
Office 365 apps
a powerful toolkit you 
should get to know!

http://www.superhighways.org.uk/


Superhighways – harnessing 
technology for community benefit
Providing tech support to 
the sector for 20 years

• Tech support
• Training
• Consultancy
• Datawise London
• Digital inclusion

Subscribe at https://superhighways.org.uk/e-news/

http://www.trainingatsuperhighways.eventbrite.co.uk/
https://datawise.london/
http://www.communityconnected.org.uk/
https://superhighways.org.uk/e-news/


What we’ll cover today
• Some basics
• OneDrive vs SharePoint
• Useful apps demo with Q and A

• Forms
• Planner
• Sway
• Teams

• EMS (Enterprise Mobility & Security)





https://support.office.com/en-us/office-training-center
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SharePoint vs OneDrive
Things to Consider:
• Ownership
• Permissions 

Management
• Collaboration
• Access
• Privacy
• Sharing
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https://forms.office.com/


https://forms.office.com/


Demo time 
followed by Q and A

bit.ly/TheBigOne365

https://bit.ly/TheBigOne365


• Multi question types available (including quizzes)
• No limit on number of questions
• Branching options e.g. if answer Yes, jump to Q5
• Share to collaborate with colleagues
• Click to get an email alert for each response
• Remember to copy link allowing anyone with link to 

respond
• See response summaries, or individual responses or 

download into Excel
• Further info

Office 365 Forms – a summary

https://forms.office.com/
https://forms.office.com/
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To Do – Your personal tasks list



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


Demo time 
followed by Q and A



• Use to manage projects and collaborate with your team

• Add your own Buckets (columns) e.g. To do, In progress, 

Completed or Jan, Feb, March etc

• Add tasks and allocate to colleagues & set deadlines

• Add checklists, upload files and make comments

• Colour code / categorise tasks

• View as buckets, as a calendar or filter on e.g. categories, 

tasks allocated to you, outstanding tasks 

• Planner video training

Office 365 Planner – a summary

https://support.office.com/en-us/article/microsoft-planner-video-training-4d71390f-08d8-4db0-84ea-92fb078687c7
https://products.office.com/en-us/business/task-management-software
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https://sway.com/tuEuQYgFFgSIIWw2?ref=Link
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https://sway.com/tuEuQYgFFgSIIWw2?ref=link


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


https://sway.com/tuEuQYgFFgSIIWw2?ref=link
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• Use for presentations or online publications
• Choose from a range of templates & designs
• Build your Storyline by adding blocks of differing kinds of content
• Including video & embedded content (presentations, maps etc)
• Share via a link, embed in a web page,  or present to a room
• Some examples:

• Data Hack – event round up
• Get Online Week – a week in the life
• CVA annual review

• Further info

Office 365 Sway – a summary

https://superhighways.org.uk/latest/kingston-data-hack-day/
https://superhighways.org.uk/who-we-are/our-impact/get-online-week-2018/
https://sway.office.com/YCMsS2AR4PKpCfhR?ref=Link
https://sway.office.com/YCMsS2AR4PKpCfhR?ref=Link
https://sway.com/tuEuQYgFFgSIIWw2?ref=link
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https://products.office.com/en-GB/microsoft-teams/group-chat-software


• An online collaboration space for your team
• Conversation, Wiki & Files tabs by default
• Add your own extras e.g. Planner, Forms, Weblinks
• Upload key documents and collaborate in real time (no more 

attached docs)
• Chat and @mention to alert colleagues
• Arrange meetings – links with Outlook calendar + video / audio 

calls
• Invite external partners into the space (or what about trustees?)
• Teams video training and Superhighways remote working guides

Office 365 Teams – a summary

https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7
https://superhighways.org.uk/stayhome/
https://products.office.com/en-GB/microsoft-teams/group-chat-software
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https://www.microsoft.com/en-gb/cloud-platform/information-protection


Email Received in Gmail

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


• 10 M365 licences including EMS free via Charity Digital

• Email encryption

• Multi factor authentication

• Read our blog on what’s included in EMS (e.g. device 

management) or see how you can switch your subscription

Office 365 EMS – a summary

https://superhighways.org.uk/latest/office-365-data-security-and-g/
https://superhighways.org.uk/latest/switching-to-a-donated-non-pro/
https://products.office.com/en-GB/microsoft-teams/group-chat-software
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• Something extra



Data analysis & visualisation tool

https://powerbi.microsoft.com/en-us/


https://www.streetleague.co.uk/impact


Thank you for listening!

info@superhighways.org.uk
www.superhighways.org.uk
@SuperhighwaysUK

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

