M365 apps:

A powerful toolkit you
should get to know!

Part of our Digital
Foundations programme

90 super
supernignways
@ harnessing technology for community benefit




What we'll cover today

 Useful apps demo with Q and A
* Forms
* Planner
* Sway
» Bookings
- WhiteBoard
- OneNote

- Highlighting a few more!
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Office 365 Training Center

START WITH 6 SIMPLE STEPS >
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Outlook OneDrive Word Exce PowerPoint CneNote SharePoint Microsoft Teams Yammer Access

Tips

Learn the basics Try it with templates Work better together Save time with tips

Get going quickly and easily with Office 365 video Learn what's possible with Word, Excel, and Share, co-author, communicate, and collaborate Work smarter and get more out of your Office
training. PowerPoint. as a team. apps.

START NOW TRY IT SEE HOW > GET TIPS >
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See great ways to work

Get inspired with cool new infographics for Word, Outlock, and PowerPoint — custom signatures,
language translation, voice dictation, collaboration, mobile options, and more.
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LEARN NOW


https://support.microsoft.com/en-us/training
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New Form
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New Quiz

Questions Responses

Office 365 apps training demo

Are you reading this as I'm chatting to you? Presentation hazard...

B Lkert ©
T File upload
Net Promoter Score®

Section


https://forms.office.com/

Responses
Send and collect responses _ b o

, _ Top tools...
Anyone with the link can respond N
https://forms.office.com/Pages/Respon
57 00:51 Active
Responses Average time to complete Status
Q= + =
E§| Open in Excel
Share as a template 1. Are you already using online forms to collect data?

More Details

+ Get a link to duplicate

® = 25
Share to collaborate ® 3

+ Get a link to view and edit



https://forms.office.com/

Demo time
followed by Q and A

bit.ly/TheBigOne365



https://bit.ly/TheBigOne365

M365 Forms — a summary

» Multi question types available (including quizzes)

* No limit on number of questions

Branching options e.qg. 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 visualisations, response summaries, or individual responses or
download into Excel for further analysis

» Set up from Teams for new responses to appear in the associated
spreadsheet live (for ongoing routine data collection)

e Further info



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

To Do — Your personal tasks list
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Planner 31 Board Charts  Schedule --- @ @ @ @ +1 Members

» (zeneral

Npgw

To do In progress Done Add new bucket

Planner

Evaluation Book venue
@ Kate White
Contact all speakers

Finalize agenda

Order lunch

Hide completed 2 PN

i@ zz/0e A

e Completed by Sorrel Parsons on 21/08

SWWAY

Aim - 1) to share back with attendees -
embedding resources & adding links out to Step
by step guides etc Focus on st section and then
just slides from other speakers

2) To share with those who didn't attend -


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

Demo time
followed by Q and A



v

sk M365 Planner — a summary

Planner

+ 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



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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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

Background

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



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

Text Card

Local organisations shared how they have started on their data journey using digital tools to analyse and visualise client and

outcomes data.

We heard from Kingston Young Carers' Project on how they overcame the challenge of limited reporting capacity within their
database, Learn English at Home on how they have transformed the way they assess client progress and Man and Boy on their use

of online questionnaires and Kobo toolbox.


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

4 2 -Supporting Kingston's carers with one to...

Heading 1 Card

—_—

& Supporting Kingston's carers with one to one training

Background

with Kingston Carers' Network

Image Card: 16.png

"How do | connect to the WiFi?"

Text Card

"I was really lucky to find this session, all my family is too busy to help me with these few
simple things and someone dropped out so | could come. It has been really useful”

Image Card: KCN1.jpg

"Why can't | see the password?"



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

Demo time
followed by Q and A



M365 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 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 annudl review

e Further info



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

M365 Bookings - two options

Creadte your own
personal booking
page to share with
others & reduce to and

fro emailing 6 Kate White

Create a Shared

iii  Bookings

Personal booking page ©®

boo ki ng page With Shared booking pages © [I Microsoft Bookings
. .
Services and booking e ’ A
across mu Iti ple StOff | ED Try Booki;;s for your team B
. Superhighways
(VIG CO Iendq r Create a shared booking page with your team.

distribute services across multiple people, have
& Share customised notifications, and much more.

integrations)

Go to book.ms



Two components

Bookings admin app — customise the Bookings page
to for your needs - define appointment types & details,
manage staff schedules & availability, set business hours,
and customise how appointments are booked including
adding extra questions to the standard booking form

Booking web page — share a direct link (including
adding to your email signature), post to Facebook or
embed in a web page and people can book appointments
for a specific service and | or with a specific person



Add info & choose options

Add a title, select
appointment duration and
set your availability

Choose whether you want to
share Publicly or Privately

Finally select Teams meeting
(as appropriate) and add a
description

New bookable time - Calendar - katewhite@superhighways.org.uk

&) Create & Feedback

=

Add a title (e.g. office hours, 1:1, mentorship)

() Slot duration 30 mins ™

a0

Mon-Fri, 08:00 - 18:00 /& Change availability

Note: People can book time with you only during the hours you specify and when you don't have a conflict.

Privacy
Public Private
]
@ Everyone will be able to see this bookable time LJ  Only people with the link will be able to see this bookable
on your booking page. time on your booking page.
v/- \\ .
Search for a room or location @ ) @ Teams meeting

Add a description. This will appear on your booking page.



Personal booking page

Kate White
Booking page

(# Share Vv

l Ly Edit banner image '

[@ Turn off your bookings page ]

Customise the banner image

Note you can also Turn your bookings page off here (this takes
all Bookings offline)



Demo time
followed by Q and A



M365 Bookings — a summary

« An online booking calendar which integrates with Outlook (& Teams), set
up directly from Outlook on the web or the Bookings app

« Saves time when arranging appointments giving flexibility for people to
book a time that works best for them

- Email (& SMS text) notifications can reduce no-shows

« Choose a Personal booking page or a Team booking page linking to
multiple calendars

» Collect additional custom data via the booking form
e Further info

» Superhighways Step by step instructions for a Personal bookings page



https://www.microsoft.com/en-gb/microsoft-365/business/scheduling-and-booking-app
https://superhighways.org.uk/files/view/digital-foundations/Bookings_app_-_creating_a_personal_booking_page_.pdf
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Cyber Security Training for the KVA Team

Room 1 - Jacky, Leeni,

Alison & Alice

ATTACK the charity

What vulnerabilities can you identify? What kind of cyber attacks could these leave the charity open to?
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Templates

¥, Recommended

My templates

22 Shared with me

O

Brainstorming
Problem solving

Design and research

R O D

Strategy

Project planning

0

Retrospective

‘Q’ Games

Show for new whiteboards

pe ISearch all templates

Recommended

Affinity diagram

Daily stand-up

Topic Brainstorm

Moodboard

Start with blank canvas

Where in the world

[ Y|

e

[ A

Cause and effect diagram



Demo time
followed by Q and A



u M365 Whiteboard summary

« An online collaborative space similar to Jamboard, Mural & Miro

- Share a link or launch directly in a Teams meeting (Share screen and
choose Whiteboard)

* Pick from a range of templates e.g. brainstorming, kanban boards,
moodboards

* Export as an image

e Further info



https://www.microsoft.com/en-gb/microsoft-365/business/scheduling-and-booking-app

=. Microsoft | Support Microsoft 365  Office  Products v  Devices v Account & billing v More v All Microsoft v

OneNote training / Intro to OneNote / What is OneNote?

What is OneNote?
D> Video

Start using OneNote
D Video

Next: Take notes

What is
OneNote?

Watch video here



https://support.microsoft.com/en-us/office/video-what-is-onenote-be6cc6cc-3ca7-4f46-8876-5000f013c563

Start using OneNote

— 4 g

Watch video here



https://support.microsoft.com/en-us/office/video-start-using-onenote-6f4d0683-9b32-4467-9d38-76424d355673

m Microsoft

Quick Start Guide

New to OneNote? Use this guide to learn the basics.

Quick Access Toolbar
Keep favorite commands
permanently visible.

Explore the ribbon
See what OneNote can do by selecting the
ribbon tabs and exploring available tools.

Discover contextual commands
Select any part of a table oran
inserted recording to reveal additional
tabs.

Instantly find everything
Search the current page or all
notebooks at once and
navigate the results with ease.

Stay organized with Feed
View a feed of your sticky notes
and CneMote pages all in one
place.

Packing kst - Cnebote £ Search (ARt}
File Home Insert Draw  History Fewiew View Help  Table
2 ﬁj e LU = fo Heading 1 [#] tatommen [+] E.___ Ft E‘l E
"“_'“l' ¥ Fommat Fainter Pl k|- i | B Htl.'lding 2 * Impartznt (C11+2) - < 1?';” ['I:: ?‘::1“3_"'\ F‘:“;“ 'h?':'c:,l'wv
s Cigbaand Bagic Tesd Sryhs LG (=i KRR
— Notebook Sections
| Mark @ Work » | Tl pnang | jesing (RS Select these tabs to switch
ST—— F between sections in the
T Packing list current notebook.
bl gl Might
acking 1 Thursdey, Mogesriber 4, 2021 638 P
Sighiseeing
Paszper] scam -
CoAtE AT %
Arrhee at airport- §
Flane depars ot MOtebook Pages
Fan lands at 20| Salact these tabs to switch Type anywhere on a page
Motebooks List Hatal between pages in the ® OneNote’s flexible canvas
Select the notebook name to ) ﬁ‘f“f‘;" current notebook section. isn't constrained in the ways
| Aakig
switch between notebooks or [roe that other apps are.
select the pin icon to keep the
Notebooks pane open. =
Resize Mote Containers
- Drag the edge to make notes
Select or move paragraphs fit the page or drag the entire
Select or drag the gripper to the left of a frame to move it elsewhere.
note to select or move it, or nght-click it for

more options.

- Control the ribbon
Select the armow to switch
between the Classic
Ribbon and the Simplified
Ribbon.
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e @ AIDE Posts Files AIDE handbook v  Aide to do list  Aide - CRM (training, ...  Aide issue log + SR 8 (R
File Home Insert Draw View HEIP Q Tell me what you want to do Cé j Editing v

IQV Hv B | u P7ZRY, ﬁv “es Ev%Ev ves %yv E‘é{v a\b/cv \[.JJ ses

I\ B AIDE handbook .
‘ Creating an Event

O ' Organisations Creating an Event Monday, September 11, 2023 12:40 PM
Contacts Managing Event Bookings
' Campaigns Course details Creatmg an Event in Aide
o _ Please note that all our Events are imported
' S TERTE Ticket types into our PowerBI dashboard so please delete

any events that do not take place or are test

' Events Event booking forms
events.

Projects Checking people in
1. Log in to Aide CRM and Click on the Events
Surveys Participant status Tab and then Click on Add Event in the top left-
hand corner of your screen.

E-mailing from Aide Private links
Features Aide will con... s - " .
' Features Aide can'ti... Events raalr
Questions to discuss ... Mon Tue wed
N 000 - 1218
Add section Add page S



Demo time
followed by Q and A



M365 OneNote

- Use via the Windows or Mobile App or directly within Teams

- Store all your notes in one place (the paper notebook alternative)
- Organise in Pages & Sections

« Add text, multimedia & annotate via ink

- Share and collaborate with others

« Search for notes via tags & keywords

e Further info

« Cheat sheet download



https://www.microsoft.com/en-gb/microsoft-365/onenote/digital-note-taking-app?ms.url=onenotecom&rtc=1
https://download.microsoft.com/download/A/7/9/A796EF52-EB3C-402B-9DDC-2AB30E56E30E/OneNote%20QS.pdf

X Data analysis & visualisation tool
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https://powerbi.microsoft.com/en-us/

Power Automadte

Enwvironments

Search templates Sorted by popularity
{nt Home

& Approvals All templates Top picks Shared with me Remote work Approval Button Visio Data collection Email

o My flows

Notify me and store the response Keep track of your Twitter Save email attachments from

when a student completes a quiz mentions on a Google Sheet Outlook.com to Dropbox
" Connectors By M ., By Micr

I &9 Templates

B8 Data v
N Monitor v

Al Builder v o a E
g C 0

&) Process advisor

o
<@

Approve a Microsoft Forms Create a task in Planner based on Save Gmail attachments to a
response to add a row to an Excel Office 365 Outlook calendar event Dropbox folder
A Solutions spreadsheet .

B

Learn


https://make.powerautomate.com/environments/Default-5bcd2573-e8c4-46c8-b940-2046c9bc1785/templates

Digital Foundations programme

There are many ways we can help small community organisations make sound choices about the digital
tools and technology they use.

e T A\

L :d *‘““E 5?"5'
(1P
‘+
i)\v
Communications made easy Digital basics Websites for communities
Raise your profile using digital Work and collaborate online Put your website at the heart of
tools to engage supporters and using free and affordable digital your charity or community
fund your future tools and technology organisation’s story
Read more » Read more » Read more »

Find out more about the Digital Foundations programme



https://superhighways.org.uk/who-we-are/partners-and-programmes/digital-foundations
https://superhighways.org.uk/who-we-are/partners-and-programmes/digital-foundations

About Superhighways

Providing tech support to small local charities in London
for over 20 years
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https://superhighways.org.uk/training-advice-and-technical/training/
http://www.datawise.london/
https://superhighways.org.uk/training-advice-and-technical/
https://superhighways.org.uk/e-news/

@@ superhighways

@ hamessing technology for community benefit

Thank you for listening

PAUL FIRBY
KATE WHITE

info@superhighways.org.uk
@SuperhighwaysUK

#DigitalFoundations


mailto:info@superhighways.org.uk
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