Office Microsoft 365 —

a refresher of the

basics & a look at a
range of apps




About Superhighways

Providing tech support o small local charities in London for 20 + years

Tech support
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https://www.eventbrite.co.uk/o/superhighways-308927460
https://superhighways.org.uk/training-advice-and-technical/data-skills
https://superhighways.org.uk/e-news/

What we'll cover

* What is Office 365?

* Email — some tips with Outlook

* File storage - OneDrive Business, Sharepoint & Teams
* Files — some fips with Sharepoint

» Security measures

* feams

» Other Office 365 Apps — Forms, Sway, To Do, Planner,
Power Bl, Bookings, Flow / Power Automate & Approvals

e



Microsoft 365 Training

START WITH 6 SIMPLE STEPS >

X e $ d® P & B

Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Microsoft Teams Yammer

More Office apps —

HUBBLE

B

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

Outlook demo

» Portal access www.office.com

» Opening another mailobox

» Outlook settings — out of office etc
* Encryption

o Qut

o0

K Mail for Windows cheat sheet

e QOuf

0]0)

K Calendar for Windows cheat sheet

» Out

o0

K Mail on the Web cheat sheet

» Out

o0

K Calendar on the Web cheat sheet



http://www.office.com/
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

Outlook settings

* Click on the cog wheel af
the top left to access
Seftings

* Either scroll through or use
the Search box e.g. ‘Out of
Office’ will find you the
Automated responses
settings

“ Settings

bearch Outlook settings

Theme

)
Office ;
% .M* .
W, IS5
" J'\.)’\ Ih

View all
Dark mode (i)

® )
Focused Inbox (O (@)
@ )

Desktop notifications (i)

— ' . .. LN

View all Outlook settings &3



Open another mailbox

« Click on your profile pic /
initials in the top right and
select Open another
Maillbox

» Type in the maillbox you
need 1o open (this will
depend on what you have |
access to) and click Open. © seeernighvays o

It will open in a new Tab. m ‘
Cancel

Open another mailbox




Flagging emails for follow up

Useful as a reminder to follow oo

n‘f;,? Quick Print

up on an email when you Q Benly

/ ; 2 Reply A
don’t have time there and
Then P (=) Mark as Read

H. Categorize

* Right click on an emailil [_Follow Up P Today

N
5 Assign Policy » [» Tomorrow

) SeleC'I' FO”OW up [£] Find Related » |7 This Week

Quick Steps v |7 Next Week
b |" Mo Date

* Choose a time frame or No B Rules

’ Mowve » |" Custom...
Date Add Rerminder.
4 Move to Clutter v/ Mark Complete

* YOU can then search on Set Quick Click

:@ Junk b Py

Flagged emails X Delet s




Dr Delia; Renata Petrivalska S 0
> Superhighways Ask an Expe...  Fri 30/04

Categorising emails oo et

1 NCC ST EDMU... +1

= 607 KB

Categorise your emails One Norbiton Gmail: Ph.. & §
against standard or custom S 1 il T or .
themes — you can then i o

search and filter for quick

ArChive v lue U4/uUs/<£U
Lucy | To: Kate Whit
ACCESS O > AD Move 7 Tue 1303 Thanks K
+ Right click on an email ) 18 ey
o Lucy | Categorise > & Consultancy
> Bo

¢ SeleCT CGTegorise & SeleCT O Hi Ka Mark as unread ® Datawise London
COTegOry e Lucy ! Flag 4 Important
Snooze > @ National Lottery Digital Supp...

:;el:)c Pin L 4 Kingston grant
 To add a new Category, |
select New Category Y grore Taning

mn Corta

Your Security options > @ Trust for London



Send Later option

 Click the Down .
arrow next to -
Send Ond r iscard ‘

select Send

|OTer Set date and time X
Now choose AT
thedateand | oo
fime




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

Data storage

I} Office 365

I [ —— = = =

|
m FER
My documents |

Business documents Business documents

&& OneDrive

for Business

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

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

_____ 9 .
-
=| | (i)
| Team documents
_____ o

m SharePoint

Store business documents

for a team in a Team site. For H-ﬂ
example, store team plans that
everyone updates, or publish
meeting agendas.

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

Team
site




Things to consider

«  Ownership

* Permissions management
» Collaboratfion

* Access

* Privacy

» Sharing

* Exit



SharePoint demo

» Navigating your folders and files

» Editing & collaborating on 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

Navigating & managing files

SharePoint

Admin ~~ Development ~/ GKV ~ Info & Comms ~/ Management s~/ Networks and Partnerships s~ Superhighways s~/

Qe , -
O Superhlghways % Following &2 Share
A®

= Home FH Editin grid view @l Open ' & Share @ Copylink < Download --- X 1selected = AllDocuments v Y O
O Notebook I Delete
Training and Resources > Collaboration <2 Pin to top
Documents
=} Rename
Vv Subsites [ Name v Modified + Add column
#% Automate >
io)  Collaboration tools for small charities.pdf 9 December, 2020
Pages 5] Move to
. i It 29 April
Site Contents @ Collaboration tools for small charities.pptx pri I8 Copy to
Edit ® @ Collaboration tools training se... 12 29 April ¢’ Properties
mS Collaboration tools training session plan.do... 8 December, 2020 = Version history
_ [ Alert me
@ Document.docx 25 April
[/ Manage my alerts
@5 Heritage Divital x 3 session bookings.xlsx 29 April

Return to classic SharePoint N Check out -



Search

People

\.4) Philippa Leary

m? Jacky Fung
Sorrel Parsons

' Philippa Leary

Alice Linell

Are my documents safe in Delve?

Kate White

Your recent documents

Documents and attachments Attachments only Documents only

& 7

o] Change cover pho

These are documents you've authored or modified, or sent to others as email attachments. Other people will only see documents that they have access to. Learn more

about why you can trust Delve

@ You
Emailed « Yesterday

@2 Word

Main Terms of

Employment - ...1).docx

STATEMENT OF MAIN TERMS OF EMPLOYM
ENT ... Part Time This Statement, together wi

Alice's contract.

g You
Emailed « Yesterday

@ Word

Superhighways SLL
Monitoring F...gital.docx

VCSEP Subject Liaison Leads Monitoring - Di
gital Name(s) Kate White MAC Region Lond

Re: VCSEP Digital Subject Liaison Le...

g You
Emailed « Yesterday

@3 Word

VCSEP LIN SLL Grant

Agreement.docx

VCSEP Local Intelligence Network (Subject Li
aison Leads) Following confirmation of exte

Re: VCSEP Digital Subject Liaison Le...

You
Modified « Yesterday

il
o '{
+datawise

/‘-,Il '\\\0

B2 PowerPoint

™

Data 4 Good Festival

Cornerstone 34 views



Sharing docs Options will depend on Account settings

Send link e X Link settings X

People with existing access can use the Who would you like this link to work for? Learn more
3

link
(&) Anyone with the link ©®

Q Sorrel Parsons X - -
() People in Kingston Voluntary ©

Action with the i
Add another % Action with the link

People with existing access v

Specific people
m Apply ‘ Cancel ‘
@ H

Copy link Outlook

Message...

Send link e X
Requesting access for these specific
people %
@ karen@bvsc.co.uk X)
Add another v

Your organization's |
you to share with the
contact your IT depa

Can edit
Make any changes

252 Can view

Message...
9 Cannot make changes

@ B

Copy link Outlook



Version history

Collaboration tools training session plan V2 8% - Saved v Save a Copy Restore Version History

Show Changes (@ )

File Name
.docx . . .
Bexley & Heritage Digital) > April 29, 9:04 AM
, I
Location ration with your team, stakeholders, or audiences. Current Version
B Kate White, B Sorrel Parsons
_ _ es online, how can we continue to effectively collaborate both
C EI Superhighways > Collaboration ? ; (‘ 1zz of a face to face meeting, post it note exercise or water
It 5 tc > April 27, 11:24 PM
V' save status id ¢ editing, chat and conversation, data collection and interactive B Kate White
ir et iteractive time throughout the session so you get a chance to
o Saved -ganisation and gain the confidence to implem entin your own
T D eal > April 25, 7:26 PM
'l Versi Hist ns
srelon Hison W Kate White
t for
work.

> April 21, 11:24 AM

3k/edit?usp=sharing
M Kate White, B Sorrel Parsons

nDp31l/edit?usp=sharing > Aprll 21: 11:19 AM

M Sorrel Parsons




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



Bring your team together

Create an open, collaborative
workspace for your team. Use
channels to organize conversations by
topic, area, or anything else.

Chat 1:1 and with groups

Outside of open team conversations,
chat privately and share files and notes
with anyone in your organization.


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

Make video calls and schedule
online meetings

Have impromptu or scheduled
meetings in any channel. Or just call
someonel

Team files, notes, and apps in one
place

Your team's tools are organized and
iIntegrated in Microsoft Teams with
the power of Office 365.



Teams quick reference card

Apps

Teams

{5

Start a new

Your chat
Teams

Teams

Your teams

Cornerstone

Superhighways

General

10 hidden channels

Sm KVA Staff

BYl Superhighways Members

¢« Reply |
Start a new conversation. Type @ to mention someone.
88" Join or create a team ¢ 0 B i B Q .. I
[ ]

General Posts Files OneNote Superhighways Calendar Office clear out day ®© Team

Command
bar

Tabs Your Profile

fa

Philippa Leary 07:07

Just been testing az screen recorder app on my phone. Thinking it could be useful to share a quick how to for tech
support in how to make a team call with peeps we are working with? £X and you can sent an attachment too with a
step by step. KateKate White Alice Linell Colin Cregan Nine Htet Sorrel Parsons

¢« Reply

Alice Linell 08:41
Brilliant, thanks Philippa, I'll check it out. | wasn't sure, was there meant to be sound on your recording?

Today Ve 0 E€

Philippa Leary 09:09
No just testing how the app records. It records everything - so you would chat your way through what your
are doing, why and which buttons to press etc.

Join or Create
a feam

Write a

message Send your

message

] IMG_2903.PG how to make a team call.mp4 — A Chat

e



The left hand menu bar

Microsoft Teams Apps

[eams

Calendar

N

Calls

The activity app is your single inbox for all activity across Teams — when someone posts something in a team
or sends you a message the Activity icon will alert you.

Chat & share files one-to-one or in a group outside of a Team.

Chat & share files with your team. The indicates that you or one of your teams has been mentioned in a
post

Schedule meetings with your team and have it synch with your Outlook calendar

Call people both internally & externally




Structuring your Team with Channels

Team

Channels -
Fundraising 2{' %rgithr?s HOHEES HR Finance

Areas of work Sub teams Specific projects@)é

Waverly The Beverly

- Lindens Close Christmas London

Qar Marathon
staff staff Staff party




Alignh Work Groups and Manage Projects

Microsoft Teams

Conversations, files and
tools in a shared workspace

Teams 7 [ FY Event Planning > Promotion Planning -

Threaded conversations
and announcements

B i s S P o
o o e Integrated meeting notes
0 ) Wit Aot and recordings

B -

0 | e e - Owners, members, guests

b ~ B and moderators

[ Final week of prep

- Finishing Touches . « ag epe .

o Public visibility plus private

s ———— channels




@mention - to flag a person or team when posting

“

Chat
(3R]

Teams

Calendar

Teams e Covid-19 Posts Files Wiki —+ @® Team
Your teams
Cornerstone
Let's get the co
0 Superhighways Try @mentioning people you want to collabora Select the DErson or group of
people you want to notify
B KA staff . -
General
i Planner  OneNote
Covid-19
Start typing @ and then the ﬁ . Vet _
name of the person, team, e Suggestions :]nr;:zzztsjit Alison Ewart There's
channel or fag to generafe a ca KVA Admin
list of suggestions admin@kva.org.uk
15 hidden channels @ KVA Staff e data protection during this
Team the pandemic continues. The IC...
1T Testing Team organisation ,
= KVA Twitter Feed
Channel
O KVA Infrastructure
5 people have this tag
28" Join or create a team 3 Ar @ © B & Q B @



Options for people to join a meeting / call

Microsoft Teams

Stay better connected with the Teams desktop app

Download the Windows app Use the web app instead «

Already have the Teams app? Launch it now



Meetings [ Calls tool bar (old & new)

£o3 Device settings
{23 Hide device settings :

[ Meeting notes
[E Show meeting notes

(i) Meeting details

O Enter full-screen

EH Gallery
%% Show background effects

Turn on live captions (preview, English US only)

- i Keypad

Waiting for ot
(O Start recording

o= End meeting

(A4 Turn off Incoming video
& ? 752 Apply background effects

@ Start recording

Dial pad




Switch on the Lobby feature in Teams Admin

%

1
4 Search for or type a command Kingston Voluntary Ac... v~ | ‘ 4

D i IR

yogarani
is waiting in the lobby

8" View Lobby  Admit

gy -
- >
SRL
LR LS
15:01

N | R
® 3 a 20/04/2020




Teams settings

Click on profile pic / initials. You can also witch between accounts & check for updates to latest version

N Chat v = G @ Sorrel Parsons chat Files 2more v Kate White
g katewhite@superhighways.org....
—— - Available ~+  Set status message
9 Recent
Chat
9 Sorrel Parsons 1324 Tuesday 18:13 & Accounts & orgs
() You: Has the Local Insight passwo... Looks OK on Padlet maps - you have to choose a different base map as
o . ) + Add personal account
Teams ‘ Don't think you can change colours of pins etc https://padlet.com/katey
Engagement Collaborativ... 10:54 .
p— Sara Kelly: Thank you London Stories
E N Made with panache [ saved
Calendar ’ Philippa Leary 09:50 _
: | am going to have join by my iPa... €§3 Settings
‘ adlet.com
Calls {@ Colin and Nine 09:22 : p P
" You: Sorry can't talk now - back t... Zoom —  (100%) —+ O
Y
. sk Sanja Djeric Kane 05/05 Yesterday
Az Thanks Kate. Can | have the contr... Keyboard shortcuts
9 Sorrel Parsons Yesterday 15:47
s 9 Sanja and Sorrel 05/05 It's me looking for the surveymonkey code About >
Sanja: Agreed. Thanks.
Check for updates
AN Jacky Fung 05/05 Today
wn@® ithink your access should be ok ... Download the mobile app
" Nine Hiet 05/05 13:24
ine Hte . , .
@; Thanks, Kate. Yes, | did call back. He?s .the Local Insight password been changed? | can't log in with my e.r Sign out
original (maybe | changed and forgot?) Don't want to reset password if
, Alice Linell 05/05 up separate ones for you and Alice? o
Hi, | popped the Data Ess data int...
asi B Datawise London chit-chat 05/05

SHES 9 Sorrel: Didn't think so - you know... Type a new message



Microsoft Teams — a summary

* An online collaboration space for your team
» Conversation, Wiki & Files tabs by default
- Add your own exiras e.g. Planner, Forms, Weblinks

* Upload key documents and collaborate in real time (no more
aftached 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?)

g

==
£

° @)


https://support.office.com/en-us/article/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7
https://products.office.com/en-GB/microsoft-teams/group-chat-software

- _______________________________________________________________________________________
Further resources to help you get started...

New to Teams — well show you around - Superhighways
blog post with screen shots

Getting started with Teams — chats, calls and
meetings - Superhighways blog post with screen shots

Microsoft Teams Quick Start Guide = MS resource

Microsoft Teams YouTube channel - Good range of
videos as reminders or to share with others

Microsoft Teams Video Training - as above

instructor Led Live Training - from Microsoft - book a
date and join



https://superhighways.org.uk/latest/new-to-teams-we-ll-show-you/
https://superhighways.org.uk/latest/getting-started-with-teams-c/
http://download.microsoft.com/download/D/9/F/D9FE8B9E-22F5-47BF-A1AB-09539C41FCD0/Teams%20QS.pdf
https://www.youtube.com/watch?v=jugBQqE_2sM&list=PLXPr7gfUMmKxiPKpMocZRkA-AUDI9N1RB
https://support.microsoft.com/en-gb/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7?ui=en-us&rs=en-gb&ad=gb
https://docs.microsoft.com/en-us/microsoftteams/instructor-led-training-teams-landing-page#pivot=home&panel=home-all

M365:
all the

apps

¢ =" a8 W

Bookings

Simplify how you schedule and manage ap...

Excel

Discover and connect to data, model and a...

Lists

Allows users to create, share, and track dat...

OneNote

Capture and organise your notes across all ...

Planner

Create plans, organise and assign tasks, sha...

Power BI

Create actionable, dynamic, and engaging ...

SharePoint

Share and manage content, knowledge, an...

Teams

The customisable, chat-based team worksp...

Word

Bring out your best writing.

@ K

& L V @& & @

Calendar
Schedule and share meeting and event tim...

Forms
Create surveys, quizzes, and polls and easil...

MyAnalytics

Create better work habits with insights into...

Outlook

Business-class email through a rich and fa...

Power Apps
Build mobile and web apps with the data y...

PowerPoint
Design professional presentations.

Stream

Share videos of classes, meetings, presenta...

®

To Do

Keep track of your tasks in one place with
intelligence that helps you collect, prioritise,
and get more done together.

Yammer
Connect with co-workers and classmates, s...

P Y 3 P g

nﬁ

Delve
Get personal insights and relevant informat...

Kaizala
A simple and secure mobile chat app for w...

OneDrive
Store, access, and share your files in one pl...

People

Organise your contact info for all your frien...

Power Automate
Create workflows between your apps, files, ...

Project
Develop project plans, assign tasks, track pr...

Sway

Create and share interactive reports, presen...

Whiteboard

Ideate and collaborate on a freeform canva...



Send and collect responses

Anyone with the link can respond N

https://forms.office.com/Pages/Respon
@ gn > =

Share as a template

+ Get a link to duplicate

Share to collaborate

+ Get a link to view and edit

Top tools...

57 00:51 Active

Responses Average time to complete Status

1. Are you already using online forms to collect data?

Maore Details

@® - 25
® o 32



https://forms.office.com/

a summary

* Multi question types available (including quizzes)

* No limit on number of questions

* Branching options e.q. if answer Yes, jump to Q5

 Share o collaborate with colleagues

» Set 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


https://forms.office.com/
https://forms.office.com/

P Details E emphasize A Accent <@ Link &) Focus Points

Kingston Data Hack
@

4

1 - Exploring small charity data in the Roya...

Heading 1 Card

~d Exploring small charity data in the Royal Borough of
Kingston upon Thames

Text Card

The word data has the power to terrify and excite. For some it's simply the boring stuff that only the geeky understand. For others
it uncovers hidden patterns, correlations and insights that can change the world.

Data is something that every small charity and community group has, such as information about the numbers of people attending
activities or personal information from clients.

Image Card: Kingston Data Hack smiling.jpg

Caption

d®


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

s Y Office 365 Sway — a summary

 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 eic)

 Share via a link (adds thumbnail image), embed in a web page,
or present to ad room

* Some examples:


https://sway.office.com/tuEuQYgFFgSIIWw2
https://sway.office.com/VxuaYyykz448QKhH
https://sway.office.com/YCMsS2AR4PKpCfhR?ref=Link
https://sway.office.com/YCMsS2AR4PKpCfhR?ref=Link
https://sway.com/tuEuQYgFFgSIIWw2?ref=link

To do

= e Finish off before | go on leave! - R, Share Tl Sort
- My Day Q vcsuitonemaitredatabase e
Y Important
g Q ARccodssaote w
Planned 10
M Flagged Email 4 ° Ereative-Youth—Hsecdfiy auditreport w
{y Tasks 12 o
Anndal-Repertnotesforjoanne A
i= September to do 6 © cetbackiok Cottect %
§= Finish off before | go on leave!
- ©  Getbacktotambethtarder *
¢i= Things to do before hong kong 3
T New list Q GetbacktoUrbanbandelion w
° Getbackto-tasttonrden-Communtty-group A
’ -
Get the app. ¢ == W T Adda task

oY



O

Planner

A Tasks
Aims
+ Add task

(O Objectives / activities

The overall objective is to influence central
and national thinking through the three
areas of work. All this should be able to
provide us with solid outputs that we
(NAVCA/VCSEP/Partners) can use to

© 0/3

O Mapping
Increase intelligence around what is
happening at a local level in Digital
Exclusion/Inclusion.
This could cover mapping gaps, desktop
research pieces, what training is out

(O Collecting

We want to share information, expertise,

| I I [

May

+ Add task

Networking

O Attend GLA Engagement

Collaborative Digital Inclusion Sprint

] 06/05

@ Kate White

Mapping

(O Contact all CVSs and capture
initiatives / good practice in each
borough

€3I

Metworkina

Group by Bucket v Filter ~ List Board

June

+ Add task

Mapping  Collecting

(O Convene an event for London CVSs to
share issues and best practice

Collecting ~ Networking

O Attend Digital Inclusion in London
Network

Networking

(O Create satellite website to present
findings

' Philippa Leary

{

C


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

Office 365 Planner — a summary

» 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


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

Data analysis & visualisation too

ode, Borough, Organisation and Organisation

Y

Count of Borough by Borough
20 all ()

® London ~
5
> @ +]
o —
10 @ 3
5
nslow e
5 Rich®ond @ ) ® & ud
- - C
IIIII e :
0 = o S S8 B o ER Twickenham ®
e Ve T A T T : : 2 3
gQQ:EEQD:%Eg:’_—;:_;;T [ ..
3 rltig i io38885833 2=l
= 5@5'@02“5 EE‘EQU\U\EE ° o - Sideup
5 S £ = 2
2 = = VU ¥x¥ 83 Kingston —
REATER ' @
@ hames Mitcham NG Beckenham gromley
g L] e ©
: x “rhornton e ©
Count of Organisation by Turn over Surlé®:on Heath
(4]
e ® E) Orplngton
sher ® h Croydon
£500K- 1M turnover — ‘ Syl SRarhalton
£100K-£500K turno... South Chelsield
£1M+ turnover — Croydon
@
o Puriey
Epsom

Esrl UK Egri, HERE Garmin, METUNASA, USGS | Esri UK Esd, HERE. Gar- ;a (h

Under £100... —

Under 100k turnover


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

www.datawise.london/adbout/impact

Discover which organisations started their data journey with us by attending our Data Essentials session

Primary Organisation Type*
E1%

Frontlime

nifrastructurs

116

Organisations attending

Fumder

Income®

Band 2- £90,001 - £100,000 Band 3: £100,001 -

£250,000

Band 1: £0- £10,000

£500,000

Band 4: £250,001 -

Geographical Coverage*

Qowiaton
Abbey Community Association
Lid.

Artive Horizons
AdvicedRenters

AFYAH ORGANISATION

Aim High Dance Academy
Amity Youth Development
Autism Forward Cio

Badu Commmunity CIC
Bank=ide Open Spaces Trust
Bexley Voluntary Service
Council

Bromley Third Sector
Enterprise

Business Conduits

Business Launchpad

Calthorpe London Infinity Elite

Camden Giving

CAPE

Carers Network Westminster
- Camival Village Trust
: Citizens Advice Haringey
Citizens Advice Lewisham
Citizens Advice Richmond
Clear Community Web
Coalition for Efficiency
Communitv Action Sutton

.
[FY]
o

Band 5 £500.,001 - £1m



http://www.datawise.london/aabout/impact

Mo

> September 2020

Tu We Th

Superhighways

Digi surgery 1:1
1 hour 15 minutes
Free

25 September

Select staff (optional)

Fr Sa Su Anyone

4 5 6

11 12 13 10:00 11:00
18 19 20 13:00 14:00

12:00

15:00


https://outlook.office365.com/owa/calendar/Superhighways1@superhighways.org.uk/bookings/
https://www.microsoft.com/en-gb/microsoft-365/business/scheduling-and-booking-app

Approvals — via chat or a work flow

Find out more here

Approvals —|— New approval request

= Y Filter  Kingston Voluntary Action (default)

Received 30+ Received

sent 0 Request title Status Created Requested by Sent to
Please approve 'IN233713531" Approved 30/04/2021 16:26:41 o Jacky Fung @ o
Please approve 'Receipt-2334-3585' Approved 20/04/2021 10:30:16 o Jacky Fung o @
Please approve 'vcUOEMIPLZZOpC7Y'  Approved 20/04/2021 10:19:42 O -y Fung 30
Please approve 'ivexjKrcy7aTcgvWP' Requested 20/04/2021 09:47:00 o Jacky Fung @ o
Please approve 'OneBoxOut Itd 01 Apr2  Approved 08/04/2021 09:12:06 o Jacky Fung o @

Please approve 'Journal' Cancelled 29/03/2021 16:51:24 o Jacky Fung o @


https://support.microsoft.com/en-us/office/what-is-approvals-a9a01c95-e0bf-4d20-9ada-f7be3fc283d3

Office 365 automation

Power Automate

Create workflows between your apps, files,
and data to automate time-consuming tasks.

Three ways to make a flow

Start from blank @

, O, @, >

+

Scheduled flow Business process flow

Automated flow Instant flow You choose when and how often it Guides users through a multistep

Triggered by a designated event. Triggered manually as needed. runs. process.




Build an automated flow

Free yourself from repetitive work just by connecting the apps
you already use—automate alerts, reports, and other tasks.

Examples:
e Automatically collect and store data in business solutions
e Generate reports via custom queries on your SQL database

Choose your flow's trigger * ()

‘ £ Search all triggers

When a new response is submitted
Microsoft Forms

When an item is created
SharePoint

When an item is created or modified
SharePoint

When a file is created in a folder
SharePoint

When a file is created
OneDrive for Business

) When a task is assigned to me
) Planner

:ggen a feed item is published



S5 Top Tips for making best use of
accessibility options of Office 365

Superhighways blog post


https://superhighways.org.uk/latest/office-365-accessibility-fea/

Thank you for listening!

Kate White
katewhite@supernighways.org.uk

WWW.supernignways.org.uk
@SuperhighwaysUK



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

