
Office Microsoft 365 –
an introduction to the 
basics & a look at the 

apps included 



About Superhighways

✓ Tech support
✓ Training – see our current offer
✓ Consultancy
✓ Digital inclusion
✓ Datawise London
✓ Websites
✓ eNews – sign up here

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

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?

• Browser vs local apps access

• Email – some tips with Outlook 

• File storage - OneDrive Business, Sharepoint & Teams

• Files – some tips with Sharepoint

• Security measures

• Teams

• Other Office 365 Apps – Forms, Sway, To Do, Planner, Power 
BI, Bookings, Flow / Power Automate & Approvals



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


Launching your Office 365 apps 

Using the Windows Start 
Menu, or Search for 
anything box.

Right click to Pin to Start 
or click More and also 
Pin to taskbar



Accessing Office 365 via the web portal

• Log in at www.office.com with your email and password

• Choose the apps from the landing page or the App 
launched grid of 9 squares always at the top right of your 
screen

http://www.office.com/


Outlook demo

• Opening another mailbox

• Outlook settings – out of office etc

• Encryption

• 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


Outlook via web settings

• Click on the cog wheel at 
the top left to access 
Settings

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



Open another mailbox via web

• Click on your profile pic / 
initials in the top right and 
select Open another 
mailbox

• Type in the mailbox you 
need to open (this will 
depend on what you have 
access to) and click Open.  
It will open in a new Tab.



Open another mailbox via local app

• If you have 
permission to 
view and access 
another mailbox, 
it should be 
listed in the left 
hand pane 
underneath your 
main inbox

• Click on the 
name and the 
Inbox etc should 
drop down



Flagging emails for follow up

Useful as a reminder to follow 
up on an email when you 
don’t have time there and 
then…

• Right click on an email

• Select Follow up

• Choose a time frame or No 
Date

• You can then search on 
Flagged emails



Categorising emails

Categorise your emails 
against standard or custom 
themes – you can then 
search and filter for quick 
access

• Right click on an email

• Select Categorise & select a 
Category

• To add a new Category, 
select New Category



Delay delivery via Outlook app

• Open a 
New mail 
message

• Go to
Options

• Select
Delay
delivery

• Choose a
date and
time



Send later option via web

• Click the Down 
arrow next to 
Send and 
select Send 
later 

• Now choose 
the date and 
time



If you have 
EMS enabled 
on your 
account you 
can Encrypt 
emails.  

Find out 
more about 
this and 
other security 
features in 
this blog

https://www.microsoft.com/en-gb/cloud-platform/information-protection
https://superhighways.org.uk/latest/office-365-data-security-and-g/


Data storage



Your current set up

NAS Drive

Sharepoint Teams One Drive

Local laptop



Things to consider

• Ownership

• Permissions management

• Collaboration

• 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


Saving documents

Select Save As 
and navigate 
to the One 
Drive or 
Sharepoint
Folder (choose 
Sites) you need 
to save the 
document in.



AutoSave

• If AutoSave is On at the top right of 
your screen, as indicated, changes 
to your document will 
automatically be saved

• If you want to create a new version 
of a document, remember to Save 
As and give the file a new name. 
Otherwise changes will over write
the original



Navigating & managing files Sharepoint via web



Using the Delve app



Sharing docs Options will depend on Account settings



Version history via the web



Version history via the local apps

Go to File / Options / Version history



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://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

Microsoft Teams – a summary

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


Your Profile

Your 

Teams

Apps

Send your 

message

Write a 

message
Join or Create 

a team

Tabs

Command 

bar
Start a new 

chat

A chat

Teams quick reference card



The left hand menu bar



KSH Support

Fundraising
Marketing 
& Comms

Trustees HR Finance
Waverly 
House 
staff

The 
Lindens

staff

Beverly 
Close 

Staff

Christmas 
party

London 
Marathon

Team

Channels

Areas of work Sub teams Specific projects

Structuring your Team with Channels
These can be public to all or private to those you specifically invite
You can invite members external to your organisation as guests too



Start typing @ and then the 
name of the person, team, 

channel or tag to generate a 
list of suggestions

Select the person or group of 
people you want to notify

Use Posts to send messages to all people in a Team / 
Channel.  Use @mention to target all or specific people



Use Chat to communicate on a 1:1 or group basis
• Others in the Team can’t see your chats
• Access chats from meetings
• Switch to a Video / Voice call – top right



Use Conversation to comment on a document 
This will then be visible in the Posts tab



Options for people to join a meeting / call



Meetings / Calls tool bar (old & new)



Your Teams settings
Click on profile pic / initials.  You can also switch between accounts & check for updates to latest version



Further resources to help you get started…

✓ New to Teams – we'll 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



https://forms.office.com/


• 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

• 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

• Further info

Office 365 Forms – a summary

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


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


• 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 (adds thumbnail image), 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://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



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


• 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


Data analysis & visualisation tool

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


www.datawise.london/aabout/impact

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


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

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


Office 365 automation





5 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@superhighways.org.uk

www.superhighways.org.uk
@SuperhighwaysUK

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

