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Who, why & what…

• We help small charities do 
more with digital

• Here’s our practical advice 
on making the move to 
Office 365 as smoothly as 
possible



The road map…

• What’s the driver?

• Getting people on board

• It’s all in the prep 

• Planned migration

• Risks & mitigations

• Train & embed within organisation

• Take full advantage of features





https://products.office.com/en-gb/products


O365 - more than email & file storage!

• Sway – newsletters, presentations and reports

• Forms – online surveys, quizzes and polls

• Planner – organise work across teams

• Teams – a hub for all your team collaboration

• Power BI – business intelligence and visualisation

• EMS (Enterprise Mobility & Security) – control access to your 

data (50 free donated licences)

Power BI 

http://www.sway.com/
https://forms.office.com/
https://products.office.com/en-us/business/task-management-software
https://products.office.com/en-GB/microsoft-teams/group-chat-software
https://powerbi.microsoft.com/en-us/
https://www.microsoft.com/en-us/cloud-platform/enterprise-mobility-security


https://support.office.com/en-us/office-training-center


First things first…

• Document current set up
• Which OS – Mac or Windows?  Which versions? (current & most recent are 

compatible) 

• Which Office version?

• Is your broadband up to it?
• Upload speed as well as download speed is important

• Do you have contingency?

• Do you need a Server
• Legacy software – Sage, Access (!) etc

• Number of users, user management, roaming profiles, print management..



Which subscription?

• E1 vs E3 

• Go for ‘Larger non profits’ rather than ‘Small & midsized’ options 
as offers Enterprise suite)
• EMS / Legal hold requirements?

• Office applications to download vs buy outright via Tech Trust?

• Remember you can mix and match

https://products.office.com/en-gb/nonprofit/office-365-nonprofit-plans-and-pricing?tab=2


Registration process

• Register with Tech Trust (if you are not already)

• Obtain your O365 validation token

• Register for the Microsoft Non-Profit programme using your token

• You will be notified by email of you eligibility results

• If eligible, login to the Non-Profit Portal, and go to Microsoft365 
Admin Centre

• Add your domain, you’ll need to verify that you are the owner of 
your domain (you’ll need to log on to your domain control panel)

• Purchase your Office 365 Subscription

https://www.tt-exchange.org/getting_started
https://nonprofit.microsoft.com/register
https://nonprofit.microsoft.com/
https://admin.microsoft.com/


A phased plan of action

1. Upgrade Operating System and Office versions

2. Migrate your emails

3. Migrate your data

For each phase – plan in…

• Engagement / buy in

• Manage expectations and showcase benefits 

• Training, training, training!  An ongoing offer + induction for new 
staff



Outlook migration – 10 questions

1. Existing provider: Webmail? On-premise Exchange?  Hosted Exchange?

2. Rationalise email data if large amounts?

3. Distribution lists?

4. Forwarding / other rules?

5. Contacts? (Autocomplete won’t transfer over)

6. Resource calendars?

7. Calendar permissions?

8. Delegate access / shared generic accounts e.g. info@ mailboxes?

9. Organisational signatures or Disclaimer?

10. Are you using Outlook's archive feature – local pst files?



Outlook migration - options

Current set up will inform options available…

• IMAP or POP?  Exchange migration vs pst file export

• Outlook in web browser?  Connecting local Outlook?  OWA app 
on mobile?



Data migration – 365 Data Choices
OneDrive vs SharePoint

Things to 
Consider:

• Ownership

• Permissions 
Management

• Collaboration

• Access

• Privacy

• Sharing



Data migration – 5 questions

1. Where is current data – Server? NAS drive? Hosted Desktop? 
Local PCs(!)  Do you have access?

2. Does your current Folder structure work - take the opportunity 
to restructure, reorganise and rationalise your data. A flatter 
structure recommended. 

3. Consider the restrictions
5000 items, 400 characters, no " * : < > ? / \ |

4. Folder & file permissions

5. Local archiving may be needed if data size huge!



Data migration - options

• Set up folder structure in Office 365 (you could then replicate 
in current location?)

• Move data – either 'drag & drop' or use the Ms SharePoint 
Migration Tool or Third-party tool

• Map drives so access through Windows Explorer vs portal 
access only?

• User expectations

• Sharing files vs email attachments





Pitfalls

Case study 1

• Bad user experience – frustrations especially from part time staff

• Infrastructure limitations – we couldn’t implement Azure Active 
Directory

• Staff not confident using workarounds

• Taking on user management without fully implementing

• Risk to have a standard Windows log on – people don’t always sign 
out of their O365 accounts!



Lessons (& dealing with the reality)

Case study 2

• Hosted desktop – no access to do exchange migration, had to use 
IMAP

• Data – had to pay for it to be copied & couriered with associated 
delays and downtime too

• Created a new file structure but didn’t have time to move the data 
into it (and haven’t subsequently)

• Everything together due to funding timescales – new PCs, Win 10, 
Office 16, Office 365 migration and Salesforce!!





Successes - (O365 & Salesforce)

• Organisation and IT = culture shift

• Remote working = stable and consistent = travel time saver

• Reimagining our programmes = process invites questions, critique 

of long standing structure

• Team closer to targets, evaluations and seeing their results

• Reporting - 1st completed report without asking team to complete 

additional Word template!



Successes (O365 & scaling up)

Case study 3

• Standard peer to peer network with local NAS – email first then data

• Huge benefits of remote access to email, shared calendars & data

• A year later they scaled up to 2 extra boroughs and another office – cloud 
system allowed them to communicate and collaborate effectively

• Domain name change – much easier to co-ordinate (create new and link, 
alias etc)



GDPR & Cybersecurity

• Multi factor authentication

• Enterprise Mobility & Security - device management, encrypted 
emails, data loss prevention

• Discovery – right to be forgotten

• Policies and guidelines – passwords, homeworking, byod, 
leavers



https://www.microsoft.com/en-gb/cloud-platform/information-protection


https://sway.com/tuEuQYgFFgSIIWw2?ref=Link
https://sway.com/


https://forms.office.com/


https://forms.office.com/


https://products.office.com/en-us/business/task-management-software


https://products.office.com/en-GB/microsoft-teams/group-chat-software




Thank you for listening!

Kate White & Colin Cregan
katewhite@superhighways.org.uk

colincregan@superhighways.org.uk

www.superhighways.org.uk
@SuperhighwaysUK

mailto:katewhite@superhighways.org.uk
mailto:colincregan@superhighways.org.uk
http://www.superhighways.org.uk/
http://www.twitter.com/superhighwaysuk

