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
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What we'll cover

* What is Office 3657

» Understanding the various packages
* What you need in place

» OneDirive vs Sharepoint (vs Teams)

» Gefting started with Email

» Getting started with Files

« Security measures

» Other Office 365 Apps inc Teams
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Microsoft 365 Training *«:! -

START WITH 6 SIMPLE STEPS >

X & & $ d® P & %

Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Microsoft Teams Yammer

More Office apps —

Learn the basics Training templates Quick Starts Save time with tips
Get going quickly and easily with Microsoft 365 Learn what's possible with Word, Excel, and Get up to speed in no time with these popular Work smarter and get more out of your Office
video training. PowerPoint. guides. apps.

START NOW > DOWNLOAD NOW GET STARTED > GET TIPS >


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

Which subscription?

Microsoft 365 Business Premium  Microsoft 365 Business Premium  Office 365 E3 (Nonprofit Staff Office 365 E1 (Nonprofit Staff
(Nonprofit Staff Pricing) (Nonprofit Staff Pricing) Pricing) Pricing)
Donation
Best for businesses that need allthe ~ Best for businesses that need all the The Office suite for PC and Mac with The online versions of Office with
apps and services included in apps and services included in apps for tablets and phones, plus email, instant messaging, HD video
Business Standard plus advanced Business Standard plus advanced email, instant messaging, HD video conferencing, plus 1 TB personal file
Free 10 licences o e e
£3.80 user/month £4.00 user/month
o

« Start with the donated plans then look af what else you need

* Enhanced security (M365 Business Premium) vs Email archiving & Legal
hold requirements (0365 E3)?

» Office agpplications to download vs buy outright via Charity Digital?
* 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 Charity Digital as Microsoft use them to verify your
non-profit eligibility
* Request the Microsoft 365 service by reqistering for the

Microsoft for Non-Profit programme
at hitps://nonprofit. microsoft. com/en-us/getting-started

* Verify your domain (you'll need 1o 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)

* |s your broadband up fo 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 — planin...
* Engagement / buy in across your organisation
* Manage expectations and showcase benefifs

» Training, fraining, training! An ongoing offer + induction for new

staff
()
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Data storage — folders & files

OneDrive vs SharePoint (vs Teams)

Consider:
«  Ownership

 Collaboration
 Access
* Privacy

Sharing

Permissions management

1] Office 365

My dnmments
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h Waord, Excel, PowerPoint, other ‘j
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Business documents Business documents

&& OneDrive

for Business

Store business documents for your
own use in OneDrive for Business.

You can find and edit your documents,
or you can share them with specific
people. And you can sync them to your
computer or device,

@ SharePoint

Store business documents

for a team in a Team site. For 3—5
example, store team plans that
everyone updates, or publish
mesting agendas,

Team
site

All members of the team can find and
adit documents. And team members
can work on them from their own
computer or device,




Outlook demo

* Portal access

» Outlook seffings — Focussed inbbox, Conversational view, Out of
office, and Signature

* Encrypfion
» Opening another mailbox

» Qutlook Mail for Windows cheat sheet
* Outlook Calendar for Windows cheat sheet
» Qutlook Mail on the Web cheat sheet
» Outlook Calendar on the Welb 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 ofthers

* Version history

» SharePoint download guide



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

SharePoint

Home Admin Management

Admin

Home
Documents
Office Admin
Staff Admin
Recycle bin

Edit

Return to classic SharePoint

S Search this library

@ Open Vv &£ Share @ Copy link

Documents

® [ Name -

sl
® @ "Documentdocx

J Download i

D

Open

Preview

Share

Copy link
Manage access
Download
Delete
Automate
Rename

Pin to top
Move to

Copy to
Version history
Alert me

More

Details



GDPR & Cybersecurity

* Multi factor authentication

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

» Discovery — right to be forgotten & Data Subject Requests

» Organisafional policies and procedures — passwords,
homeworking, byod, leavers



Enterprise B Send [ Attach V‘ Encrypt \]E Discard  --- =
Mobility+Security

n - Encrypt: This message is encrypted. Recipients can't remove encryptiorl Change permissionsl Remove encryption

To
Change permissions
Cc Choose how recipients can interact with this message
Encrypt Vv
Bcc

Confidential - All Employees
. Do Not Forward
Add a subject
Encrypt

Highly Confidential - All Employees

Kate White
Superhighways Manager
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https://www.microsoft.com/en-gb/cloud-platform/information-protection




Microsoft Teams 4 Search for or type a command

v Kingston Data Hack > General - Private

ﬂ Superhighways

H _ Conversations  Files  Planner ~ Eventbrite bookings + 5 . O O
A L_'lEﬂErEll —

GOPR
il - B Board E Charts &l Schedule Filter {(0) ~~  Group by Bucket -
"'f Members
e RBK Grant To do In progress Done
E Team meetings

1 mare channel

Files n Kingston Data Hack SWAY Evaluation Book venue

General e Higos &

n mpact Aloud 2018 e Sorrel Parsons

Contact all speakers

Finalise agenda

Order lunch


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 dafes & book here,

Office 365 - an amazing fool box of apps.
Book | /ih Dec 10 - 11.30

Infroduction o Teams - a walkthrough for small charities.
Book &th 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@supernighways.org.uk

WWW.supernignways.org.uk
@SuperhighwaysUK



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

