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[bookmark: _Toc215953152]Introduction
The efficiency, improved decision-making, and the facilitation of its operations in day-to-day operations are all aspects that modern businesses are turning to digital tools or software applications. With organisations changing in the technology-driven world, it has been critical to understand how various software solutions are useful in the organisation as regards productivity, communication, data management and online presence. This portfolio takes a different look at various modern software applications that are critical in work practices, such as e-commerce site constructors to office packages and coordination software. It evaluates the main specifics, advantages, and feasible applications of each of the tools backed by scientific knowledge and examples of houses of the chosen functions. Studying the example of Shopify, Wix, Microsoft Office applications and communication platforms, the portfolio underscores the role of software solutions in hastening the workflow and strengthening professional duties. This work gives a clear solution to the way technology can effectively support the present-day business operations through written analysis and real-life examples.



[bookmark: _Toc215953153]Task 1: e-Commerce Website builders or software solutions
[bookmark: _Toc215953154]1.1 Shopify
Shopify is a very popular e-commerce website construction tool that is developed to assist corporations of any scale to create, operate, and expand Web-based stores without much technical skills. Being a Software-as-a-Service (SaaS) service that is fully hosted, Shopify is an integrated platform where its users have access to creating their web pages, accepting payments, controlling stock, and studying their sales performance in a single location. The user-friendly interface of Shopify is one of its greatest advantages, as it allows practically anyone with no knowledge of coding to establish an online store in no time with the help of customisable themes and drag-and-drop design apps. Besides, Shopify also offers its own payment systems, such as Shopify Payments and third-party gateways, so businesses can receive payments anywhere in the world [1].
[image: ]
[bookmark: _Toc215953324]Figure 1. Shopify
The other major benefit of Shopify is its rich App Store, which provides thousands of plug-ins to enhance its features, such as marketing automation, customer reviews, social commerce, and inventory control. Shopify is able to be scaled due to this flexible ecosystem, which handles small start-ups and large companies alike. Inbuilt security, hosting and 24/7 support are also features in the platform, and these features minimise the burden of business operations of businesses. Shopify possesses some weaknesses, such as requiring an external payment gateway, which attracts additional costs and the fact that it requires paid apps to achieve higher levels of customisation. Irrespective of these constraints, Shopify is an influential option that can be used by companies interested in a profitable and efficient e-commerce model [2].
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[bookmark: _Toc215953325]Figure 2. Shopify Dashboard
[bookmark: _Toc215953155]1.2 Wix 
Another modern e-commerce site making tool is Wix, which has good adaptability, ease of use and good design features. In contrast to Shopify, which is also very much oriented on full-fledged online stores, Wix offers a malleable website-creating platform that is suitable for small ventures, freelancers, and entrepreneurs who would desire an appealing website with built-in e-commerce capabilities. Under a very user-friendly drag-and-drop editor, Wix provides the user with full visual opportunities to create an online store without the need to code anything. It offers hundreds of commercial-designed templates, tailored animations, and layout options that enable companies to develop graphical attractive storefronts.
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[bookmark: _Toc215953326]Figure 3. Wix
Other built-in e-commerce services that are available in Wix are product catalogue, secure checkout, lost cart recovery, offer creation, and inventory management. Also, Wix has numerous payment methods: credit cards, PayPal and local gateways. Its in-built marketing, like email campaigns, optimisation of search engines and social media interconnections, can assist companies to gain prominence and draw the customer base. One of Wix's strong points is its AI-powered Wix ADI (Artificial Design Intelligence) that can be used to create websites depending on the preferences of its users, which is why it is the best option for beginners.
The Pros and Cons related to Wix are limited, such as a smaller number of sophisticated e-commerce options than Shopify, less scalability with very large stores, and being restricted to changing templates after a site is launched. Wix is a great choice when companies of small to medium size are willing to pay less, have artistic freedom and are easy to use [3].
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[bookmark: _Toc215953327]Figure 4. Wix Sites


[bookmark: _Toc215953156]Task 2. Mind-map of contemporary software applications
a. [bookmark: _Toc215953157]Mind mapping and explaining the benefits of using mind mapping in business operations
 Mind mapping is a graphical method for arranging ideas, tasks and information around a main idea in the form of a branch and sub-branch. It assists personalities and groups of people to organise the information in an orderly manner, divide complicated issues and determine the connection among various factors. A mind map normally starts with a central theme, and then connected nodes comprise other categories, concepts and actions. Such visual depiction facilitates easier comprehension of information as well as its memorisation, contributing to the creativity of the idea and the logical organisation of plans. Mind mapping is significant in planning, problem-solving solving and decision-making in business activity. A clear advantage of it is enhanced clarity. Presenting ideas graphically allows business firms to make faster decisions on what is important to attend to, gaps in operations, as well as get a better insight into what is being undertaken. It is particularly helpful when one plans the project, works out the workflow, or draws customer routes in mind.
The collaboration is also improved by mind mapping. Visual diagrams are also used during team meetings, whereby employees are able to contribute to branches and sub-branches in real-time. This enhances the comprehensibility and minimises misunderstanding, especially during the implementation of new steps or ideal idea generation. Other important advantages are enhanced creativity. Mind maps are useful in encouraging free-flow thinking, as personnel can consider various ideas or ways of approaching their work without being limited by the linear process of taking notes. This can be deployed to develop a product, do a marketing campaign, and do some strategic planning and innovation tasks [4].
Report outlining reports, presentation planning, task management or documentation of business needs can be done using them. Mind mapping is also widely applicable in learning and training activities as it allows employees to learn complex software systems, the organisation's structure or business processes in a better manner.
b. [bookmark: _Toc215953158]Create a mind map of contemporary software applications
 The mind map depicts the key types of modern-day software applications applicable in carrying out business. The theme of the Business Software Tools is in the centre, with the branches encompassing the e-commerce platforms, office applications, communication tools, collaboration tools, productivity software, and cloud storage services. E-commerce services like Shopify and Wix are easily used by businesses to create web pages and handle sales on the Internet. Applications in the office, such as Word, Excel, PowerPoint and Access, help in creating documents, analysing data, presentations and updating databases. Outlook can also be used to communicate effectively, and Microsoft Teams can be used to facilitate teamwork and work remotely. Trello and Notion are productivity tools that allow you to plan the work, whereas shops like OneDrive and Google Drive provide safe cloud storage of files [5].  
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[bookmark: _Toc215953328]Figure 5. Mind-map


[bookmark: _Toc215953159]Task 3. Office Applications
The office applications are important in making sure that the business operations are well-ordered, efficient and smooth. They are applied every day to develop documents, analyse data, create presentations and store information, as well as facilitate effective communication in any organisation. Some of the popular office software tools in use are Microsoft Word, Microsoft PowerPoint, Microsoft Excel and Microsoft Access, each with a certain purpose in assisting administrative, analytical, operational and reporting functions. This part examines the key features, advantages, and restrictions of these four vital software solutions and how they will lead to increased productivity, an improved decision-making process, and more organised business operations [6].
0. [bookmark: _Toc215953160]Four office software solutions for business operations
[bookmark: _Toc215953161]MS Word
One of the word-processing programs, which has a high number of applications in the work and educational sphere, is Microsoft Word. Its main idea is to develop, revise, and design written documents, and it is one of the fundamental tools of running a business. Firms use Word to prepare reports, letters, proposals, meeting minutes, policy documents and most other types of written communication. A high level of formatting is one of the biggest characteristics of Microsoft Word. It is possible to use various fonts, colours, styles and paragraphs to enhance the look and readability of the documents. Word allows the use of tables, borders, page layouts, templates and graphical objects like images, shapes, and SmartArt. The functions allow companies to design high-quality, attractive business documents with a consistent corporate image [7].
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[bookmark: _Toc215953329]Figure 6. Ms Word
The use of templates is also another important feature. Word offers resume templates, invoice templates, business letter templates, report templates and brochure templates, which are effective as they save the user time and ensure uniformity. Templates really come in handy in large organisations where the documents need to be standardised in format. There are also spelling and grammar inspection devices in Microsoft Word. These roles enhance precision and professionalism through the detection of errors and propose corrections. The Editor tool has a clever language detector so that it offers suggestions on clarity, brevity and tone to make sure that documents are well written according to the standards of business writing [8].
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[bookmark: _Toc215953330]Figure 7. Ms Word Home
The other benefit is collaboration. As a part of Microsoft 365 integration, several users can collaborate on a document in real time through cloud computing, either by using OneDrive or SharePoint. Track changes, version history and comments enable teams to go through, edit, and approve documents with ease. There are limitations of the word Microsoft Word. The complicated texts that have numerous pictures or tables can be slow or erratic. Also, Word files may become problematic when exchanged with older versions or even other office programs. Microsoft Word can still be used in documentation, communications and administration in business despite these shortcomings.
[bookmark: _Toc215953162]MS PowerPoint
The main software that is employed in the presentation of the business is Microsoft PowerPoint. PowerPoint gives the means to present information visually and enough, whether it is at a conference, a meeting, training, or a market presentation. The major characteristic of PowerPoint is the use of slides. Users are able to make several slides with each slide having text, charts, images, videos, shapes and animation. This is a structure that enables the presentation of information in small, manageable parts and therefore making it easy to follow and comprehend by the audience [9].
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[bookmark: _Toc215953331]Figure 8. Ms PowerPoint
The themes and PowerPoint design options are very useful to the business. The software includes different settings of predefined themes that automatically form fonts, colours and layouts to generate consistent and professional presentations. The templates can also be customised according to the company users have to brand as it is a necessity in the workplace. There is multimedia also in PowerPoint. Animations, audio clips, videos, and screen records could be included in the slides to make it more interactive. Charts and graphics of SmartArt may assist in the description of processes, data and organisational structures through graphics.
Presenter View, slide notes, timers, and laser pointers represent presenter tools that would be extremely helpful when providing live presentations. The tools will assist presenters to talk in an assertive manner and to keep the audience interested. PowerPoint presentations can also be well shared in virtual meetings, with Microsoft Teams integration.
The next limitation of PowerPoint is that there can be an information overload. Users can overload their text or use too many animations and rendering the presentation useless. The next drawback is that PowerPoint is a visually based presenter; this means that presentations might not be well presented in case of a lack of design skills. Also, PowerPoint files with huge images or videos can easily get huge and hard to transfer. These difficulties do not undermine the importance of PowerPoint in business as the program is versatile for training, making decisions, promoting and communicating because of the features of the visual aids.
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[bookmark: _Toc215953332]Figure 9. PowerPoint
[bookmark: _Toc215953163]MS Excel
Microsoft Excel is one of the strongest and most universal instruments of the data analysis multitude, calculation of finances, and organisation of information. All companies in every industry are relying on Excel in budgeting, forecasting, reporting, statistical analysis, inventory control, and tracking their performance. The spreadsheet is probably one of the most significant features of Excel, which has cells [10]. Users are able to add, tabulate and manipulate data in rows and columns. Excel accommodates text, numbers, dates and formulas, and graphs, among other structured information.
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[bookmark: _Toc215953333]Figure 10. MS Excel
Excel is especially useful with the help of formulas and functions. Such examples are SUM, AVERAGE, COUNT, IF statements, VLOOKUP, INDEXmatch and hundreds more. These functions enable the businesses to automate calculations and minimise the chances of human error. Conditional analysis and data lookup procedures require such functions as IF and VLOOKUP. Excel has features that are used in data visualisation, including charts, graphs, pivot charts, and conditional formatting. The tools help users to find patterns, trends and insights briefly. One of the strongest features that Excel has is PivotTables. They present big data in a concise and understandable format, which is most suitable for business reporting.
Data validation, data goal seeks, data what-if and data solver are some additional tools that enrich the features of Excel in data analysis. These are tools that assist the companies to understand the situation, optimise results and make sound decisions. The fact that Excel can relate to other sources of data like databases, cloud platforms or CSV files is also an advantage. Excel can be used in accounting, human resources, finance, logistics, and sales as it can easily import and export data related to a business.
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[bookmark: _Toc215953334]Figure 11. Excel Sheet
Excel also has limitations. Data sets of very large size can either slow down or lead to errors. Entering data by hand subjects it to error, and users who do not excel in Excel will not find complex functions simple to use. Also, Excel is not necessarily applicable in a multi-user environment where real-time editing features are necessary, whereas Microsoft 365 has enhanced collaboration features.
[bookmark: _Toc215953164]MS Access
Microsoft Access is a database management system that is utilised to store, arrange and manipulate huge amounts of structured data. Access can also be used to handle complex datasets, unlike Excel, which is aimed at spreadsheet and calculation functionality. The key characteristic of Access is that it allows the creation of a database table to store the information in a structured format. Fields and records are contained in each table, with more control and scaling, as was the case with a spreadsheet. It has access that enables relations among the tables so that users can be able to link data between various categories [11].
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[bookmark: _Toc215953335]Figure 12. MS Access
Another significant characteristic is forms. Making forms that will be used to enter the data is something that can be done by the access user, optimising the fidelity of the process and making it more intuitive. It is also applicable, especially in organisations where customer information, sales information, and inventory information are keyed in by multiple employees. One of the strongest tools used in access is queries. They enable users to access certain information in large datasets based on criteria. As an illustration, a company can seek customers within a specific area, sales within a given time, or goods lower price than the current inventory. Access also tolerates reports that enable users to come up with formatted summaries of data. Such reports are either printable or can be stored in a computer and are significant in terms of performance monitoring and reporting for business. Among the advantages of Access is the fact that it is automatable using macros and integrates with SQL (Structured Query Language). This enables the development of a more sophisticated database system without requiring a lot of programming elements.
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[bookmark: _Toc215953336]Figure 13. Database
There are weaknesses to Access. It is not as scalable as enterprise-level database systems such as SQL Server or Oracle, and it cannot be used with very large or highly complex databases. Access also suits well in small to medium-sized organisations compared to large corporations. Also, users need to be trained to design relational databases, which may become difficult for newcomers. Access is good to handle structured information where the company is needless of investing in a highly developed system since the company needs to have a customised database solution.
0. [bookmark: _Toc215953165]Practical demonstration of Two Office Features
[bookmark: _Toc215953166]Mail Merge
Mail Merge is a feature of Microsoft Word, which enables one to send personalised messages to many recipients simultaneously. It is very popular in businesses to mail marketing messages, event advertising, newsletters, announcements, and to communicate with customers. Rather than manually typing the individual email, Mail Merge automatically puts the personalised content in terms of the name, email address, company name or reference number. This saves time, minimises errors and ensures uniformity of communication among the recipients.
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[bookmark: _Toc215953337]Figure 14. Mail Merge
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[bookmark: _Toc215953338]Figure 15. Mail Details
[bookmark: _Toc215953167]If Statement
The IF function in Microsoft Excel is a logical function that is used to make comparisons and give out varied results if a condition is true or false. Some of the tasks that the IF function is used a lot by businesses involve performance assessment, making decisions on finances, sales and inventory checks.
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[bookmark: _Toc215953339]Figure 16. IF Statement

[bookmark: _Toc215953168]Task 4. Communication and Collaboration applications
Digital tools are also essential because underpinned by modern organisations to facilitate communication, coordinating teamwork and workflow. Communication and collaboration applications have become crucial as workplace environments become more hybrid and decentralised, so that information can be communicated efficiently and employees can keep in touch. Microsoft Outlook, a communication application, and Microsoft Teams, which is a collaboration tool, are two of the most common applications in businesses. The two tools aid the day-to-day working, improve the workflow and organisational productivity. This section gives a detailed analysis of their major features, advantages and drawbacks.
a. [bookmark: _Toc215953169]One contemporary Communication and one Online Collaboration application/tool
[bookmark: _Toc215953170]MS Outlook
Microsoft Outlook is among the most widely used communication tools in workplaces. It is mainly used as an email client but also features a calendar, task manager, contact directory, a scheduling assistant and notes. These combined features make Outlook an all exchange communication and organisational tool for businesses. Outlook has a great email management system as one of its key assets. Outlook enables users to send emails, receive, and also store emails in folders, categories, rules and flags. This assists in processing huge amounts of emails used by employees. Stringent rules may also be developed that automatically determine what messages to sort out and what not; this saves more information and time, which would be spent sorting out messages. Search is also a facility that allows users to find their previous emails, attachments or contacts fast [12].
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[bookmark: _Toc215953340]Figure 17. Outlook
The next important feature is a calendar feature. The calendar of Outlook will enable the user to set meetings, reminders, recurrence and availability of events. The Scheduling Assistant indicates the availability of the colleagues (free or busy), and it can be said that it is much easier to contact them and make an appointment than to send a long chain of emails. With busy schedules of organisations, this enhances planning and time-saving. Microsoft 365 is also integrated with Outlook, and people can use their emails and calendars using any device. This cloud-based connectivity will enhance flexibility since the staff will be able to work remotely and keep up with the situation. The Teams connection allows one to participate in virtual meetings directly through calendar appointments. Contact management facility enables a business to archive personalities of clients and suppliers in addition to their associates. This facilitates real-time interaction, and the information on contacts is also always available.
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[bookmark: _Toc215953341]Figure 18. Outlook Mails
Although this is so, there are limitations to Outlook. It is not user-friendly because it has numerous features that are not easily comprehended by new users. In the case of big inboxes, the performance can decrease unless the old emails are deleted and archived. Dealing with several email accounts may be perplexing to users who do not know how to use them. Dependence on a constant internet is also a big problem, to which the existence of an offline mode is irrelevant, since several features are only found online [13].
In summary, Microsoft Outlook is an important communication tool for business establishments. Its capacity in combining email, scheduling and contacts into a single system enhances productivity, besides facilitating fluency within the departments. It facilitates external and internal communication and is a necessity in contemporary workplaces.
[bookmark: _Toc215953171]MS Teams
Microsoft Teams refers to a popular collaboration tool, which is aimed at facilitating teamwork, remote communication and project coordination. It incorporates video meetings, file sharing, and chat in a single platform that makes it a hub of collaboration at the workplace. Real-time chat is one of the fundamental capabilities of Teams since it enables employees to instantly engage in communication. There is the ability to form an individual chat, a group chat or a team channel. The channels may be arranged according to the department, project, or topic, enabling the teams to maintain the discussions focused and organised. This saves time on long e-mail discussions that are time-consuming and enhances the speed of communication [14].
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[bookmark: _Toc215953342]Figure 19. MS Teams
Teams also facilitates video conferences and audio calls, which are important in both hybrid and remote working environments. Screen sharing, breakout rooms, recording, background effects, live captions and presentation mode can be utilised in meetings. The tools render virtual communication interesting and effective so that the teams can communicate with each other irrespective of geographical location. File sharing and cloud storage happen to be another feature. Team is a direct integration of SharePoint and OneDrive and enables the user to co-edit and share documents in real time. Documents like Word, Excel sheets and PowerPoint presentations could be opened and edited in Teams without the need to switch between them. This increases the efficiency of the workflow and minimises version-control problems.
There is also app and tool integration on the platform (Planner, Forms, Excel, Asana and third-party apps like Trello or Zoom are all supported). This enables organisations to tailor their Teams environment to suit their requirements to aid project management, reporting and communication activities. Team strengthens the productivity with functions such as notifications, assigning tasks and tags, as well as activity feeds, which keep the employees informed of what happens at the workplace. In the case of training and onboarding, Teams has hosted features like recording of meetings and location libraries of shared resources. Teams does have limitations, though. The application can be resource-consuming to the system and lead to performance problems on older computers. The interface is overwhelming, and sometimes new users get confused by the numerous features of the interface. Alerts aimed at managing computer distraction would become overwhelming without proper control. Also, Teams is strongly dependent on the internet connectivity, and a weak network connection may impact the call quality and access to files [15].
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[bookmark: _Toc215953343]Figure 20. Selecting File Sharing
Microsoft Teams still happens to be one of the most efficient collaboration tools utilised worldwide despite these circumstances. It is also important in the modern-day operation of a business through its capability to integrate communication, file sharing, task coordination and virtual meetings in one platform. The teams improve organisational cooperation, sustain distant working patterns, and encourage a high degree of productivity.
b. [bookmark: _Toc215953172]One feature of a freely available Communication (1) and one feature of a Collaboration (1) application
[bookmark: _Toc215953173]MS Outlook
Activity Demonstrated: Creation and Scheduling of an email.
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[bookmark: _Toc215953344]Figure 21. Mail Scheduling on Outlook
Scheduling an email is a significant part of Microsoft Outlook communication, enabling an individual to send messages in the future and at a given date and time. The tool has the greatest utility in business activities, particularly the communication with clients located in varying time zones, planning announcements beforehand or ensuring that messages are delivered at the best time. The timing of emails allows the workers to control the workload better and also lets the communication be timely, arranged and formal.
[bookmark: _Toc215953174]Ms Teams
 Activity Demonstrated: Creating a Meeting Channel on Teams
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[bookmark: _Toc215953345]Figure 22. Creating Meeting Channel on Teams
Microsoft Teams has channels that enable the organisation of a space where members can cooperate, share files and discuss certain projects or subjects. This is a feature that facilitates teamwork, ensuring the conversations and other documents are in one place, increasing transparency and efficiency in workflow.




[bookmark: _Toc215953175]Conclusion
This portfolio has shown that a modern software solution is a critical component in facilitating modern business operations. The application of tools like Shopify, Wix is aimed at allowing organisations to create a decent online presence, and the mind mapping aids in the organisation of ideas, as well as better decision-making. Documentation, data analysis, presentations and database management are some of the things that were identified by analysis of office applications such as Microsoft Word, Excel, PowerPoint and Access. Hands-on examples on functionalities like the Mail Merge, IF function, e-mail scheduling and creation of collaboration channels were also used to further demonstrate the effectiveness and accuracy of the tools in day-to-day activities. Communication and collaboration tools such as Microsoft Outlook and Microsoft Teams are still undergoing changes that have reshaped the interaction in the workplace in terms of providing smooth connectivity, organised teamwork work and productivity. In general, the application of these software solutions helps to enhance the management of working processes, improve interaction and provides organisations with the digital resources to work in a successful environment of the modern world of technologies.
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