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[bookmark: _Toc212020780][bookmark: _Toc1641038329]Task 1. e-Commerce Website builders/software solutions
 1.1 1.2 Introduction
The objective of this portfolio is to show the capacity to choose, examine, and use a set of various software solutions that can contribute to greater efficiency, factual data, and communication in the modern business environment. In an economy that is fast becoming digital, incorporation of software applications has taken centre stage in ensuring competitiveness and employability. [1] emphasise that the use of innovative technologies helps organisations to surmount the barriers in the markets, whereas [2] affirm that the key to effective change lies in the availability of the technology and the utilisation of digital tools to streamline the processes. 
These principles are utilised in this portfolio using an organised system of four tasks that imitates a real workplace practise. The first one is the comparison of two popular e-commerce Web site builders, Shopify and Wix, which are actively used by small and medium-sized companies to create online shops. The second assignment introduces a digital mind map between software tools employed by the multinational companies like Microsoft, Google, and Slack that show the relationship between them. The third assignment provides a practical representation of the process of data management and automation on Microsoft Word, Excel, Power-Point, and Access, which are part of office-based work processes. The fourth activity is the assessment of Microsoft Teams and Trello as the teamwork tools that facilitate the hybrid and remote working models. The combination of these analyses can be seen as the core argument of the [3] that digital competence and adaptability are essential to sustainable professional development.
[bookmark: _Int_neRJN60Y]E-commerce has integrated into the contemporary business practise. Digital tools are becoming more and more important to small and medium enterprises (SMEs) as they seek to reach their consumers, reduce the cost of doing business, and enhance competitiveness. [4] observed that over 70 % of SMEs in developing and middle-income countries have adopted digital platforms in running business operations. Digitalisation allows automation, round the clock trading, and international market accessibility. The low-cost web business providers like Shopify and Wix have enabled small business owners to build professional online shops without knowing how to write any code or without initial start-up fees
Comparative Evaluation of Shopify and Wix
Shopify was established in the year 2006 and it is currently supporting more than 4.5 million active online stores. It is e-commerce specific and comes with capabilities of product management, integrated payment systems, analytics, and multi-channel sales tools. Basic Shopify plan is priced at £19 monthly, whereas the Advanced plan is priced at a monthly cost of 259 and allows international pricing. Another site that was launched in 2006 is Wix and that started as a general web site builder, now hosts approximately 2 million e-commerce sites via Wix Stores. Wix is cheaper than Shopping Cart since the Business Basic plan is only £15 per month and Business Elite is only £29 per month thus being more affordable to small firms and start-up companies with low budgets. Shopify also supports more than 100 payment gateways, which is about 50 with Wix. Transaction fees at Shopify are 0.5 to 2 %, and at Wix are about 2.5. Shopify shows to be more scalable with up to 10,000 transactions being made per minute with very low downtimes. Wix is rather stable but may slow down with a product catalogue of more than 500 products.                                                                                                                              
[image: ]
Usability and Accessibility Evaluation
The usability has a profound impact on the adoption of software. [5] users evaluated drag-and-drop solutions as easy to use and be able to design at more than 85 % of the platforms like Wix. Shopify ranked better in the reliability of the systems, speed of transactions, and inventory control. The both systems have challenges related to accessibility. [6] discovered that automated tests of website builders generated an average of 18 % accessibility errors, predominantly relating to the lack of labels and low colour difference. [7] discovered that partial adherence to the requirements of WCAG 2.1 standards was observed among the e-commerce tools. [8] showed that automated test tools of accessibility might decrease these problems up to 60%, which can be now used in the newest design toolkit by Shopify.
Summary and Judgement 
Shopify is more scalable, has better analytics and is more suitable in accessibility compliance which is better suited to medium-sized or growing businesses. Wix is cheaper and more flexible to small creative businesses. Both the platforms show how the digital tools promote inclusion of business and competitiveness in business activities. The adoption of e-commerce is based on a match of technology and strategic objectives as suggested by [4]
[bookmark: _Toc212020783][bookmark: _Toc407519699]Task 2. Mind-map of contemporary software applications
The mind map shows the connection between five software applications, namely, Microsoft 365, Google Workspace, Trello, Slack, and Tableau. These platforms are intertwined in three fields of business activity, such as productivity, communication, and data analysis. Microsoft 365 and Google Workspace are productivity environments that facilitate the development of documents and collaboration in real time. Trello and Slack represent examples of digital task management tools and communication tools in the workplace. Tableau is analytical software that can be used to compose and visualize data to make strategic decisions. The interrelationships among these tools reveal the integration of the digital environments that enhance organizational coordination and efficiency in performance.




[bookmark: _Toc212020785][bookmark: _Toc1981831043]b. Create a mind map of contemporary software applications
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Figure 1: mind map showing key software tools that enhance productivity, collaboration, and data analysis in modern business













[bookmark: _Toc212020786][bookmark: _Toc817211957]Task 3. Office Applications
a. Four office software solutions for business operations
[bookmark: _Toc212020787][bookmark: _Toc17739447]MS Word
Microsoft word is still a necessary element in business communication and administrative records. In the contemporary organisation, Word is very popular in the creation of client correspondence, reports and invoices that are consistent and accurate. The Mail Merge option is especially useful in the automation of repetitive communication processes like client lettering or statement of bills. Mail Merge links a prepared Word template with a structured data source, usually an excel spreadsheet, which allows automatically creating personalised documents to be sent to multiple people. To elaborate, a business that issues invoices to fifty customers on routine basis can utilise Mail Merge to respectively input names, addresses, payment, and due date. This would make sure that every letter or invoice would be different but based on the same template which would ensure that there are no errors of manual entry and the formatting remains the same. Microsoft Corporation (2025) says that the time taken to prepare documents can be up to 80% less than it is when preparing documents manually using Mail Merge. Moreover, quality control can be achieved through the possibility of previewing of single outputs prior to printing or emailing. The automation improves the accuracy of administration and efficiency of operations. It is also indicative of the general digitalization of the workplace experience wherein the more mundane administrative duties are being automated. This will allow employees to concentrate on more-value analytical or customer-oriented tasks, and this will enhance the overall productivity. The use of Mail Merge thus illustrates how digital literacy can help enhance professional competence, organisational efficiency and provide a consistent flow of client communication.
[image: ]                                                                                    
[image: ]Figure 2: Example of Mail Merge document linking a Word template to an Excel data source.


[bookmark: _Toc212020788][bookmark: _Toc2130695097]Ms PowerPoint
Microsoft PowerPoint has continued to be one of the most appropriate tools of presenting business intelligence and analytical discovery. It enables professional people to convey intricate information using visual tools like charts, diagrams, and SmartArt. PowerPoint can be used in business settings where data interpretation is part of decision-making to transform quantitative details into visual compelling narratives that facilitate knowledge acquisition and retention. Consistency, clarity, and relevance are the design principles that will make a presentation effective to be developed. Hierarchal, cyclical or process relationships can be seen in a small format using the SmartArt feature. The combination of charts created in Excel strengthens the accuracy of the data as well as provides the dynamism of the information as long as the figures are changed in the source file. The regularity of colour schemes, typefaces and layout fosters professionalism and limits distractions whereas the shortness of bullet points helps to understand. The Cognitive Load Theory believes that proper design of slides minimises extraneous load, and the audience focuses on key information. Cognitive resources when directed to understanding as opposed to decoding would be effective when visual and textual elements are harmonised. 
This principle also makes sure that such sophisticated analytical data as quarterly sales trends or the workflow processes can be conveyed effectively without making the audience overwhelmed.



Figure 4: Example of PowerPoint slide showing a SmartArt process diagram and integrated Excel chart for quarterly performance reporting.
Most importantly, PowerPoint facilitates professional communication, promotes visual narration and analytical integrity. As stressed by the Enterprise Research Centre (2024), visual literacy is a necessary element of digital work that helps professionals to transfer knowledge in a persuasive way and encourage organisational interaction in multidisciplinary teams.
[image: ]
Figure 4: Example of PowerPoint slide showing a SmartArt process diagram and integrated Excel chart for quarterly performance reporting.
[image: ]
Figure 5: Example of Access query filtering customer records by date and generating a report layout.
[bookmark: _Toc212020789][bookmark: _Toc1334934191]MS Excel
Microsoft Excel has been considered as one of the most popular tools to make financial, operational and analytical business decisions in the present business world. It allows organising, examining, and visualising data which in turn enables the decision-makers to find some trends, predict trends and make evidence-based decisions. The flexibility of Excel allows one to perform data processing in a wide range of functions including budgeting, sales forecasting, performance analysis, and strategic planning.
The VLOOKUP is also a basic tool in accessing information in big tables with precision. It enables one to find a particular value in one column and get an equivalent value in another column. For example, using the formula reports the balance in a dataset of a client to enhance efficiency in terms of financial reconciliation. This is a necessary functionality to cheque the data and eliminate the errors of manual searches. The IF Function uses conditional logic to aid the decision-making done based on data. It provides findings in regard to defined criteria, for example, , which categorises workers who are performance rewardable. This logical system allows business to model results, risk management, and develop adaptive financial systems, which adjust to dynamism of data. 
A PivotTable provides the estimation and summarisation of data on an advanced level. It enables users to add aggregated information, philtre and group it quickly. An example of this is as follows: a retail company can summarise its sales by region, product, or quarter in PivotTables, which is useful in performance reporting and strategy-reviewing. The PivotChart extension will transform these summaries into charts that can be used to improve the process of management communication and presentation. Goal Seek feature helps to perform a scenario analysis by determining the input value that will give a required output. To illustrate, it can dictate the amount of sales that will be needed in order to achieve a profit target of £50,000. This helps in strategic forecasting, a way in which decision-makers get to manipulate variables and assess financial performance in varied conditions. 
Taken together, all these Excel functions reinforce the accuracy of the forecasts and improve the data interpretation in the decision-support systems. They allow managers to act in a more proactive rather than a reactive manner. Excel data may also be combined with word on Mail Merge and imported into power point to make data-driven presentations. Such integration will provide consistency and minimise cross-suite reporting enhancement of the Microsoft Office suite and support organisational effectiveness and analytical ability.
[image: ]
[bookmark: _Toc212020790][bookmark: _Toc1342983528]MS Access
Microsoft Access has a relational type of database that any business intends to have a structured, stored and retrieved data with ease. It facilitates designing of interrelated tables that will enable organisations to handle information like customer records and inventory without any duplication and inconsistency. Through the establishment of connexions among tables, Access will guarantee that modification of a single data set is replicated in all corners of the database, enhancing data integrity and reliability of an audit. A working case is construction of a database that has two tables, namely, Customers and Orders. Customers table comprises Customer ID, Name, Address, and Email whereas Orders table comprises of Order ID, Customer ID, Order Date and Total. The referential integrity and avoidance of error due to the disconnection or duplication of data is ensured by the one-to many relationships that exist between CustomerID in the Customers table and Customer ID in the Orders table. Access queries allow specific information to be accessed. An example is the search of all the orders placed by customers within a given time frame. Using the query wizard or SQL view, a statement such as gives all the records that are relevant and enables managers to look at sales activity of a given quarter.
5.2 Microsoft Teams – Communication Platform
Microsoft teams is an integrated platform that integrates chat and video conferencing, file sharing, integration of third-party applications in a single workspace. Its basic functions are instant messaging, threaded conversations, video and audio meetings, and real time document collaboration with the help of SharePoint and one drive. Teams is also connected with other tools like Planner and Power Automate, which can be used to automate workflows and tasks. When working with remote teams and hybrid teams, these features allow real time updates,fast decision making and safe transfer of information. The practical advantages are minimal e-mail overload and the possibility to share screens or co-edit documents during live meetings that will facilitate everyday communication and strategic planning



[bookmark: _Toc212020791][bookmark: _Toc831842613]Practical Demonstration of the Two Features
[image: ]
Figure 6: Microsoft Teams session showing chat, meeting, and file-sharing interface.
[bookmark: _Toc212020792][bookmark: _Toc1465328689]Task 4. Communication and Collaboration applications
5.3 Trello – Project Collaboration Tool
Trello is a visual work project manager that is founded on the Kanban system and it arranges work with the help of boards, lists, and cards. The boards are projects and the list splits the project into project stages which include: To Do, In Progress and Complete. Tasks, deadlines, and pertinent files are allocated with the help of individual cards. Trello will support notifications, checklists, and labels, which will assist teams in tracking the progress and set priorities. The inclusion of other applications like Slack, Microsoft Teams, and Google Workspace enables information to pass across platforms with ease. [10] discovered that the teams that adopted Trello enhanced the visibility of tasks and the adherence to the deadlines by up to 40 %, whereas [11] observed the frequency and transparency of collaboration.
[image: ]
Figure 7: Trello project board illustrating lists for workflow stages and cards for task management.
5.4 Comparative Discussion
Comparing Microsoft Teams and Trello, it is possible to note complementary and conflicting features. Teams is better rounded as it allows chatting, video and file sharing in a secure and integrated system. It is available on desktop, web and mobile platforms making it flexible on communication. Trello also visualises workflow and task progression, which makes it suitable to track project progress and manage projects using the agile method. According to usability studies [12]  [11], both Teams and Trello are more favoured as tools to use in regard to making announcements to the whole team, sending quick messages, and holding meetings and Trello as a tool to use due to its simplicity when it comes to assigning tasks and following up. Both are also integrated with other applications, yet Teams is more integrated with others within the Microsoft ecosystem, whereas Trello is more platform agnostic. Their integration has the potential to enhance cohesiveness and speed of decisions and transparency of operations that support distributed workforces and multidisciplinary projects.


Using Microsoft Teams and Trello has enhanced my insights into the way in which digital collaboration systems enhance teamwork, flexibility, and decision-making. I have learned to organise streams of communication and to hold a remote meeting using Teams, and to monitor the development of the project and distribute responsibilities, which should be transparent with the help of Trello. Such experiences are consistent with the views  that the use of digital collaboration tools is currently becoming vital to the notion of employability and professional development. Familiarity with these platforms does not only increase productivity, but also flexibility in changing and flexible workplace settings, which facilitates a good sharing of knowledge and a sustained process of organisational development.



[bookmark: _Toc212020798][bookmark: _Toc1823977984]Conclusion
This portfolio has shown the necessity of the modern software solutions to help provide the modern business processes and professional growth. The critical analysis of eCommerce web builders, the analysis of productivity and collaboration platforms, and the real-life use of Microsoft Office tools lead to the understanding that nowadays the digital tools become the basis of the effective communication, data organisation, and strategic decision-making. Shopify and Wix are examples of platforms that can help simplify the process of entering online business, and Microsoft 365 and Google Workspace are examples of integrated ecosystems that can facilitate collaboration and additional analytical capabilities. Applications like Trello and Microsoft Teams also reinforce the coordination and responsiveness of the teams to operate in dynamic work environments.
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