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[bookmark: _8o8xx15302if][bookmark: _Toc216967151]Introduction
Software solutions enhance business operations by automating tasks, effectively integrating data for better decision-making, and improving communication (Okeleke et al. 2024). The initial section of this portfolio will describe two distinctive e-commerce website builders in the contemporary context. Considering the e-commerce industry in the UK, a wide range of website builders and software solutions are available. In this respect, the development of mind mapping, along with its benefits, will be evaluated. Different office applications, such as MS Word and their benefits and drawbacks will be identified in the course of the discussion. Similarly, the communication and collaboration application tools will be described along with evidence of the way these tools have been practically used. 
[bookmark: _p0nn69fomucb]

[bookmark: _t59ifrxrto2z][bookmark: _Toc216967152]Main Analysis
[bookmark: _y42uhoaojie6][bookmark: _Toc216967153]Task 1. e-Commerce Website builders/software solutions
WooCommerce 
As showcased by Rosário and Raimundo (2021), e-commerce websites allow a business to reach a wider customer base in a global context, along with enhancing operational practices. One of the significant e-commerce builders in the UK is WooCommerce, which allows for easy integration with WordPress. This particular software helps in building flexible, high-volume online stores. It offers an extensive customisation option for users through different themes and plugins. The wide range of themes plays a vital role in the context of creating a unique brand identity. This software has the feature of built-in analytics in order to track the performance of the stores (Sutopo, 2024). Similarly, the mentioned feature is effective in terms of increasing brand visibility through search results. The users’ success is prompted by this website builder through creating a scope for building a network in the operational field. 
Drawing upon the core advantages of this platform, it should be mentioned that it has free access that offers significant support for the users in terms of cost-effectiveness. Thus, the overall start-up cost for building an e-commerce business is reduced (Rauland, 2024). Along with this, WooCommerce is also considered effective in helping users obtain a competitive advantage. For instance, on this software, the users have complete ownership of the data, enhancing the aspect of freedom for making impactful business decisions. The options for customising the online store design and functionality are beneficial for building the e-commerce platform in accordance with the business needs. In this respect, it can also be stated that the scalability of the business can be improved through adequate optimisation of WooCommerce’s fundamental features. For instance, Gymshark has improved its business scale and global expansion by using this application (BusinessCloud, 2024). However, as it is an open-source, the scope for security risks should be taken as a drawback of this website builder.  
Adobe Commerce (Magento) 
Focusing on contemporary times, Adobe Commerce (Magento) is another commonly used website builder. It is a powerful and flexible application that offers different advantageous features for building e-commerce websites. This application has several tools for addressing both the B2B and B2C capabilities. For instance, the features available in the application help in addressing B2B needs, such as quoting and company accounts. Additionally, the seamless B2C storefronts can also be accomplished through this particular software application. Advanced features, including the AI-powered personalisation option, allow users to integrate personalised search, product recommendations and similar functions in the business (Winkler, 2024). Along with this, the feature of a decoupled frontend/backend the users can implement customised experiences for their targeted consumer base. Visual content creation and robust merchandising tools are also included in the features of this website builder. Moreover, the built-in SEO tools and multi-site management option are effective in terms of enhancing the acceptability of Adobe Commerce among businesses intending for e-commerce expansion. 
It imparts the benefit of operational efficiency through the diverse tools, along with creating scope for enhanced customer experience. It also plays a vital role in increasing revenue through high conversions in the context of personalisation, better SEO optimisation and unified commencing approach (Madarasz, 2020). It supports multiple regions and languages that are intrinsically associated with the enhanced scope of global expansion. However, it is comparatively complex in terms of its usage, which requires high technological knowledge and skills from the users. Despite this drawback, companies, such as Kurt Geiger, have obtained e-commerce benefits by using this website builder (Ziffity, 2025). 
[bookmark: _axf9goe7k899][bookmark: _Toc216967154]

Task 2. Mind-map of contemporary software applications
Description
Mindmap can be defined as a systematic technique that allows for the visual representation of a central idea and the concepts, keywords and aspects related to that (Buzan, 2024). This visual tool usually includes a particular topic in the centre, and along with that, several themes are reflected. Similarly, from the themes, the sub-themes are also included in the mindmap, which helps in obtaining a broader perspective related to a topic. Usage of keywords, colours and images is considered in this particular visual technique. Thus, it can be stated that the mindmap is an effective tool for organising thoughts through a systemic approach. 
Benefits
One of the key benefits of mind mapping is that it helps significantly in brainstorming and creativity. It encourages the free flow of ideas around the central theme while fostering innovation and creativity. The scope for developing different themes and sub-themes plays a vital role in increasing creative approach in the business context as well. Thus, the opportunity for better knowledge management should also be taken as an impactful benefit of this visual tool. As suggested by Guerrero (2022), an improved understanding of complex ideas can be obtained through the adequate development of mind maps. It also enhances the problem-solving aspect to a great extent. The fundamental reason behind such an aspect is that mind mapping contributes to the deconstruction of complex ideas that may cause problems in the business context. Along with the understanding of problems, it also helps in the identification of diverse business solutions through the development of themes and sub-themes. In this respect, it can also be stated that a mind-map is also effective in creating scope for better decision-making in both personal and professional contexts. 
This visual tool can prove to be profoundly effective for communication and collaboration enhancement. It provides a shared visual understanding of a topic that contributes to improved team engagement in a business context. Moreover, it should also be mentioned that productivity among individuals is also enhanced through the optimisation of mind maps. It focuses on key information sharing while eliminating the less important data or themes that lead to better productivity (Buzan, 2024). 


Mindmap of software applications used in day-to-day business operations
[image: ]
Figure 1: Mindmap on contemporary software applications
(Source: Self-created, 2025)
The above mindmap showcases that Microsoft 365 and Google Workspace are both utilised for enhancing operational productivity. For instance, Microsoft 365 is used for document development, presentation, effective team meetings and similar activities (Microsoft, 2025). On the other hand, Google Workspace is a cloud-based alternative for the identified tasks for remote teams. Applications such as Salesforce play an influential role in improving customer service practices by the organisations. Marketing automation is accomplished through another commonly used application, HubSpot. Along with that project and tasks management advantages are obtained through the optimisation applications, including Asana and Trello. For the enhancement of accounting practices, QuickBooks has been taken into consideration in recent times. Moreover, SAP is one of the most common applications utilised for enterprise resource planning (ERP) by several businesses.
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Task 3. Office Applications for creating, storing, presenting, and analysing data   
MS Word
Microsoft Word can be considered one of the most common software applications for creating, editing and formatting professional documents. It is extensively used for the development of the essential documents, such as letters, resumes and reports. Here, it should be mentioned that MS Word is a core application within the Microsoft 365/Office Suite. 
The fundamental features of this application involve text formatting and editing options, including word wrapping and table insertion. Proofreading tools, such as spelling check, grammar check, word count and thesaurus are also available in MS Word (Lambert, 2023). It is also worth mentioning that the availability of different templates for reports, letters and similar documents is another core feature. The options for referencing and mail merging are intrinsically associated with its wide range of functions. Moreover, it also has the feature of multimedia integration that allows for image insertion, charts and SmartArts. 
As reflected by Kruse and Rapp (2023), MS Word has several benefits for users in both personal and professional contexts. For instance, this application helps in creating polished documents in the context of maintaining professionalism. It increases productivity by ensuring the availability of templates and formatting tools. It also has the benefit of easy access for users, as it does not require a heavy investment to use the fundamental features. Along with that, it has been observed that the basic usage of this application is easy to learn. The MS Word is quite versatile as it can be seamlessly integrated with other Microsoft Office applications, such as MS Excel. Thus, it can be interpreted that these benefits of MS Word contribute to the enhancement of productivity, professional document creation, and consistent branding in the business context. Similarly, it is also time-saving for businesses, as the option for Macros helps in the automation of repetitive tasks in document creation. 
Considering the limitations of this software application, it should be mentioned that complexity in version control is an observable drawback. Managing multiple versions is often considered a complex task by businesses. Moreover, over-reliance on this application can lead to inadequate focus on extensive formatting rather than content quality (Scott, 2024). Microsoft Word is resource-intensive that requires an updated desktop version for proper usage. Thus, the businesses are required to use modernised hardware as older versions may restrict the adequate optimisation of this software application. 
[image: ]
Figure 2: Interface of MS Word
(Source: ComputerHope, 2025)
MS PowerPoint
MS PowerPoint is a presentation software in the Microsoft Office Suite, which enables users to create dynamic, visual slideshows using text, images, audio, and video on slides (Brown, 2023). PowerPoints are considered ideal for personal, business, and educational purposes to communicate ideas effectively, with their diverse and persistent features, such as animation, collaborative tools, and templates.
The major features of MS PowerPoint include rich slide design, with themes, templates, customisation, as well as multimedia integration such as images, charts, video, audio, SmartArt, and many more. PowerPoints are characterised by dynamic transitions and animations, and collaborative tools to develop real-time networks. Furthermore, the feature of Presenter Viewer enables a seamless delivery of the presentation. OneDrive has been incorporated across this office software for accessibility across devices (León and García-Martínez, 2021). This incorporation has enabled professional and engaging presentations with various features such as screen recording and AI Design Ideas.
The most observable benefits of MS PowerPoint are that this office software is a versatile tool to develop visually appealing presentations with the effective incorporation of text, images, and multimedia. It permits users to effectively structure information and disseminate it through the use of bullet points, visually attractive charts, and graphs, to make the complex data and information comprehensive and simpler to retain. The key strength of MS PowerPoint is to capture the attention of the audience and enhance the impact and memorability of the messages. It is also essential to note that this office software improves the confidence of the presenter by polishing the presentation through the use of diverse customisable templates and design alternatives. León and García-Martínez (2021) have opined that the current versions of MS PowerPoint support collaborative features such as Microsoft 365, enabling multiple users to work on the presentations and offering alternatives such as PDF, MP4, images, and others to develop wider accessibility and sharing. Thus, it can be summarised that these benefits ensure that PowerPoint remains an essential tool for impactful communication and storytelling. The limitations of MS PowerPoint can be identified based on the poor presentation habits of the presenter, leading to ‘death by PowerPoint’. It is caused by the presenters when they cram multiple textual information into a single slide and envision them as a teleprompter rather than just visual aids (JUST.edu.jo, 2025). This information overload is often perceived to distract and overwhelm the audience, which in turn hinders engagement and effective information retention.
[image: ]
Figure 3: Interface of MS PowerPoint
(Source: Openwa.pressbooks.pub, 2025)
MS Excel
MS Excel is a powerful spreadsheet program in the Microsoft 365 suite, which is used to organise, analyse, and store numerical statistical data within a grid of cells (CFI, 2025). This office software is inferred to feature formulas, functions, graphing tools, and pivot tables to conduct tasks such as budgeting and data analysis.
The major features of this office software are the PivotTable and Pivot Charts, which are known to summarise large data sets. These elements are known to monitor and manage complex analysis, manageable and insightful. Furthermore, the users are known to automate tasks using the VBA programming of the macros, and also perform the powerful ‘what-if’ analysis through the effective implementation of tools such as Solver and Goal Seek. Besides these, it also comprises a vast library of built-in formulas and functions for performing simple to complex mathematical, statistical, and financial calculations (Schmuller, 2021). The additional capabilities of MS Excel include the strategies of data sorting, filtering, validation, and collaborative alternatives, such as the sharing of workbooks, password protection, and other factors, which have made Excel an indispensable tool for the decision-making process across various industries.
The most observable benefit of this office software lies in its structured, user-friendly interface, which uses rows and columns to organise large data sets efficiently. The users are inferred to acquire high benefits from the accurate data and the automated calculations through the implementation of the built-in formulas and functions, saving time over the manual methods (CFI, 2025). Beyond the basic calculations, this office software also has conditional formatting and PivoTable to distinguish the ongoing trends and patterns, assisting in the comprehension of informed decision-making. The data visualisation features, such as the development of graphs and charts, represent complex information for the stakeholders. In case of limitations of this office software, the confinement of a maximum of 1048576 rows and 16384 columns per worksheet. Furthermore, every cell has a restriction of 32767 characters per cell.
[image: ]
Figure 4: Interface of MS Excel
(Source: Openwa.pressbooks.pub, 2025)
MS Access
MS Access is defined as a relational database management system (RDBMS) that permits users to develop, manage, and analyse data efficiently using a user-friendly graphical interface (TTU.edu, 2020). This office software facilitates the effective organisation of large data sets through tables, queries, forms, and reports.
The major features of MS Access emphasise the creation of tables to conduct structured data storage, queries for data retrieval and analysis, user-friendly forms for the improvement of the efficiency of data entry, and professional reports for data presentation and summary. Furthermore, it also permits its users to establish relationships between tables to maintain the integrity of the data that is being collected and to reduce redundancy, along with automation through the implementation of macros (Sequeira et al. 2022). This office software also comprises the most powerful Visual Basic for Applications (VBA) programming language. It has also been inferred to provide seamless integration with the other Office applications, namely Excel and Word. This integration simplifies the process of data import, export and reporting process. MS Access also provides a graphical interface, making it comprehensive and accessible for users without technical knowledge.
This office software is acknowledged for providing multiple benefits, such as cost-effectiveness and a user-friendly database management system for small to mid-size businesses. The intuitive graphical interface is similar to the other office applications, which makes it simpler for non-technical users. MS Access facilitates rapid development through the use of built-in templates, forms, queries, and reports, which can be customised through VBA to incorporate automation across business needs. It is inferred to be a great tool for small-scale projects.
Despite its varied benefits, this office software has multiple limitations. The significant issues include the maximum file size of 2GB, and the software fails to perform effectively with more than 10 to 20 concurrent users (Sequeira et al. 2022). Moreover, MS Access is considered to be vulnerable to data corruption across the networks.
[image: ]
Figure 5: Interface of MS Access
(Source: Microsoft, 2025)


Testing two features to provide evidence of practical use 
Mail Merge
[image: ]
Figure 6: Select document type
(Source: Self-developed)
The content that is supposed to be merged is selected, and then from the mailings ribbon, the option of Start Mail Merge is selected.
[image: ]
Figure 7: Select starting document
(Source: Self-developed)
The above step leads to the drop-down list from which the step-by-step mail merge wizard is selected, and then the option of starting a document is selected from the right panel, while the document type remains letters for the completion of the task.
[image: ]
Figure 8: Select Recipients
(Source: Self-developed)
In this step, the host will select the option to use the current document to work on the current file and choose the alternative Select Recipient to proceed with the task.
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Figure 9: Type a new List
(Source: Self-developed)
In this new stage, the host will select the option to type a new list and then click on Create.
[image: ]
Figure 10: Add new Address List
(Source: Self-developed)
A dialogue box titled New Address List pops up, where the host can effectively customise the required columns from the customise columns option. After the completion of the necessary adjustments, the data will be entered manually with the new entry and delete entry options in case of mistakes.
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Figure 11: Write your letter
(Source: Self-developed)
Upon clicking Write your letter option, a dialogue box titled Mail merge recipients appears for clarification before proceeding with further steps.
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Figure 12: Edit Address block
(Source: Self-developed)
The option of edit address block gives a dialogue box to insert address block and match the format that the host wants to use, and click OK and preview your letters to proceed with further steps. While conducting this step, the cursor must be put where the names of the recipients are needed to be inserted.
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Figure 13: Complete the merge
(Source: Self-developed)
In this final step, the option to complete the merge will be clicked, which will prepare the outcome.
VLOOKUP
[image: ]
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Figure 14: Prepare the database
(Source: Self-developed)
Before conducting the process, a database must be prepared on which the function of VLOOKUP will be implemented. A second sheet is supposed to be prepared, which will display the result of the formula.
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Figure 15: Implementation of the formula
(Source: Self-developed)
Sorting necessary data with the implementation of the formula =VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup]) will enable the scholar to effectively acquire the necessary data without any manual work. After the information of the first cell is obtained based on this formula, the rest of the formulas can be dragged and obtained effectively.

[bookmark: _l79uv1958txc][bookmark: _Toc216967156]Task 4. Communication and Collaboration applications
Contemporary communication applications used in business world
In 2025, Zoom has strengthened its place in the UK as a comprehensive AI-driven unified hub for communication. Securing a huge 55.91% global market share in video conferencing, Zoom is a critical tool for UK sectors such as finance, marketing, and education (Sqmagazine, 2025).  
Key Features offered by Zoom
The AI Companion 3.0, a crucial feature of Zoom, is a generative AI assistant. It is integrated at no excess cost in pain plans offering real-time meeting summaries, agentic retrieval, and identifying action items for searching information across Zoom and other third-party apps such as Google Drive (Zoom, 2025).  
[image: ]
Figure 16: AI Companion 3.0 of Zoom
(Source: Zoom, 2025)
Zoom is offering a wide range of meeting features to enrich the video conferencing experience while using Zoom Meetings. These support in creating and scheduling meetings, participation in meetings, hosting meetings, participant engagement features, live streaming, accessibility, and language features, and so on (Zoom, 2025).  
Zoom Phone has been a cloud VoIP phone service facilitating modern communications with offering innovative features that include AI-driven call summaries and next steps, integration with meetings and chat, and advanced call routing (Zoom, 2025).
[image: ]
Figure 17: Zoom’s Cloud VoIP Phone Service 
(Source: Zoom, 2025)
Zoom offers strong compliance and security for users in the UK through robust encryption, like default AES-256 GCM and optional E2EE, features such as Passcodes, Waiting Rooms, data residency controls, Meetings Locks, integrations, and integration with compliance systems like Theta Lake (Zoom, 2025). This favours ensuring compliance with GDPR and industry protocols through AI safety, certifications, and customisable settings.
Impact of using the Zoom Tool
The influence of Zoom is appreciated from the significant jump in its usage from 10 million in 2019 to 300 million by mid-2020 (Sqmagazine, 2025). Zoom simplified its hybrid work strategy by incorporating booking, communication, and payment into a single flow.  


Contemporary collaboration application used in business world
Use of Slack has gained immense prominence for its AI-powered work management and productivity tool, which has evolved from a messaging app to a comprehensive Digital HQ, specifically in agile start-ups, tech, and marketing (Yehoshua, 2022).  
[image: ]
Figure 18: Industries Using Slack the Most
(Source: Lee, 2025)
Key Features offered by Slack
New in 2025, the Slack AI feature is providing instantaneous channel summaries, intelligent search options for unlocking the assortment of company knowledge, and daily recaps on missed threads (Slack, 2025).
Channel-based messaging has been its key feature as conversations are organised into private or public channels depending on particular topics or projects that immensely lessen internal e-mail volume (Johnson, 2025).
The Slack connect feature facilitates secure collaboration channels with external vendors, clientele, and partners in a shared channel that eliminates fragmented e-mail chains (Slack, 2025).
Slack supports lightweight and spontaneous video or audio huddles and asynchronous video clips that cater to the increasing demand for all-hands meetings and high flexibility in work styles (Slack, 2025).  
[image: ]
Figure 19: Key Features Offered by Slack
(Source: Self-developed)
Slack analytics is a dominant feature, offering an explicit view of the team's behaviours and usage patterns in the Slack platform. It is effective for providing valuable insights into usage statistics and critical metrics, covering channels, messages, and member activities.
Impact of using the Slack Tool
In 2025, Slack holds around 18.6% market share worldwide with a high penetration of over 40% in agile and developer-heavy environments (Lee, 2025). Also, modern businesses that upgrade to paid plans reported a hike of 32% in cross-functional team visibility in the initial six months.
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Figure 20: Slack’s Impact on Team Culture
(Source: Lee, 2025)
Testing the Meeting Feature of Zoom
[image: ]
Figure 21: Home Page of Zoom Platform
(Source: Zoom, 2025)
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Figure 22: Meetings Page on Zoom Platform
(Source: Zoom, 2025)
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Figure 23: Schedule Meetings on Zoom Platform
(Source: Zoom, 2025)
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Figure 24: Join Options on Home Page
(Source: Zoom, 2025)
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Figure 25: Join from Zoom Workplace App
(Source: Zoom, 2025)
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Figure 26: Zoom Meeting Interface through the Application
(Source: Self-developed)
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Figure 27: Zoom Meeting Interface through the Application
(Source: Self-developed)


Steps for using Zoom Meeting 
The first step shows the web interface of Zoom, displaying details of user profiles, a limited-time offer promotion, and meeting information. The next step shows the Meeting tab or feature with options including upcoming, personal room, meeting agendas, and more. The subsequent step shown informs about the scheduling process of a Meeting on Zoom, requiring Topic, Time, Duration, and other related essentials. Next, the Zoom web portal dashboard shows meeting choices, a scheduled meeting on 22nd December, 2025, and a limited-time offer for an upgrade on the Slack platform. The next step is joining meetings through the Zoom App. The subsequent step reflected above requires clicking on the start button to start the meeting on Zoom. The final step shows all features of the Zoom workplace.
Testing the Huddle Feature in Slack
[image: ]
Figure 28: Get Started Page of Slack
(Source: Slack, 2025)
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Figure 29: Account Open Page on Slack
(Source: Slack, 2025)
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Figure 30: Start with Slack Pro Page
(Source: Slack, 2025)
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Figure 31: After Log-in Interface on Slack
(Source: Slack, 2025)
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Figure 32: Welcome to Channel on Slack
(Source: Slack, 2025)
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Figure 33: Huddle Feature on Slack Platform
(Source: Slack, 2025)
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Figure 34: Inviting People on Slack Platform
(Source: Slack, 2025)
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Figure 35: Starting a Huddle on Slack
(Source: Slack, 2025)
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Figure 36: Huddle Interface on Slack Platform
(Source: Slack, 2025)
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Figure 37: Slack Huddle Interface through the Application
(Source: Self-developed)
Steps for using Slack Huddle
The first step shows the get started page on Slack, followed by its account opening page and a Welcome pop-up. The next image shows the Huddle feature indicated in a red mark, followed by the invitation interface, and then a huddle can be started. The next image shows the Huddle interface on the web and further on the application format.  
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In conclusion, it is worthwhile to mention that in the e-commerce industry, software solutions play a crucial role in driving work efficiency, communication, and collaboration. In the UK market, the use of WooCommerce and Adobe Commerce or Magento has been effective in driving operational efficiency. The use of mind maps has been found useful in enriching problem-solving, betterment of knowledge management, and finding diverse business solutions. Moreover, the use of MS Suite, including MS Word, MS PowerPoint, MS Excel and MS Access has been effective in creating, storing, presenting and assessing data and information. Also, the testing process using mail merge and VLOOKUP is found useful to provide evidence of using MS Suite. In addition, Slack huddles and Zoom meetings have been effective for collaboration and communication in modern business settings.  
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