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[bookmark: _heading=h.fflaaq2canos]Introduction
This portfolio evaluates a range of software applications through the lens of Corner Cup Café; a small independent café used as one consistent business scenario across all four tasks. Small businesses now rely on digital platforms to sell products, organize and plan their workforce, and it has been proven that the percentage of SMEs surviving thanks to the implementation of e-commerce increased during the Covid pandemic [1]. Team messaging also defines how coordination takes place each day, as the set-up of common channels is going to determine how employees share information and how they can accomplish project work [2]. Task 1 involves comparing two freely available website builders and evaluating their appropriateness to a start-up food business that has a low budget. Task 2 describes the mind mapping technique and goes ahead to apply it to the opening of a cafe using an original mind map. Task 3 reviews Microsoft Word, PowerPoint and Access before presenting practical evidence of the Excel IF and VLOOKUP functions. Task 4 evaluates Slack as a communication tool and Trello as a collaboration tool, supported by simulated practical tests using invented data. Throughout the portfolio, each application is evaluated in relation to productivity, workflow, communication, decision-making, and information management instead of being a description of the application.

[bookmark: _heading=h.z1rvmef2on0s]Task 1. Website Builders for Ecommerce
[bookmark: _heading=h.8b4gl82fnzbi]1.1 Wix
Wix was launched in 2006 in Tel Aviv by Avishai Abrahami, Nadav Abrahami and Giora Kaplan, with the aim of letting people without coding skills build websites. Its target market comprises both sole traders and expanding companies, and they provide more than 2,000 templates, a drag-and-drop editor and in-built SEO features. Integrations are supported via the Wix App Market, which allows a business to add bookings, reviews or email marketing without any programming. According to the usability testing, a Wix store was rated most accurate in accomplishing tasks, but it was the least satisfying, with a score of three builders, due to their rich design features that created cluttered pages [3]. This finding matters for a café, since customers ordering a lunchtime coffee need fast navigation rather than visual complexity. The decisive limitation for selling lies in the free plan, which carries Wix branding, uses a wixsite.com address and blocks every form of online payment [4]. Accordingly, Wix provides good customization and scalability with paid plans, but a cafe will be able to accept online orders only on a Core plan or beyond.
[bookmark: _heading=h.khqcu7s7up17]1.2 Square Online
Square Online was based on Weebly, which was a builder developed in 2006 by David Rusinko, Chris Fanini and Dan Veltri and later acquired by Square to integrate online and in-store sales. Its clients are small stores and food establishments already accepting card payments via square point-of-sale terminals at the checkout. In contrast to Wix, the free option allows selling online with Square charging a processing fee on every card transaction in place of a monthly subscription [5]. The store developed with the help of Weebly demonstrated high accuracy of the tasks performed and got the augmented satisfaction score as compared to the store developed using Wix as a part of the same comparative usability study [3]. Nevertheless, free sites display Square advertising, use a Squaresite address and offer fewer templates and layout controls than Wix. Payments must also run through Square, which limits flexibility for a growing business that later wishes to compare payment providers.

Square Online is my choice over Wix because Square Online matches the needs of a café. Square Online offers an clear way to sell items online. Unlike Wix Square Online lets a business take payments on its free plan. This means a new café can start selling without paying a fee. That helps a café with a budget. Square Online also works with Square’s point‑of‑sale system. Because of this a café can handle online. Store sales together making order handling easier and cutting down on paperwork. A usability study found that customers were more satisfied with the Square Online store than with a Wix store. That suggests Square Online gives a shopping experience. Square Online has design choices and shows Square branding on the free plan but those limits are okay. For a café how it works, how cheap it. How easy it is matter more, than fancy design. Therefore, Square Online lets the café start taking orders with little upfront cost while giving the essential tools to serve customers well.

[bookmark: _heading=h.u2qsrp6vhw6q]1.3 Comparison in a Business Context
For a startup café, the stronger business argument favors Square Online, because it allows revenue from the first day without fixed monthly costs [5]. The pandemic demonstrates that SMEs using third-party platforms have survived, in contrast to companies that used self-built websites, which cost a significant amount [1]. Square Online is not an exception to this trend, because the café does not outsource developers, but instead provides hosting and security, which it manages itself. In contrast, Wix has better design freedom and an app ecosystem, which is better suited to a café that focuses on brand image or further growth [4]. Its free plan works well as a marketing brochure, yet paying for a Core plan becomes unavoidable once online orders begin. Thus, Square Online represents the better low-risk entry point, whereas Wix becomes preferable when customization and scalability outweigh short-term cost.


[bookmark: _heading=h.6pt8hzxk29]Task 2. Mind Mapping
[bookmark: _heading=h.8r6k19zh3gh4]2.1 The Mind Mapping Technique
A mind map is a visual note-making technique that places one central idea in the middle of a page and radiates related ideas outward. The main idea is the key problem or objective, and primary branches illustrate key themes, while sub-branches refine each theme into further detail. The short keywords used in every branch instead of a sentence make the map very succinct and encourage the thinker to think associatively and organize ideas better. The ability to visualize the topic by color, spacing and bundling enables a reader to visualise an entire topic at a glance, and this aids in planning as well as brainstorming. The radial layout can be used in problem solving so that one can follow a case of a solution and the options to use without pushing the ideas into early order. A randomized trial using students in respiratory therapy observed that mind mapping effectively increased the scores of critical thinking, but standard notetaking had no significant increase [6]. This fact indicates that the method not only reinforces memory but also reason-making, hence its increasing application in planning at the workplace. Digital mind mapping tools now extend the paper method, allowing branches to be moved, color-coded, and shared with colleagues working in different locations. The key strengths are accelerated idea generation, better views of complex projects and increased recall of information in varied learning conditions. Mind maps are also applicable in group workshops, as each member is able to add branches and view, in real time, relationships among personal ones. However, the method has evident drawbacks when applied in business, especially when a plan needs to be sequenced accurately, or is costly or held accountable. Branches are associated without being ordered, so a mind map cannot substitute a timeline, a budget or an official project schedule. Large maps also become cluttered quickly, and their meaning can stay unclear to readers who took no part in creating them. Furthermore, the respiratory therapy evidence came from students over fifteen weeks, so results from education can not transfer directly to commercial teams [6].
[bookmark: _heading=h.dbkir3aimq8w]2.2 Mind Map for Launching Corner Cup Café
[image: ]
Figure 1: Mind map for launching Corner Cup Café, a small independent café
The central topic, Launching Corner Cup Café, represents the single goal that every planning decision in the plan must ultimately support. Seven key divisions were chosen since these divisions reflect the fundamental operations of any new food enterprise, i.e. market research, finance, premises, menu and suppliers, staffing, marketing and online presence. The branch of finance is connected to the start-up costs and the price and a cash flow projection, which an owner would typically form in Excel. Spreadsheet models frequently contain faults that distort decisions, so the map flags this branch as needing careful checking before any figures are trusted [7]. This online presence branch is directly related to Task 1, since deciding on a website builder is a necessary aspect of the launch plan. Sub-branches under staffing and marketing can then be translated into specific tasks, which a team can put on a Kanban board to track. The number of keywords was limited to two or three words in each sub-branch, meaning that the owner can easily scan the entire plan in a matter of seconds in the middle of a working day.
The map, as a planning tool, provides the owner with one overview of the interdependent decisions; thus, the risk of missing areas, like allergen labelling, is minimal. It also gives a point of reference to a small stock, as every individual can see the branch that he/she has got and that which connects to the objective. Accountability in a group can then be enhanced by translating the branches into allocated tasks done on a collaborative board. However, the map is an immutable snapshot which displays no deadlines, no costs or dependencies between multiple branches. Therefore, the mind map is best suited as the initial phase in the planning and the café would require a budget, a schedule and a risk register prior to opening. For this reason, the café owner should treat the map as a living document and revisit it whenever research findings or costs change.


[bookmark: _heading=h.l503t2jikm5q]Task 3. Office Applications
[bookmark: _heading=h.929khkj6if3k]3A.1 Microsoft Word
The Microsoft Word program can be used to prepare documents with templates, styles, tables, references and mail merge, which would enable a cafe to create menus, contracts and letters with a similar professional look. Styles and automatic tables of contents save time, because a change to one heading style updates every matching heading across the whole document. Changes and comments tracking leave an audit trail of edits that allow an owner and an accountant to verbally agree on contract terms, without losing previous versions. In Microsoft 365, subscribers are able to collaboratively work in real-time and view co-workers editing documents, unlike those using older versions who had to save their work to share the changes [8]. Such a difference is critical in the case of a small business, as it is possible to experience real-time collaboration only when having to pay a subscription, but not when having a single licence. Coauthoring also requires files stored in OneDrive or SharePoint, and it remains unavailable for documents protected by rights management. Word stays weak for numerical analysis or structured records, so tasks such as stock control belong in Excel or Access instead. A more efficiency benefit, though, is provided by mail merge, where a single letter template can be used in combination with a customer list to personalise hundreds of loyalty offers within minutes. However, merged mailings require clean source information, and thus, duplicate or misspelt records on the list would be repeated in all printed letters. Altogether, Word is an excellent business writing tool, yet its collaborative feature depends on cloud storage and licensing options. Therefore, in the case of a cafe, Word is recommended for the menu, in the staff manuals and in the letter to the suppliers, and the current operational information would be in the tools that can be used to calculate and store it.
[bookmark: _heading=h.yi4rdwpkm54e]3A.2 Microsoft PowerPoint
Microsoft PowerPoint enables businesses to communicate ideas visually through templates, charts, multimedia, animations and speaker notes within a single file. In the case of a cafe, a short deck can be given to employees to work with a seasonal menu or offer to a bank manager to provide funds. Presenter View shows the current slide, the next slide and private notes on the speaker's screen while the audience sees only the slides [9]. This makes it easy to deliver and provides confidence, as the presenters can use prepared notes but do not have to read the text on a projected slide. Cloud storage also enables multiple personnel to make amendments in a single deck, a factor that minimises version mix-ups just before a crucial communication with investors or suppliers. However, template bullet point defaults promote text-rich slides, which can undermine clarity on the part of the presenter and the audience. A study among engineering students discovered that students who have designed assertion evidence slides have experienced reduced cognitive workload when compared to students who have depended on traditional PowerPoint templates [10]. Hence, PowerPoint is most useful when users create deliberate default override layouts, and its advantage should rely on the design ability rather than the programme itself. For a small café with no design specialist, using a few strong images and short sentence headlines would communicate a menu launch more effectively than dense bullet lists. In larger organisations, brand templates protect visual consistency, although they can also lock staff into the same text-heavy layouts.
[bookmark: _heading=h.9963xrq2ps1h]3A.3 Microsoft Access
Microsoft Access is a relational database management system whereby data are stored in interconnected tables, can be accessed using queries, as well as be displayed using forms and reports. Relationships between tables, such as customers, orders and products, prevent the duplication that occurs when one large spreadsheet holds every record. Forms simplify data entry and improve data accuracy for staff, and transform unstructured records into printable options for managers. In the case of a small cafe, it is possible that Access would be able to track the deliveries of suppliers, stock levels and people with loyalty cards in a single structured and searchable file. The structure provides a more secure option compared to a spreadsheet, which, according to a large review of the literature, is often flawed when applied in making business decisions [7]. However, Access databases cannot exceed 2 GB, and Microsoft has placed a limit of 255 parallel users [11]. Building a sound database also requires design knowledge, including normalisation and relationship rules, which many small business owners lack. Therefore, Access will be a great fit in a one-site venture where the data will be modest, but an expanding chain would be better served by a cloud database or a specific stock system. Access is also only available as part of some Microsoft 365 business plans, an additional cost to license which is unnecessary since the café could already use free spreadsheet tools. Based on the above information, an Access adoption choice must be based on the level and quantity of records and not on knowing or using Microsoft products. A sensible path for a new café would start with a well-structured spreadsheet and move to Access only once customer and stock records grow beyond easy manual checking.
[bookmark: _heading=h.xd2jafjpggp5]3B.1 Practical Test One. The IF Function
[image: ]
Figure 2: Staff sales data with the IF formula entered in cell D2
For the first practical test, I created a simulated staff sales sheet for Corner Cup Café containing eight invented employees, their roles and monthly sales. I stored the monthly bonus threshold of £4,000 in a separate cell and named it BonusTarget, so the rule could change without editing any formula [12]. In cell D2, I entered an IF formula that compares each employee's sales with Bonus Target and returns Bonus when the target is met. The IF function performs a logical test and returns one value for a true result and a different value for a false result [13]. I chose this feature because bonus decisions follow a clear yes or no rule, which makes manual checking slow and inconsistent across a team. Figure 2 shows the starting data together with the formula in the formula bar, which provides evidence of the logical test being applied. Using a named cell rather than typing 4000 inside the formula follows good spreadsheet practice, because every assumption remains visible and editable in one place. This design choice also supports decision making, because the owner can test a higher or lower target and instantly see the effect on the number of bonuses paid.
[image: ]
Figure 3: Bonus results after copying the IF formula down column D
For the first practical test, I created a simulated staff sales sheet for Corner Cup Café containing eight invented employees, their roles and monthly sales. To enable the rule to be varied without altering any formula, I put the monthly bonus threshold of £4,000 in a different cell and labelled it Bonus Target [12]. I entered an IF formula in cell D2 and compared sales of each employee with Bonus Target and provided a bonus when the target is achieved. The IF function performs a logical test and returns one value for a true result and a different value for a false result [13]. The reason why I selected this feature was that bonus decisions are made based on a definite yes/no principle, and it becomes tedious and inaccurate to do this by hand, especially within a team. An example of evidence of the logical test being used can be seen in Figure 2, where the starting data are known, and the formula in the formula bar gives evidence of a logical test being performed. Using a named cell rather than typing 4000 inside the formula follows good spreadsheet practice, because every assumption remains visible and editable in one place. The design option is also helpful to decision-making, as the owner has the opportunity to experiment with a higher or lower target and immediately see what happened to the number of bonuses paid.
[bookmark: _heading=h.8rieextyeseh]3B.2 Practical Test Two. The VLOOKUP Function
[image: ]
Figure 4: Order sheet with the VLOOKUP formula referencing the PriceList named range
For the second test, I built a simulated price list of eight café products and a separate order sheet listing product codes and quantities. I selected the price list and typed PriceList into the Name Box, which created a named range that reads more clearly than cell addresses [12]. I typed a VLOOKUP formula in D2 of the order sheet, which would search the PriceList for the product code and the unit price corresponding to the code. I assigned the last argument a value of FALSE, as Microsoft recommends this to ensure an exact match each time the first column in the lookup table is not sorted [14]. Fig. 4 illustrates the order data along with the formula; column E is the product of quantity and unit price to create each line total in column E. I chose VLOOKUP because retyping prices for every order wastes staff time and creates avoidable keying errors at busy periods. It is also a good design principle to keep the price list and the orders apart, as the reference data and the transaction data are useful fields of different types and have different change rates. Since the named range includes the columns with the product code, the product name and the unit price, the column index three makes Excel find the price instead of the product name in the specified columns.
[image: ]
Figure 5: Completed order sheet showing unit prices and line totals
After copying the formula down, every order line displayed the correct unit price and line total, as Figure 5 confirms. An example of suppliers who could have their invoices done using this approach would be a cafe that has menu costing or loyalty discounts, as a single central price list will be used to supply all the calculations. When a price is changed, the manager only needs to edit one cell, and all associated orders are changed, which enhances both speed and accuracy. Storing the workbook in OneDrive would also allow staff to coauthor it, so a shared price list stays current across several devices. However, when typed-in code is incorrect, VLOOKUP would report an error, and it would only look at the first column of the chosen range [14]. These limitations imply that lookup formulas still need some data validation and low-frequency analysis, particularly where target pricing decisions are made using the results. Overall, both tests show that Excel functions automate routine judge ments, yet their reliability depends on careful design and testing. To test robustness, I entered an invalid product code in a row and received the error message, which proved that in the exact match setting, the wrong price does not show up without any error message. In practice, adding a drop-down list of valid codes through data validation would stop such mistakes at the point of entry.


[bookmark: _heading=h.rj06tdkyqqku]Task 4. Communication and Collaboration Applications
[bookmark: _heading=h.sak9njhp696k]4.1 Communication Application. Slack
Slack, released publicly in 2014, is a cloud-based communication platform which displays messages by channel (by topic), by project or team and direct messages and file sharing. A study of over four thousand Slack channels in a multinational firm identified distinct channel types, such as project, support and event channels, and linked communication styles to team performance [2]. In the case of a café, changes of rote, supplier problems and daily specials could be channel led, and this minimizes the use of dispersed personal text messages. The notifications in the form of integration with calendars and file storage (as well as other applications) also enable receiving a notification in a single place, instead of a collection of open inboxes. However, the free plan will automatically delete all messages and files older than one year as well as restrict an individual workspace to ten apps that can be installed [15]. Therefore, Slack would be an excellent tool to use in quick daily coordination, but it should not be set as the permanent record of key decisions made in the cafe. In comparison to email, Slack makes life less formal and reduces time-to-response, which is a sound approach among shift-based teams that spend little time at a desk. In contrast, constant notifications can interrupt staff during service, so the café would need clear rules about urgent and non-urgent channels.
[bookmark: _heading=h.kzkbnwyig979]4.2 Collaboration Application. Trello
[bookmark: _heading=h.3r3e9y6hbgvb]Trello is a web-based collaboration tool built on the Kanban method, in which cards representing tasks move across lists such as To Do, Doing and Done. All cards can be described and include checklists, attachments, comments, labels and due dates, helping the entire team have a visual representation of progress. In the case of a cafe, a launch plan generated in Figure 1 can be handled by a board that can transform every branch of a mind map into activity that can be followed by the staff. The free version is only appropriate with extremely small teams, since Atlassian limits the number of people that should collaborate in a free workspace [16]. Therefore, Trello is fit to be used in a cafe with a small core team, but a bigger company will require a paid plan or a higher-level project tool. Trello is also compatible with mobile devices, which is important to staff members of the cafe who look at their tasks in between serving a customer instead of at a computer. Its simplicity remains both its strength and its weakness, because it lacks the budgeting and resource planning features found in dedicated project software.
[bookmark: _heading=h.lz88wezcsvzb]4.3 Practical Test Three. Slack Channels and Threads
[image: ]
Figure 6: Corner Cup Café Slack workspace showing the rota channel and posted rota message
For the first practical test, I made a free Slack workspace, which I named Corner Cup Café and a public channel, where I will arrange shifts, named rota. I wrote out an imitation weekly example rota using fictitious staff names, therefore, no authentic, personal or business confidential data was present in the test. As can be seen in Figure 6, the rota channel has been posted, and the message displayed in the channel proves that the schedules are displayed in one consistent location to all the staff employees. Creating the channel took less than two minutes, which suggests that a small business could adopt the tool without formal training or specialist support.

[image: ]
Figure 7: Threaded discussion resolving a simulated shift swap request
Next, I tested threaded replies by responding to the rota message with a simulated request from one barista to swap a Saturday shift. I then responded within the same thread as the manager to accept the swap, which had left the main channel free to accept other notices. The output, which appears in Figure 7, retains the entire decision, as a by-product of its original message, which enhances traceability with a small group. It is also a method of minimising the chances of a request not being responded to amid unrelated discussions during a busy trading week. A limitation emerged because the free plan hides messages older than 90 days, so approved rote changes should also be recorded in payroll records [15]. 
[bookmark: _heading=h.ammpqhijqid2]4.4 Practical Test Four. Trello Boards, Due Dates and Checklists

Figure 8: Café Launch Plan board in Trello with cards drawn from the mind map
In the second practical test, I made a free Trello board called Café Launch Plan with three lists called To Do, Doing and Done. I picked up five cards that were directly part of the mind map in Figure 1, such as Register food business, Order coffee machine, and Recruit two baristas. I then moved Order coffee machine to Doing and assigned it a due date, and hence the status and urgency were displayed on the board at a glance. Trello cards have colored badges, wherein they become yellow at the approaching date of a task within a period of 24 hours, and red when the task becomes overdue [17]. The projected board in Figure 8 represents the result and illustrates how a small group can visually observe tasks at a glance. Linking the board to the mind map shows that the two tools complement each other, since one generates ideas and the other manages their delivery.
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Figure 9: Checklist and due date inside the Order coffee machine card
Then I opened the Order coffee machine card and put a checklist that had three tasks, that is, compare suppliers, approve the budget and place the order. The completion of the first item on the card changed the progress bar on the card, providing a manager with indications of some progress, yet without holding a meeting. Figure 9 shows the checklist and the due date together, demonstrating that responsibilities and deadlines sit beside the task itself. This structure in a workplace minimizes the use of memory and verbal reminders, which can be unreliable in the busy periods of service. However, a free workspace only admits ten collaborators and adding to it makes each board in the workspace a view-only resource [16]. The use of due date reminders also relies on an individual member opting to get notices thus, a board cannot be assured that employees are going to work on due dates [17].


[bookmark: _heading=h.6xyrfk1an0ks]Conclusion
This portfolio shows that everyday software can strengthen a small business, but only when each tool matches a clear operational need. Square Online presents the most secure path to initial online earnings, whereas Wix compensates companies ready to pay for increased design and scalability. Mind mapping can aid in early planning and understanding, however, the end result will be, at a later point, transformed into budgets, schedules and task boards. In Microsoft 365, the Word application has a collaborative value based on subscriptions and cloud storage, as opposed to operating the application per se. Likewise, the communicative strength of PowerPoint relies on premeditated design of the slides, as the default layouts can add to the effort that presenters will need. Excel tests proved that IF and VLOOKUP can be used to automate the process of making everyday decisions, but named ranges, exact matching, and validation are also necessary protective elements. Slack and Trello improved the visibility of simulated café communication and tasks, while their free plans imposed limits on history and team size. Overall, the strongest business value comes from combining tools within a coherent workflow and recognizing the point at which free versions no longer suffice.
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Maya Patel

Liam Carter @

Sophie Nguyen

Noah Brooks

Ethan Reed @

Add app:

Weekly Rota - 13 May to 19 May

Here is next week’s rota. Please check your shifts and let me know
if you need to request a swap.

Mon 13 May: Maya - 08:00-14:00, Liam - 14:00-20:00
Tue 14 May: Sophie - 08:00-14:00, Noah - 14:00-20:00
Wed 15 May: Ethan - 08:00-14:00, Maya - 14:00-20:00

| Thu 16 May: Liam - 08:00-14:00, Sophie - 14:00-20:00
Fri 17 May: Noah - 08:00-14:00, Ethan - 14:00-20:00
Sat 18 May: Maya - 08:00-14:00, Sophie - 14:00-20:00
Sun 19 May: Liam - 08:00-14:00, Noah - 14:00-20:00

2replies Last re;

Ethan Reed 10:15
Thanks! All good for me this week.

» @

Sophie Nguyen 10:27
Looks good, thanks!

BER: o«

Thread %

# rota

Corner Cup Café APP  Monday, 12 May at 09:00
54 Weekly Rota - 13 May to 19 May

Here is next week’s rota. Please check your shifts
and let me know if you need to request a swap.

2 replies

Maya Patel Today at 10:34
Hi @Liam Carter, would you be able to swap

with me on Saturday 18 May? I'm not available
that day. | could take your Sunday 19 May shift
instead if that works for you.

(eI

Liam Carter Today at 11:02
Hi @Maya Patel, no problem! 'm happy to swap.
I'll take Saturday 18 May and you can take my

Sunday 19 May shift.
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