
Office 365 Basics



About Superhighwys

• We help small charities do 
more with digital

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



What we’ll cover

• What is Office 365?

• Understanding the various packages

• What you need in place

• OneDrive vs Sharepoint (vs Teams)

• Getting started with Email 

• Getting started with Files

• Security measures

• Other Office 365 Apps inc Teams



https://support.microsoft.com/en-gb/training


Which subscription?

• Microsoft 365 Business Premium vs Office 365 E3 & E1

• Start with the donated plans then look at what else you need
• Enhanced security (M365 Business Premium) vs Email archiving & Legal 

hold requirements (O365 E3)?

• Office applications to download vs buy outright via Charity Digital?

• Remember you can mix and match

10 licences

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


Registration process

• Register with Charity Digital as Microsoft use them to verify your 
non-profit eligibility

• Request the Microsoft 365 service by registering for the 
Microsoft for Non-Profit programme 
at https://nonprofit.microsoft.com/en-us/getting-started

• Verify your domain (you’ll need to log on to your domain 
control panel and make some changes)

https://www.tt-exchange.org/getting_started
https://nonprofit.microsoft.com/en-us/getting-started


Requirements for best experience

• Windows 10

• Office 2016, 2019 or M365 Apps (Subscription)

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

• Do you have contingency?



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 across your organisation

• Manage expectations and showcase benefits 

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



Data storage – folders & files

OneDrive vs SharePoint (vs Teams)

Consider:
• Ownership

• Permissions management

• Collaboration

• Access

• Privacy

• Sharing



Outlook demo

• Portal access
• Outlook settings – Focussed inbox, Conversational view, Out of 

office, and Signature
• Encryption
• Opening another mailbox

• Outlook Mail for Windows cheat sheet
• Outlook Calendar for Windows cheat sheet
• Outlook Mail on the Web cheat sheet
• Outlook Calendar on the Web cheat sheet

https://download.microsoft.com/download/E/B/B/EBB255D8-111A-4BFC-A5B0-88052DAA3B70/MS_Cheatsheet_OutlookMailforWindows.pdf
https://download.microsoft.com/download/F/1/8/F183FDC9-2863-4521-BFDB-D9B4247208F4/MS_CheatSheet_OutlookCalendarforWindows.pdf
https://download.microsoft.com/download/F/6/6/F6690D5A-D61F-4F3D-B550-CD4A5882593F/MS_Cheatsheet_OutlookMailOnline.pdf
https://download.microsoft.com/download/F/F/0/FF0FE445-A384-4A50-A59A-A2D42656EBB7/MS_CheatSheet_OutlookCalendarOnline.pdf


SharePoint demo

• Organising and navigating your folders and files

• Editing & collaborating documents

• Sharing files with others

• Version history

• SharePoint download guide

http://download.microsoft.com/download/C/3/4/C3468197-CE05-4738-A1D4-707B4738723A/SPO%20QS.pdf




GDPR & Cybersecurity

• Multi factor authentication

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

• Discovery – right to be forgotten & Data Subject Requests

• Organisational policies and procedures – passwords, 
homeworking, byod, leavers



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




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


Next steps

• Ask an Expert – book a 45 min 1:1 with Colin or Kate if you want to discuss 
Office 365 set up for your organisation. Check dates & book here.

• Office 365 - an amazing tool box of apps.
Book 17th Dec 10 - 11.30

• Introduction to Teams - a walkthrough for small charities.
Book 8th Dec 10 - 11.15

https://www.eventbrite.co.uk/o/superhighways-308927460
https://www.eventbrite.co.uk/e/office-365-an-amazing-tool-box-of-useful-apps-webinar-tickets-117533555027
https://www.eventbrite.co.uk/e/microsoft-teams-walk-through-for-small-charities-tickets-118336779493


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

