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Introduction
In most businesses today, software is used all the time to help things run more smoothly. Companies rely on different digital tools to help with things like managing information, communicating with staff or customers, and improving productivity. There are many different types of software that support these everyday business activities, including e-commerce platforms, office applications, and communication or collaboration tools. In this portfolio I will be looking at some of the software solutions that businesses commonly use and explaining how they help organisations operate more efficiently. I will also include some practical examples to show how certain features of these tools can be used in real situations.
Task 1 - E-Commerce Website Builders
E-commerce website builders are tools that help businesses create and run online stores without needing to know a lot about coding or web development. Instead of building a website from scratch, these platforms provide ready-made templates and built-in features that make it much easier to sell products online. Businesses can upload products, take payments, and manage orders all in one place. Because online shopping has become so popular, many businesses now rely on these types of platforms to reach more customers [1]. Two well-known examples of e-commerce website builders are Shopify and Wix eCommerce.
Shopify 
Shopify is one of the most widely used platforms for building an online store [2]. A lot of businesses use it because it’s quite straightforward and doesn’t require much technical knowledge. Basically, it allows someone to set up an online shop where they can list products, manage orders, and accept payments from customers.
One of the main things Shopify helps with is managing products and stock. Businesses can upload product details, set prices, add images, and keep track of how much stock they have left. This makes it easier to stay organised and avoid selling items that are out of stock. Shopify also supports different payment options, so customers can pay using things like credit cards or PayPal, which makes the buying process smoother [2].
Another thing that makes Shopify popular is the range of website templates it offers. These templates allow businesses to create a professional looking website without needing to design everything themselves. There are also built-in tools that help businesses track sales and see how their store is performing. For example, store owners can look at reports showing which products are selling the most or how many people are visiting their website.
Overall, Shopify is a really useful platform because it combines everything needed to run an online store in one place. However, one downside is that it requires a monthly subscription fee, which might not always be ideal for very small businesses or people who are just starting out.
Wix Ecommerce
Another popular option for creating online stores is Wix eCommerce [3]. Wix is known for its drag-and-drop website builder, which means users can design their website by simply moving things around on the page. This makes it very beginner friendly and easy for people who don’t have much experience building websites.
With Wix eCommerce, businesses can create an online shop where they can display their products, manage orders, and take payments from customers. One of the biggest advantages of Wix is the large number of templates it provides. Businesses can choose a design that fits their brand and customise it to make their website look unique.
Wix also offers tools that help businesses promote their websites online. For example, it includes basic search engine optimisation (SEO) tools, which can help a website appear higher in search results on platforms like Google. This can make it easier for potential customers to find the business online [3]. Wix also allows websites to connect with social media platforms, which can help businesses reach more people.
In terms of payments, Wix supports different payment methods so customers can choose the option that suits them best. It also allows businesses to keep track of orders and manage their inventory. Because it’s easy to use and offers a lot of design freedom, Wix is often a good option for smaller businesses or people who want to quickly set up an online store.
Comparison
Both Shopify and Wix eCommerce are useful tools for businesses that want to sell products online. Shopify is more focused on e-commerce and tends to offer more advanced tools for managing larger online stores. Wix, on the other hand, is usually easier for beginners and gives more freedom when it comes to designing the website. In the end, the best platform depends on what the business needs, their budget, and how comfortable they are with using technology.

Task 2 - Mind Mapping in Business Operations
Mind mapping is basically a way of organising ideas visually instead of writing everything in long notes or paragraphs. It usually starts with a main topic in the centre, and then different ideas branch out from it. Each branch represents a related idea or category. This makes it easier to see how different pieces of information connect with each other and helps organise thoughts more clearly [4].
In a business environment, mind maps can be useful when planning projects or brainstorming ideas. For example, during meetings teams can quickly add ideas to a mind map and group them into different sections. This helps people see the bigger picture and makes it easier to organise tasks or plan future work.
Another reason mind mapping is useful is because it helps people think more creatively. When ideas are displayed visually, it can help teams spot connections between different topics that they might not notice in normal written notes. It can also make information easier to remember because everything is laid out clearly in one place [4].
Today many businesses use digital mind mapping tools such as MindMeister. These tools allow people to create mind maps online and share them with others. Team members can add ideas, edit branches, and update information together, which makes collaboration much easier when working on projects or planning business activities [5].
Mind Map: Software Applications Used in Business Operations
(Created using MindMeister)
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The mind map above shows some of the different software tools that businesses use in their daily operations. It includes categories such as communication tools, office applications, project management tools, cloud storage, and e-commerce platforms. These types of software help businesses organise information, communicate with teams, and manage their work more efficiently.
Task 3 – Office Applications for Business
In most workplaces today, office applications are used daily to help employees create documents, organise data and present information. Programs such as Microsoft Word, PowerPoint, Excel and Access are part of the Microsoft Office suite and are commonly used in workplaces. These applications allow businesses to create documents, present information, organise data and manage records more efficiently. Each application has different features that support business activities, which is why organisations often use several of them together when completing tasks [6]. 
Microsoft Word 
Microsoft Word is a word processing application that businesses use to create documents such as reports, letters and forms [6]. It allows users to write, edit and format text so that documents look clear and professional. Word is widely used in offices because it provides tools that help structure documents and present information in an organised way [7].
One useful feature of Microsoft Word is its formatting tools. These allow users to change fonts, headings and layout so that documents are easier to read. Word also allows images, tables and charts to be inserted into documents, which can help present information more clearly. Another useful feature is spell check and grammar checking, which helps users identify mistakes and improve the quality of written documents [7].
In a business environment, Microsoft Word helps employees produce professional documents quickly. It is commonly used for writing reports, creating letters for customers and preparing internal documents. Word also includes collaboration tools such as comments and track changes, which allow multiple users to review and edit the same document [7].
However, although Microsoft Word is very useful for creating documents, it is not designed for analysing large amounts of data. For tasks that involve calculations or data analysis, businesses usually rely on software such as Microsoft Excel instead.

Microsoft PowerPoint
Microsoft PowerPoint is a presentation tool that businesses use to create slides for meetings, training sessions and presentations. It allows users to show information on slides using text, images, charts and sometimes videos. PowerPoint is widely used in workplaces because it helps employees explain ideas clearly during meetings, training sessions or project updates [8].
One of the main features of PowerPoint is the different design templates and slide layouts it offers. These make it easier to organise information on slides and keep presentations looking professional. Users can also insert charts, images and diagrams to help explain information more clearly [8].
PowerPoint also includes animations and slide transitions. These allow users to control how text or images appear on the screen during a presentation. When used properly, these features can help make presentations more interesting and easier for the audience to follow.
In a business environment, PowerPoint is often used to present reports, explain project updates or deliver training to staff. It helps businesses communicate information more clearly to teams, managers or clients.
However, one limitation of PowerPoint is that presentations can become difficult to follow if there is too much text on the slides or if too many animations are used. Because of this, presentations usually work best when slides only show the main points and the presenter explains the details.
Microsoft Excel
Microsoft Excel is a spreadsheet program that businesses use to organise and analyse data. It allows users to store information in rows and columns and perform calculations using formulas. Excel is widely used in many organisations because it helps businesses manage data, track information and carry out calculations more easily [9].
One of the main features of Excel is the use of formulas and functions. These allow users to automatically calculate totals, averages or other values based on the data in the spreadsheet. This can save a lot of time compared to doing calculations manually. Excel also includes tools for sorting and filtering data, which helps users find specific information quickly [9].
Another useful feature of Excel is the ability to create charts and graphs. These can be used to present data visually, which makes it easier to understand patterns or trends. For example, businesses might use charts to show sales performance, budgets or financial data.
In a business environment, Excel is often used for tasks such as budgeting, tracking sales, managing stock and analysing business data. Because it can handle large amounts of information, it is a very useful tool for organisations that need to work with data regularly.
However, although Excel is very powerful, it can sometimes become difficult to manage if spreadsheets contain very large amounts of data or complex formulas. In those situations, businesses may use database software such as Microsoft Access to store and manage data more effectively.
Microsoft Access
Microsoft Access is a program that businesses can use to store and organise large amounts of information. Instead of using spreadsheets like Excel, Access uses databases made up of tables, forms and queries. This helps businesses keep their data organised and makes it easier to manage larger sets of information [10].
One of the main features of Access is the ability to create tables to store different types of data. For example, a business might create separate tables for customers, orders or products. These tables can then be linked together so related information can be connected and accessed more easily [10].
Access also includes tools such as queries, forms and reports. Queries allow users to search the database and find specific information. Forms make it easier to add or edit data, and reports can be used to present information in a clearer format.
In a business environment, Access can be used to manage things like customer details, product information or company records. Because databases can handle large amounts of data, it can be useful for organisations that need to store and organise information properly.
However, Access can sometimes be harder to use than other Microsoft Office programs like Word or Excel. It usually takes a bit more time to learn how databases work, so some businesses may need to train staff before they can use it confidently.

Practical Excel Feature Testing
Microsoft Excel includes many features that help businesses organise and analyse data. The examples below show some practical Excel tools and how they can be used when working with data.
Sum Function
[Using the SUM function in Microsoft Excel - table screenshot]
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The SUM function is used to add numbers together in a selected range of cells. In this example I created a small table showing sales values and used the SUM formula to calculate the total automatically. This helps save time and reduces the chance of errors compared to adding numbers manually. In a business environment, the SUM function could be used to calculate total sales, expenses or stock quantities.


IF Function
[Using the IF function in Microsoft Excel]
[image: ]
The IF function is used to check if a condition is true or false and then return a result. In this example I used an IF formula to check whether the sales value was 100 or more. If the value met the target the result shows “Yes”, and if it was below the target it shows “No”. This type of formula can be useful in a business because it can quickly show whether targets have been met or help sort information automatically.


VLOOKUP
[Using the VLOOKUP function in Microsoft Excel]
[image: ]
The VLOOKUP function is used to search for information in a table and return a value from another column. In this example I used VLOOKUP to look up a product name and return the price from the table. This makes it easier to find information automatically instead of searching through the spreadsheet manually. In a business environment this could be useful for quickly finding things like product prices, customer details or stock information.

Charts
[Creating a chart in Microsoft Excel]
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Charts are used in Excel to show data in a visual way. In this example I created a column chart using the sales data from the table. This makes it easier to see and compare the values rather than just looking at numbers in the spreadsheet. In a business environment charts can be useful for showing things like sales performance or other important information more clearly.


Task 4 - Communication and Collaboration Applications
Communication and collaboration software is commonly used in many businesses because it helps employees work together, share information quickly and stay connected even when they are working in different locations. These tools allow people to message each other, hold meetings and share files even when they are not in the same place. This has become more common in recent years because many organisations now allow staff to work remotely or use hybrid working [11].
One collaboration tool that many businesses use is Microsoft Teams. Microsoft Teams allows employees to send messages, create group chats and hold online meetings. It also allows users to share documents and work on files together at the same time. This can make teamwork easier because people can communicate quickly without needing to be in the same office. Many businesses use Microsoft Teams for internal communication, team meetings and discussing projects.
Zoom is another tool that is widely used for communication. It is mainly used for video meetings and online conferences. Businesses often use Zoom to speak with staff, clients or business partners when they are not able to meet in person. Zoom also allows users to share their screen, present slides and record meetings. This can be useful for presentations, training sessions or project updates.
Tools like Microsoft Teams and Zoom make it much easier for people to stay connected while working. In many workplaces today some employees might be working from home while others are in the office, so these tools help everyone stay in touch. For example, team members can send quick messages, join meetings or share documents without needing to meet face to face. This helps people keep track of what is happening and makes it easier to work together on projects.
These tools are also often used for things like training sessions, team updates or general meetings. Instead of travelling to meetings, people can just join from their computer or phone. This can save businesses time and sometimes money as well. Being able to share screens or files during meetings can also make it easier to explain ideas or show information to others.
Using tools like these can help businesses improve communication and teamwork. Employees can share ideas, ask questions and work together more easily even if they are in different locations. This helps organisations stay connected and keep work moving.
However, one problem with communication software is that it relies on having a good internet connection. If the internet is slow or unstable, meetings may freeze or disconnect, which can interrupt communication.
Overall, communication and collaboration tools are very important in modern businesses because they help teams stay connected and work together more easily.
Conclusion
In this portfolio I explained several different types of software that businesses use in their everyday operations. Many organisations rely on digital tools to help them manage information, communicate with teams and improve productivity. By looking at different examples, it becomes clear how important software is for helping businesses run more efficiently.
I started by looking at e-commerce platforms such as Shopify and Wix, which allow businesses to create online stores and sell products online. These tools make it easier for businesses to reach customers and manage their products, payments and orders in one place. I also created a mind map to show different types of software that businesses commonly use. This helped show how different tools, such as communication software, office applications and cloud storage, all support business activities in different ways.
I also explained several Microsoft Office applications including Word, PowerPoint, Excel and Access. These programs are commonly used in workplaces because they help employees create documents, present information and organise data. The practical Excel examples also showed how functions and charts can be used to work with data more easily.
Overall, the portfolio demonstrates how different software solutions support business operations and help organisations communicate, manage information and work more effectively.
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