers to manage
	You host it yourself as a WordPress add-on

	Ease of use (TAM)
	High drag-and-drop, little technical skill
	Medium needs WordPress and hosting setup

	Customisation (RBV)
	Medium themes and apps within set limits
	High full access to code and data

	Cost and growth
	Monthly fee plus possible sale fees; steady but rising
	Free add-on, but you pay for hosting and extras; varies a lot


[bookmark: _Toc236412681]3. Task 2: Mind Mapping and a Mind Map of Business Software
[bookmark: _Toc236412682]3.1 What mind mapping is and why businesses use it
Mind Mapping is a method of note taking and organising ideas in a pictorial format rather than a list. You place the main idea in the centre and then branches out to related ideas, smaller branches and key words to those ideas [5]. The concept was popularized by Tony Buzan who suggested that the brain connects ideas in a network rather than a linear fashion, and that a colourful web diagram was more representative of how the brain works than a simple list [5].
Mind mapping can be useful in a business in several ways. It helps people to generate ideas by allowing them to think in branches around a topic; it helps to make a big problem more manageable by dividing it into branches; and it helps with planning by visualizing the relationship between tasks, people, and goals [6] [7]. Research indicates that people can better understand and remember ideas when they are visually mapped [6] [7]. This renders mind maps useful in meetings, for planning a project or whenever a team is attempting to decide on a plan of action.
However, mind maps are not without their flaws. Eppler equates mind maps with “concept maps” and notes that each of these has its drawbacks: mind maps are quick and good for generating ideas, but at the same time are not good at representing complex relationships between many things, or strict logic [6]. A challenge is that a mind map is a personal one, which is only fully comprehensible to its creator, and thus does not work well for sharing purposes [6]. Moreover, most of the studies are on students, and therefore there is limited knowledge of the impact of mind maps on actual business decisions [7]. Mind mapping is a useful thinking tool, which can be used with caution and in conjunction with more formal tools where precision is required.
[bookmark: _Toc236412683]3.2 A mind map of business software
The mind map in figure 1 shows examples of the types of software a business may use on a day-to-day basis. Its centre is “Software Solutions for Business,” and they branch out into eight groups, e-commerce and website builders; office and productivity; communication; collaboration and project management; accounting and finance; customer relationship management (CRM); cloud storage and sharing, design and marketing. Each group comes up with some example tools. As seen on the map, there are so many tools that a modern business depends on, and it serves as a simple guide to the tools discussed in the remainder of this portfolio.
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Figure 1: A mind map of business software, grouped into eight categories (author’s own).
[bookmark: _Toc236412684]4. Task 3: Microsoft Office Applications
This task explores the four principal Microsoft Office applications Word, PowerPoint, Excel and Access, which can be utilized for creating, storing, presentation and analysis of information. It describes what each is good at and what each is bad at and subsequently tests 2 Excel features with a real example.
[bookmark: _Toc236412685]4.1 How the four applications work together
In most organisations, the primary suite of office applications is Microsoft Office. Rather than viewing the programs as one large package, it is good to think of lining them up in the ‘information lifecycle', that is, the cycle information goes through when it is created, then stored, then analysed, then presented (Figure 2). Each program is designed for a particular step. For instance, in nearly every facet of a business people will use a spreadsheet as their initial tool when dealing with numbers [8].
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Figure 2: The four Microsoft Office programs mapped to the information lifecycle (author’s own).
[bookmark: _Toc236412686]4.2 Microsoft Word
Word is used to create, edit and format text documents like reports, letters or policies. Styles and templates, spell and grammar checking, Track Changes and Comments, Mail Merge, and support for tables and images are some of its key features. The main benefit of this is that users can create professional, uniform documents and collaborate with comments and change tracking. But, when it comes to choosing software for various business activities, there are some disadvantages of Microsoft Word that organisations should consider. It is not suitable for heavy number crunching, where one may consider using Microsoft Excel or Microsoft Access. Moreover, even though the Track Changes and Comments can facilitate teamwork, there might be formatting inconsistencies, version control issues, and editing conflicts, especially in longer reports that allow for multiple contributors. With the number of images, tables, references, and other embedded objects, large documents can also be slow to process and hard to navigate, which will diminish productivity. Also, Word lacks many analytic and automation capabilities when compared to other Microsoft Office applications, and businesses may have to resort to other applications to get certain jobs done efficiently. Therefore, although Microsoft Word is one of the key elements in creating the best business documents, it is best not used as a stand-alone application but with others in the Microsoft Office application suite. Organisations that select the appropriate software for the task can improve efficiency, decrease mistakes, and make well-informed business decisions.
[bookmark: _Toc236412687]4.3 Microsoft PowerPoint
PowerPoint is used to create slides to present ideas, with text, visuals, charts and animation. It includes the following features, slide templates, transitions, speaker notes, and presenter tools. The advantage of it is that it allows you to rapidly create a clear, visual talk, useful for explaining and persuading. However, it also has a well-documented drawback. According to Tufte, PowerPoint's traditional format of short bullet points, rigid formatting, and scant information can make complex ideas too simple, and can even obscure information when applied to important decisions [9]. The lesson is: the tool dictates the message it can make things clear, or it can turn a careful argument into a series of unrelated points. However, the success of PowerPoint is really more about how the PowerPoint is created and delivered, and less about the software itself. Too much text, too many unnecessary issues with the slides, too many unnecessary animations, and overuse of templates can turn off the audience and cause a distraction from the presenter's message. Studies show that the most effective presentations are the ones that accompany the speaker's words rather than the ones that substitute for them and deliver too much information at once [9]. So, in company settings, key decisions should be accompanied by an in-depth report, a spreadsheet, or additional documents not just slides from a presentation. Therefore, PowerPoint should be seen as a communication tool, to support discussion and not replace detailed analysis and evidence-based decision making [9].
[bookmark: _Toc236412688]4.4 Microsoft Excel
Excel is a spreadsheet application that can be used to store numbers and tables, to perform calculations and to analyse and chart numbers and tables. It has formulas and many functions (like IF, VLOOKUP, and SUMIFS), PivotTables, charts, conditional formatting, and “what if” capabilities such as Goal Seek. Its advantages are flexibility and ease of access: it's used in budgets, reports, and for quick analysis in nearly every job, and often serves as a starting point for more in-depth data manipulation [8], [10]. But that same ease of use is also its biggest risk. Much of the research has found that there are surprisingly many errors in everyday spreadsheets, Data and calculations are intertwined in a single grid and often spreadsheets do not receive the care and attention required by proper software and are not carefully checked, which leads to poor decisions [10]. While Excel is a great tool, it requires diligent design, testing and rules particularly when spreadsheets are large or shared.
[bookmark: _Toc236412689]4.5 Microsoft Access
Access is a desktop database program. It stores data in linked tables and allows you to create queries, forms and reports. It can be based on Codd's “relational model”, which stores data in tables linked together using keys and reduces data duplication and ensuring accuracy [12]. Access is a simple visual database development tool that does not require advanced programming skills and can be used as an intermediary tool between a spreadsheet and a full company database for small and medium businesses [13]. Access also has more tools for maintaining order than Excel, is better able to manage multiple linked sets of data stored in a database and is more efficient for multiple simultaneous users entering data, thus eliminating the replicated data and errors that can result from large spreadsheets [13]. Limits are size (not built for very large datasets), number of users at the same time (a server database such as SQL Server would be required) and it's not as easy to learn as the other three. Nevertheless, for small to medium-sized businesses, Microsoft Access can be an excellent choice, but for rapidly growing or large enterprise businesses, it might not be the best option. However, performance can become an issue as data volumes and the number of users grows, and this is when organisations need to move to a more powerful database management system, like Microsoft SQL Server. Moreover, although Access makes it easier to avoid advanced programming skills, a proper understanding of relational database design concepts, such as data normalisation, relationships, and indexing, is still needed for efficient database design to achieve high performance and data integrity [12], [14]. Microsoft Access is thus better thought of as a temporary solution for a small business until a more robust enterprise database platform can be adopted and is best suited as such.
[bookmark: _Toc236412690]4.6 Comparing the four applications
A comparison of the four programs is shown in Table 2. They complement one another, not supplant each other. Some of their functions overlap: For instance, both Excel and Access have tables to store data, and they are both useful for different purposes. Many business challenges are best addressed by using a combination of programs such as keeping the data in Access, doing analysis in Excel, and reporting on the data in Word or PowerPoint than by relying on one single program to do it all [10].
Table 2: Comparison of the four core Microsoft Office applications.
	Application
	Main job
	Key features
	Key benefits
	Key limitations

	Word
	Create and format documents
	Styles, templates, track changes, mail merge
	Professional, consistent documents; easy teamwork
	Weak for number work and large datasets

	PowerPoint
	Present and communicate
	Slides, transitions, speaker notes, charts
	Fast, clear visual talks; aids persuasion
	Can make complex ideas too simple [9]

	Excel
	Analyse and model data
	Formulas, IF, VLOOKUP, PivotTables, charts
	Flexible, easy analysis and modelling
	Error-prone; weak control at scale [10]

	Access
	Store and manage data
	Linked tables, queries, forms, reports
	Organised, low-repetition, multi-user data
	Limited size/users; harder to learn


[bookmark: _Toc236412691]4.7 Testing two Excel features (VLOOKUP and IF)
To illustrate these concepts, I created a toy Excel spreadsheet for a fictional online store “BrightLeaf Organics” to experiment with two capabilities. Fourteen orders are listed in the workbook, each containing a product, the category, the number of units sold and the price of the unit and is provided as a separate workbook. I tried two features, VLOOKUP and IF. There was no real data used, and no personal data, consistent with the brief. In Figure 3, the entire workbook is displayed.
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Figure 3: The BrightLeaf Organics workbook. Revenue multiplies Units by Unit Price; the Commission Rate column is filled by VLOOKUP; and the Performance column is filled by IF.
Feature 1: VLOOKUP. VLOOKUP (“vertical lookup”) searches for a value in the first column of a table and returns a value from another column in the same row. The commission rate has been provided for each product category in a separate table (Figure 4). In the formula, the formula =VLOOKUP(D6,CommissionTable,2,FALSE) looks up the category for each order from the CommissionTable and returns the corresponding commission rate (see Figure 5). The word FALSE causes Excel to perform an exact match and by naming the table (CommissionTable) the formula remains easy to read. This demonstrates how VLOOKUP can automatically join two tables, which is a very common business task, and replace a slow and error prone manual look-up. Its biggest drawback along with the research into spreadsheet mistakes – is that VLOOKUP fails if the table with the look-up column is moved or if a category is misspelled, although using an exact match and a named table mitigates this risk [10].
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Figure 4: The reference table on the ‘Reference Tables’ sheet, saved as the named range CommissionTable — the source VLOOKUP reads from.
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Figure 5: VLOOKUP in cell H6. The formula bar shows =VLOOKUP(D6,CommissionTable,2,FALSE); the Commission Rate column returns each category’s rate.
Feature 2: IF. IF function returns one value if a condition is true and another if it is false. This uses =IF(G6>=$L$6,“Above Target”,“Below Target”) to compare each order's revenue with a revenue target stored in a separate cell (£500 in cell L6) and return the text 'Above Target' or 'Below Target' (Figure 6). By leaving the target in its own cell, rather than writing the actual number directly into the formula, every result will be updated independently if the manager changes the target, making the spreadsheet easier to read and safer (good spreadsheet design!) [10]. Of the fourteens orders, five were Above Target, nine were Below Target. Combined with IF, VLOOKUP transforms a simple list into a little decision-making tool.
[image: ]
Figure 6: The IF function in cell J6. The formula bar shows =IF(G6>=$L$6,…); the Performance column compares each order with the £500 target in cell L6.
[bookmark: _Toc236412692]5. Task 4: Communication and Collaboration Tools
With the rise of remote working and hybrid teams, communication and collaboration tools have become essential in the way businesses operate. They offer obvious advantages but come with certain costs [14] [15]. In this section, one communication tool: Zoom, and one collaboration tool: Trello are examined.
[bookmark: _Toc236412693]5.1 Zoom (communication)
Zoom is a cloud-based video conferencing platform for meetings, webinars and remote collaboration. Main features are good-quality video and audio, meeting scheduling with integration to a calendar, screen sharing, breakout rooms, recording, and in-meeting chat. It is most important feature is the ability to communicate face-to-face over any distance, allowing for relationship-building and decisions that are not possible through text alone [14]. An economic benefit of the shift to remote work during the pandemic was the use of services, such as Zoom, which were essential to maintaining the operations of these businesses, but also added a certain amount of stress on workers [14]. There are definite restrictions in Zoom. In one study, Yang et al. analysed more than 60,000 workers and concluded that the shift to a full remote, screen-based approach to work led to a more "silo mentality" and fewer Realtime information sharing opportunities [15]. There's also Zoom fatigue, which refers to the exhaustion of prolonged eye contact, self-visibility and sitting still [16] adds Bailenson. While video calls can be a great alternative (and they are!) to face-to-face meetings, they are not a no-cost means of communicating, as they require extra equipment.
[bookmark: _Toc236412694]5.2 Trello (collaboration)
Trello is a web-based tool for managing tasks and working together. It's modelled after the Kanban method, which uses cards that move through columns (“lists”) of To Do, In Progress, and Done. It has all the additional features like boards, lists and cards, checklists, due dates, colour coded labels, member assignment, comments, attachments and automation. The big advantage of it is visibility a team-wide shared board means everyone can see who is working on what and how much work has been accomplished, which can help with coordination even when team members aren't working around each other at the same time or in the same location. The literature on digital-workplace tools explains that tools such as those can provide new methods for workgroups to communicate, coordinate, and share information, independent of location and time [17]. Disadvantages are that Trello's simplicity (terrific for little work) can end up being limiting for larger, more complicated projects with a great deal of dependencies, where a more full project-management software can offer even more framework, and that boards can become cluttered and outdated if no one is dedicated to maintaining them.
[bookmark: _Toc236412695]5.3 Comparing the two tools
Table 3 makes a comparison between the two tools. For instance, communication and collaboration tools complement each other; Zoom is great for live, rich conversation but is not a tool for managing the work, while Trello is great for organising the work, but it is not a tool for live conversation. The best teams employ both.
Table 3: Comparison of Zoom (communication) and Trello (collaboration).
	What to compare
	Zoom (communication)
	Trello (collaboration)

	Main purpose
	Live video and audio meetings
	Organising tasks and workflow over time

	Main strength
	Real-time, face-to-face talk across distance
	Shared view of tasks, progress, and who owns what

	Main limitation
	Zoom fatigue; siloed teams if over-used [15], [16]
	Little structure for large, complex projects

	Best used for
	Meetings, briefings, remote decisions
	Coordinating projects and tasks across a team


[bookmark: _Toc236412696]5.4 Testing a feature of each tool
Below I tested one feature of each tool, again using made-up, non-private data for BrightLeaf Organics.
Zoom scheduling a meeting. I chose to use the ‘Schedule Meeting’ facility to create a weekly marketing meeting (figure 7). The dialog allows me to add the name of the event, date, start time and end time, time zone, and it allows me to pick the frequency at which the event repeats, and it allows me to automatically generate a meeting ID. I designated Ashir Rehman as the host and added the agenda of the meeting. When saved, this will be listed in the “Upcoming” section and include a link for them to click to join the meeting, as well as a “Copy Invitation” button to share (Figure 8). This demonstrates the ease of setting up a recurring meeting, calendar syncing and how to share access in a secure manner through a scheduling link and an auto-generated meeting ID.
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Figure 7: Zoom ‘Schedule Meeting’ dialog the event name, date and time, repeat option, and auto-generated meeting ID, with Ashir Rehman as the host.
[image: ]
Figure 8: The scheduled meeting in Zoom’s ‘Meetings’ view, showing the host (Ashir Rehman), the join link, and the ‘Copy Invitation’ button.
Trello: building a Kanban board. I have designed a BrightLeaf website launch management board (Figure 9). I created tasks using cards and placed them in four separate lists: To Do, In Progress, Review, and Done, which were organized with colour-coded labels, due dates and assigned members to see the status at a glance. When a card is opened, its detail is displayed: a description, a checklist of smaller tasks, a due date, the members and a comment thread for coordinating. This is an example of how Trello can be used to break down a large project into an obvious and simple workflow to keep a team organized and on track, regardless of their location.
[image: ]
Figure 9: A Trello board for the BrightLeaf website launch, with cards sorted across To Do, In Progress, Review, and Done.
[image: ]
Figure 10: A Trello card in detail — description, checklist (60% done), due date, members, and a comment thread used for coordinating.

[bookmark: _Toc236412697]6. Conclusion
In this portfolio a variety of business software have been discussed and their strengths and weaknesses compared. It revealed that online shop builders such as Shopify and WooCommerce trade convenience for flexibility; that mind mapping is a great personal thinking device but should not be the only one used; and that communication and collaboration tools like Zoom and Trello have advantages but also their constraints, from Zoom fatigue to cluttered boards. All tasks are based on this theme: No tool is best for everything. Value is in matching tool with the job and combining tools. A working Excel model, the use of Zoom, and Trello demonstrate how the ideas were translated to real, usable skills. The takeaway for businesses is that software purchases alone are not enough they need to be backed by good design, good rules, and good users to reap the benefits it can provide.
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6 BLO-1001 Rosehip Facial Oil Skincare £24.00 £576.00 £57.60  Above Target
7 BLO-1002 Vitamin D3 Capsules Supplements 56 £9.50 £532.00 8% £42.56  Above Target
8 BLO-1003 Cold-Pressed Green Juice Beverages 12 £4.20 £50.40 6% £3.02  Below Target
9 BLO-1004 Organic Quinoa 1kg Food 22 £6.75 £148.50 5% £7.43  Below Target
10 BLO-1005 Bamboo Cleaning Cloths  Household 30 £3.10 £93.00 a% £3.72  Below Target
11 BLO-1006 Shea Body Butter Skincare 28 £19.00 £532.00 10% £53.20 Above Target
12 BLO-1007 Magnesium Complex Supplements 15 £14.00 £210.00 8% £16.80 Below Target

13 BLO-1008 Kombucha Variety Pack  Beverages 48 £5.60 £268.80 6% £16.13  Below Target
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