Component 1- Coursework – Portfolio

In this assignment, I am going to explore a wide range of software applications that can be used to enhance workplace and business performance. I will start off by evaluating two contemporary software applications in depth. I'll start of by evaluating two e-commerce website builders, followed by a mind map and its a role in business operations followed up by four important Microsoft office applications all used for creating , storing, presenting  and analysing data
 In the average modern workplace, digital software tools play a vital role in the development of communication, decision making, data management and customer engagement. The overall sizes of most of the time depend on technology-based solutions to then go on to streamline operations, reduce manual work and to enhance collaboration among collabaration amongst customers and employees. 
Task 1
The first e-commerce website builders/software solutions is shopify. Shopify is one of the most, if not the most widely used e-commerce platforms for businesses that want to create and manage a online store. It is good because it provides a cloud-based solution, hosted that allows users of the app to easily build their own professional online shop without having to have high level skill in programming. They also offer responsive themes, custom domains, product pages, menu customisation, blog features and accelerated checkout options, making it suitable for both growing enterprises and small businesses.
Another one Shopifys recognisable strengths, is the strong focus they have for conversion and online selling performance. They state to have a highly optimised checkout experience and reliable infrastructure, including delivery of content to the entire world. Another strong benefit of Shopify is the scalability of it.  
Another good thing about Shopify is that it is scalable. A small business can start with a basic online store, and later it can grow and use more advanced tools when the business becomes bigger. Shopify also has a professional checkout system and reliable hosting, which can help improve customer experience and trust. This is important because customers are more likely to buy from a website that looks safe and works smoothly. 
However, Shopify also has some limitations. Some advanced features need paid apps or higher plans, so the total cost can become expensive for some small businesses. Also, if a business wants very specific customisation, it may need technical support or a developer. 
Overall, Shopify is a strong and reliable e-commerce software solution. It is best for businesses that want a professional online store and plan to focus seriously on online selling.
The second thing I'm going to address is Wix e-commerce. Wix eCommerce is another modern software solution that businesses can use to create an online store. Unlike Shopify, Wix is known more for its simple drag-and-drop website design system, which makes it very easy for beginners to use. This means users can build a website visually by moving elements around the page without needing coding skills. Wix also includes e-commerce features such as product listings online payments, shipping settings, customer management, and basic sales tools. 
Another major benefit of Wix eCommerce is its ease of use. Small business owners, students, and beginners can create a website quite quickly because the platform is user-friendly and has many templates. The templates also look modern and professional, which helps businesses create an attractive online presence. Wix also includes built-in tools for SEO, mobile-friendly design, and store management, which can help businesses improve their visibility and customer experience. 
Another useful feature is that Wix supports multiple payment methods and can help businesses manage their store from desktop or mobile devices. This is useful for small businesses that want flexibility. Business owners can check orders, update products, and monitor customer activity without always having to be inside an office. 
Comparison of the two
Both Shopify and Wix are useful contemporary e-commerce software solutions, but they are suitable for slightly different business needs. Shopify is more focused on e-commerce and is stronger for serious online selling, especially for businesses that want to grow bigger in the future. It has better advanced selling tools, better scalability, and stronger checkout performance. 
On the other hand, Wix is better for users who want something easier to design and manage. It is more beginner-friendly and good for small businesses that need both a website and a simple online store [3]. It is also useful for people who care a lot about visual designing and instead just prefer more creative freedom whilst creating there own website.
In my opinion, Shopify is the better option for businesses that mainly depend on online sales, while Wix is better for smaller businesses or beginners who want an easier and more flexible platform. Both platforms are useful in the workplace because they help businesses build an online presence, reach more customers, and manage online sales more efficiently.
WHAT IS MIND MAPPING?

Mind mapping is a visual way of organising ideas around one main topic. Normally, the main idea is placed in the centre, and then related ideas are connected as branches around it. This makes it easier to see how different ideas are linked together. In business operations, mind mapping can be used for planning, brainstorming, project organisation, decision-making, and even solving problems.
Compared to normal taking of notes, mind mapping is more visual and easier to understand, especially when there are many ideas at the same time. In organisations, employees and managers often need to deal with many departments, tasks, and software systems, so mind maps can help them organise information in a simple way.
Mind mapping has many benefits in business and organisation settings.Firstly, it helps with planning and organising ideas. For example, if a business wants to launch a new product, it can use a mind map to organise areas like marketing, finance, sales, production, and customer support.
Secondly, it supports brainstorming and creativity. During meetings, teams can quickly add ideas to a mind map and see how the ideas connect. This can help generate more solutions and improve teamwork.
ThirdLy, it can improve decision-making. Since mind maps show all the options in one visual format, it becomes easier for managers to compare ideas, identify problems, and choose the best option.
Fourth, it improves communication. Sometimes long written notes can be confusing, but a mind map is easier to understand because the structure is clear. This helps teams explain plans and responsibilities better.
And at Last, mind mapping helps with workflow management. Businesses can use it to map out daily operations such as customer service processes, recruitment steps, project tasks, or inventory management.
Overall, mind mapping is useful because it helps businesses think clearly, work faster, and organise information in a better way
This mind map can be created using software like Canva, MindMeister, XMind, or Microsoft Word SmartArt. In my opinion, Canva is probably the easiest because it has ready-made templates and is simple to edit.

To sum up, mind mapping is a useful tool for business operations because it helps people organise ideas, plan work, and understand how different software tools are connected. It is also helpful in meetings and project planning because it gives a clear visual structure. For this assignment, the mind map shows how different contemporary software applications support different areas of business such as communication, collaboration, e-commerce, productivity, and data management.
Task 3
Microsoft Word is one of the most common office applications used in business and education. It is mainly used for creating, editing, formatting, saving, and sharing documents. In business environments, Word is often used for reports, letters, proposals, meeting minutes, policies, contracts, and many other types of documents. Microsoft explains that Word supports document creation, editing, and collaboration, which makes it very useful in professional settings. 
One of the main strengths of Microsoft Word is that it helps users create professional-looking documents. It includes features such as page layouts, headings, styles, tables, pictures, references, and templates. These tools are important because businesses often need documents that look organised and formal. For example, when preparing a company report or a business letter, Word can make the document look clear and professional.
Another important feature is collaboration. Through Microsoft 365 and OneDrive, Word allows users to share documents, add comments, track changes, and even edit documents together in real time. This is very useful in the workplace because different employees can review or update the same document instead of sending many versions back and forth by email.
Word also has helpful features like spelling and grammar checking, dictation, and templates, which can save time and reduce mistakes. This is especially useful in business because documents often need to be accurate and well-presented. However, one limitation is that some advanced features work better when connected to Microsoft 365 cloud services, and some users may need a subscription to access the full experience.
Overall, Microsoft Word is a very important office application because it supports professional document creation and business communication. It is still one of the most useful tools in almost every workplace.
Microsoft PowerPoint is a presentation software application used to create slide-based presentations. It is commonly used in business for meetings, staff training, sales pitches, project updates, and reports. Microsoft explains that PowerPoint helps users create presentations and also supports collaboration with other users. 
One of the main benefits of PowerPoint is that it allows users to present information in a visual and organised way. Instead of giving people long written documents, a presenter can use slides with key points, images, charts, and diagrams. This makes information easier to understand, especially in business meetings where time is limited.
PowerPoint has many useful features such as templates, themes, animations, transitions, charts, SmartArt, icons, and multimedia support. These features can make a presentation more attractive and professional. For example, a manager can use PowerPoint to show monthly sales performance using charts, or a team leader can use it to explain a project plan step by step.
Another advantage is that PowerPoint supports co-authoring and sharing through Microsoft 365, so multiple users can work on one presentation together. This is useful when different team members need to contribute different parts of the presentation. It also works across desktop, web, and mobile devices, which supports flexible working.
A limitation is that if the slides are not designed well, the presentation can become boring or confusing. Some users also put too much text on slides, which reduces effectiveness. Even so, when used properly, PowerPoint is a strong business communication tool and is very useful for presenting ideas clearly.
Microsoft Excel is a spreadsheet software application used for storing data, performing calculations, analysing information, and creating reports. It is one of the most important software tools in business because it can be used for both simple and advanced tasks. Microsoft states that Excel helps users organise and analyse data more effectively.
In business operations, Excel is used for many purposes such as budgeting, payroll, stock control, sales reports, forecasting, employee records, and performance tracking. One reason Excel is so useful is because it has many built-in formulas and tools that make data analysis faster and more accurate. Examples include formulas like IF, SUM, AVERAGE, and VLOOKUP, as well as tools like Pivot Tables and Goal Seek.
A big advantage of Excel is flexibility. A small business can use it to track daily expenses, while a larger company can use it for financial analysis or dashboard reports. It can also create charts and tables, which makes it easier to present information visually. In many workplaces, Excel is used almost every day because it helps reduce manual work and improves accuracy.
Excel also supports collaboration through cloud storage, where multiple users can edit shared workbooks online. This can help teams work together more easily. However, one limitation is that Excel is not always the best option for very large or highly structured databases. In those cases, software like Microsoft Access may be more suitable.
In general, Microsoft Excel is one of the most powerful and practical office applications because it supports data storage, calculations, reporting, and decision-making in business.
Microsoft Access is a database management application that is used for storing and managing structured data. It is different from Excel because it is designed more for relational databases instead of spreadsheet tables. This means it can connect different tables together and manage repeated data more efficiently. Microsoft explains that Access can be used to create custom database applications and manage data from multiple sources.
In business, Microsoft Access can be used for customer records, supplier databases, inventory systems, booking systems, order tracking, and employee information. It is useful when an organisation needs to store a lot of records in a structured way. Instead of keeping everything in one spreadsheet, Access allows users to separate data into tables and connect them using relationships. 
One of the main benefits of Access is that it allows users to create forms, queries, and reports. Forms make data entry easier and more organised. Queries help users search and filter information quickly. Reports help turn the stored data into a more readable format. These features are useful in business because they support better data management and save time.
Microsoft also notes that Access can be a better option than Excel when a business needs to track and manage data regularly in a structured way. This is because databases are usually better than spreadsheets for repeated record keeping.
However, Access also has limitations. It is mainly a PC-only application, and it may not be the best choice for very large enterprise-level databases. In those situations, more advanced database systems may be needed. Even so, for small and medium-sized organisations, Access is still a useful tool for database management.
These four Microsoft Office applications all support business operations, but each one has a different main purpose.
· Microsoft Word is best for creating and formatting documents. 
· Microsoft PowerPoint is best for presenting ideas visually in slides. 
· Microsoft Excel is best for calculations, spreadsheets, and analysing data. 
· Microsoft Access is best for storing and managing structured records in a database. 
In my opinion, Excel is probably the most useful in day-to-day business work because many companies use it for reports, calculations, and data analysis. However, all four applications are important because they work together. A business may use Access to store records, Excel to analyse the data, Word to write the report, and PowerPoint to present the findings. Because of this, these applications are still very relevant in modern organisations.
The purpose of this practical activity was to test the IF function in Microsoft Excel and see how it can be used for simple decision making
A small worksheet was created with
· Student Name 
· Marks 
· Result 
The IF formula was used to check if a student got 50 or above.
Formula that was used:
=IF(B2>=50,"Pass","Fail"
In this practical activity, the IF function was tested in Microsoft Excel by creating a small table with student names and marks. A new column called “Result” was added. The IF formula was entered in the result column to check whether each student’s mark was 50 or above. If the condition was true, Excel returned “Pass”, and if the condition was false, it returned “Fail”.
This practical task showed that the IF function is useful for making simple logical decisions automatically. In business, this kind of function can be used for things like checking performance targets, deciding bonuses, classifying stock levels, or identifying whether sales targets were met. I found this feature useful because it saves time and reduces manual checking.
The aim of this practical activity was to test the VLOOKUP function in Microsoft Excel and use it to retrieve data from a table.
A simple product table was created with:
· Product Code 
· Product Name 
Then a separate lookup section was created to search for a product code.
=VLOOKUP(E2,$A$2:$B$6,2,FALSE)F

In this practical activity, the VLOOKUP function was tested by creating a reference table containing product codes and product names. A separate lookup area was then made on the worksheet. When a product code was entered into the lookup cell, the VLOOKUP formula searched the first table and returned the matching product name automatically.
This practical activity showed how VLOOKUP can be useful in business environments. It can be used in stock control, customer records, sales reports, and product databases where users need to search for information quickly. I think this function is very useful because it makes finding data much faster and avoids mistakes that can happen when searching manually.
Microsoft Teams is a modern communication platform used in many organisations for chatting, online meetings, video calls, file sharing, and team coordination. It is especially useful in workplaces where employees need to communicate quickly or work remotely. Microsoft explains that Teams supports chat, calls, meetings, and collaboration in one platform.
One of the biggest advantages of Microsoft Teams is that it combines many communication features in one application. Instead of using separate apps for messaging, meetings, and file sharing, users can do everything inside Teams. Employees can create group chats, send direct messages, make calls, schedule meetings, and share files. This can improve workflow because it reduces the need to switch between many different platforms.
Teams is also useful because it works well with Microsoft 365 applications such as Word, Excel, PowerPoint, and OneDrive. This means users can open files, edit them, and discuss them in the same environment. In business, this is very helpful for project teams because they can communicate and work on documents at the same time.
Another benefit is that Teams supports remote and hybrid work. Employees in different locations can still attend meetings, discuss tasks, and stay updated. The free version also gives access to basic features like chat and scheduled meetings, which makes it useful even for small teams or students.
A limitation is that new users may find Teams slightly confusing at first because it has many tabs and features. Also, if the internet connection is poor, video calls may lag or disconnect. Even with that, Teams is still a very useful communication tool in the modern workplace, and it helps businesses stay connected.
Google Docs is an online document tool that allows users to create, edit, and share documents through a web browser. It is one of the most common collaboration tools used today because multiple people can work on the same document at the same time. This makes it very useful in business, education, and group projects.
One of the main strengths of Google Docs is real-time collaboration. If more than one person is working on the document, all changes appear instantly. This saves time because users do not need to send many different versions of the same file by email. Instead, everyone can work in one shared document. It also has features like comments, suggestions, version history, and sharing permissions, which make teamwork easier.
In business settings, Google Docs can be used for meeting notes, reports, project planning, training documents, proposals, and team writing tasks. Since it is cloud-based, users can open it from different devices and locations. This is useful for remote work and flexible work arrangements.
Another useful feature is the sharing system. The owner of the file can decide if other people can only view, comment, or fully edit the document. This gives some control while still allowing teamwork. It also autosaves automatically, which reduces the chance of losing work.
One limitation is that Google Docs may not have as many advanced formatting tools as Microsoft Word, especially for more formal or complex documents. Some users may also prefer desktop software. But overall, Google Docs is still one of the easiest and most effective collaboration tools for modern organisations because it is simple, fast, and accessible.
Microsoft Teams and Google Docs are both useful in the workplace, but they support different functions. Microsoft Teams is mainly for communication, while Google Docs is mainly for collaboration on documents.
Teams helps employees talk to each other through chat, meetings, and calls. Google Docs helps users work together on one document in real time. In a real business situation, these two tools can actually be used together. For example, a team can discuss a report in Microsoft Teams, then open Google Docs and write the report together at the same time.
In my opinion, both tools are important because communication and collaboration are both necessary in business. Without communication, teams may not understand what to do. Without collaboration tools, it becomes harder to complete work together. So both applications are valuable in modern business operations.

For the next practical activity, one basic feature of Microsoft Teams was tested by creating a new chat or scheduling a meeting. The process involved opening the application, selecting the chat or calendar option, entering the participant details, and then starting the chat or creating the meeting.
This practical activity showed how Teams can be used for workplace communication in a simple and effective way. It is useful because it allows employees to contact each other quickly, discuss work tasks, and organise meetings without needing to be in the same place. I found this feature easy to use and useful for team coordination.
Figure 3: Screenshot showing the creation of a new chat or meeting in Microsoft Teams for workplace communication.
For this practical activity, a Google Docs file was created and then shared with another user using the share button. After that, a comment was added to part of the document to show how feedback can be given during collaboration.
This activity demonstrated how Google Docs supports teamwork because more than one person can access the same file and give feedback in real time. In business, this is useful for reviewing reports, preparing plans, and editing documents together. I think this feature is very practical because it is simple to use and saves time compared to sending files by email.
The assignment also explained mind mapping and showed how it can help businesses organise ideas, plan tasks, and understand how different software tools are connected. The mind map of contemporary software applications made it easier to see the different categories of tools used in business such as communication, collaboration, office productivity, e-commerce, and data analysis.
In addition, four office applications were analysed, which were Microsoft Word, PowerPoint, Excel, and Access. Each application has a different role in business. Word is useful for documents, PowerPoint is useful for presentations, Excel is useful for data analysis and calculations, and Access is useful for database management. The practical activities with the IF function and VLOOKUP also showed how Excel can make work easier and more accurate.
Finally, Microsoft Teams and Google Docs were discussed as examples of communication and collaboration tools. Both are very useful in the modern workplace, especially in remote or hybrid work environments. Overall, this assignment shows that the use of contemporary software applications can make business operations more efficient, organised, and effective.
In conclusion, contemporary software applications play a very important role in modern business operations. They help businesses improve productivity, communication, organisation, and decision-making. In this assignment, two e-commerce software solutions, Shopify and Wix, were discussed. Both platforms are useful for creating online stores, although Shopify is stronger for more serious online selling, while Wix is more beginner-friendly and easier to design.
The assignment also explained mind mapping and showed how it can help businesses organise ideas, plan tasks, and understand how different software tools are connected. The mind map of contemporary software applications made it easier to see the different categories of tools used in business such as communication, collaboration, office productivity, e-commerce, and data analysis.
In addition, four office applications were analysed, which were Microsoft Word, PowerPoint, Excel, and Access. Each application has a different role in business. Word is useful for documents, PowerPoint is useful for presentations, Excel is useful for data analysis and calculations, and Access is useful for database management. The practical activities with the IF function and VLOOKUP also showed how Excel can make work easier and more accurate. 
Finally, Microsoft Teams and Google Docs were discussed as examples of communication and collaboration tools. Both are very useful in the modern workplace, especially in remote or hybrid work environments. Overall, this assignment shows that the use of contemporary software applications can make business operations more efficient, organised, and effective.
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