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What we’ll cover

Demystifying file storage in M365
- What are the options?
« Our suggestions — what to use for what

Running through the basics of working with files (+ some useful tips)
+ Navigating and finding files
 Creating, saving & moving files
 Sharing & collaborating on files
* Version history

Q&A

Demos + Recording & Slides for reference
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Data challenges Bingo!

| never know where to find
anything!
]

We always run into issues
when we try and edit a
document together  ,

Trustees say they can't
access documents shared
with them 7

We keep getting
messages that we are
running out of storage

space

I'm confused by all the
different licences and
) subscriptions

One of our laptops ‘died’
and we lost a bunch of
files that were saved
locally

I'm worried I'm not
accessing the latest
version of a file

A previous CEO left the
organisation and we can't
3 find key files

We realised that people in
our organisation



Which subscription?

Find the right Microsoft 365 enterprise plan
for your organization

Microsoft 365  Office 365  Frontline = Government | Nonprofit

Power your nonprofit with Microsoft 365 grants
and discounts

Microsoft Tech for Social Impact is dedicated to providing affordable and accessihle technology
and tools to help nonprofits of all sizes achieve their missions. That's why we offer grants and
discounts for our products and services to eligible! nonprofits around the world.

e See Microsoft’s productivity options for nonprofits landing page



https://www.microsoft.com/en-gb/microsoft-365/nonprofit

Microsoft 365 Licenses

Microsoft 365 Business Basic

= Free for up to 300 users (not volunteers)
= |ncludes web and mobile versions of Microsoft

365 apps

= 1 TB of cloud file storage per user




Microsoft 365 - Licenses

Microsoft 365 Business Standard

= Costs £2.50 per user per month

= Everything in Business Basic

= Plus desktop versions of Microsoft 365 apps
= Webinar hosting in Teams

= Customer appointment management
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Microsoft 365 - Licenses

Microsoft 365 Business Premium

Free for up to 10 users (not volunteers)

Costs £4.50 per user per month for additional users

(discounted price)
Everything in Business Standard
Plus advanced security features, cyberthreat

protection, and advanced device management
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How to register with Charity Digital

* Provide some basic information

about your charity . CHARlTY

= Verify your charity status by “anm DlGITAL
uploading a copy of your
registration document Charity Digital - Home

= Once registered, you can browse
the catalogue of software
products and apply for the ones
that suit your needs

fe)e
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https://charitydigital.org.uk/

Data storage

1] Office 365

My 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.

) &
-

| [ ]

| Team documents
J

Business documents Business documents

@ SharePoint

Store business documents
for a team in a Teom site. For ﬁn
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
* Access

* Privacy

* Sharing

* Collaboration

* Exit



As a rule of thumb

* Create and store all organisational docs in Sharepoint or Teams
* These are then available to everyone (with permissions)
* Only create and store ‘in progress’ or personal files in your One Drive

* These are by default private to you so not accessible to others — you have
to share at an individual File level

* |f you leave the organisation — OneDrive files are deleted with your account
(although a warning is given and you can assign access to someone else)

* Don’t save files locally to your laptop (if your laptop fails or is lost or stolen
—your files are lost)

P
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A likely scenario

Sharepoint

One Drive

Personal files

Organisationalfiles I

Laptop




Microsoft 365 Training *«:! |

START WITH 6 SIMPLE STEPS >

R e & $ 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

Accessing M365 via the web portal

Office —>

* Loginat www.office.comwith
your email and password

Microsoft 365

ﬁ Outlook . OneDrive

| * Choose the apps from the landing
@ roverpoine [ onenore page or the App launched grid of 9

B sharcroint ; squares always at the top right of
your screen



http://www.office.com/

Launching local M365 apps

o Using the Windows Start
= Pin to Start Menu, or Search for
More SR anything box.
il Uninstall Run as administrator
Collapse ~ — Right click to Pin to Start or
i click More and also Pin to
taskbar

P B PowerPoi

W Word

BEE New Email Message
9 Remove from this list

#
@ 3D Viewe [ New Appointment

Clear list

‘ 4K Video [E New Meeting —

- 7 7ip EE New Contact

New Task
A
:’ Access Code Writer

N

J< Acrobat Reader DC

L Adahe Acrohat DC

£ Search for anything 1 | g




SharePoint demo

* Navigating your folders and files

* Opening, editing & collaborating on documents
 Sharing files with others

* Version history

 SharePoint download guide

e SharePoint videos



http://download.microsoft.com/download/C/3/4/C3468197-CE05-4738-A1D4-707B4738723A/SPO%20QS.pdf
https://support.microsoft.com/en-gb/office/create-upload-and-share-files-in-a-document-library-98cb2ff2-c27e-42ea-b055-c2d895f8a5de

.
Navigating & managing files SharePoint via web

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

& % Following & Share
AW®

Superhighways

@
S . —
Home FH Editin grid view @l Open “ |2 Share @ Copylink  Download --- X 1selected = AllDocuments v Y O
O Notebook I Delete
Training and Resources > Collaboration <= Pin to top
Documents
=] Rename
Vv Subsites (7 Name v Modified + Add column
#2 Automate >
lal  Collaboration tools for small charities pdf 9 December, 2020
Pages 51 Move to
Site Contents @ Collaboration tools for small charities.pptx 29 April D) Copyto
Edit ® @ Collaboration tools training se... 12  ° 29 April ¢ Properties
@S Collaboration tools training session plan.do... 8 December, 2020 = Version history
_ [ Alert me
@5 Document.docx 25 April
[ Manage my alerts
@7 Heritage Divital x 3 session bookings.xlsx 29 April

Return to classic SharePoint \J Check out -



AutoSave

* |If AutoSave is On at the top right of AutoSave [
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 overwrite the original



Saving documents

Select Save As ©
and navigate to o Home

the One Drive or  Jig® D recen O |
Sharepoint B Oren e e L\;’v’—d[[?t—mt (oo - B
Folder (choose

Sites) you need Sites - Kingston Vohuntary Action
to save the seh——

Save As

. OneDrive - Kingston Voluntary...
katewhite@superhighways.org.uk

Info

Name T Date modified

Centre 70 Ltd

d m t H D Shwys Admin 10/09/2020 09:41
OC u e n I n . iaDVFe b elelers ‘ OneDrive - Centre 70 Ltd
kwhite@centre70.org.uk
[ ] Staff Training 04/06/2020 16:15
Print Other locations
Share E@ This PC D Technical Support Wiki 03/10/2017 10:40
Export @
Add a Place | | Training and Resources 20/04/2021 12:22
Transform
Z 7 Browse
Close EI Volunteering 09/09/2020 13:19
More... |=‘_—| Wiki 02/10/2017 17:29




Sharing docs

Send link

People with existing access can use the
link

e Sorrel Parsons X

hdd another

Message...

| send
> &

Copy link Outlook

%

Link settings X

Who would you like this link to work for? Learn more

(&) Anyone with the link ®

\B2) People in Kingston Voluntary ®

Action with the link

People with existing access v

Specific people
Apply ‘ Cancel ‘

Options will depend on Account settings

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

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

Can edit
Make any changes

b/\? Can view

Message...
g Cannot make changes

@ B

Copy link Outlook



Version history via the web

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

e Hor v Show Changes (@ )
= File Name
v v
Iﬁl docx . . .
Bexley & Heritage Digital) > April 29, 9:04 AM
, .
Location ration with your team, stakeholders, or audiences. Current Version
B Kate White, B Sorrel Parsons
) ) esonline, how can we continue to effectively collaborate both
( EI Superhighways > Collaboration ? ; (‘ 1zz of a face to face meeting, post it note exercise or water
1 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
C Saved -ganisation and gain the confidence to implem ent in your own
| eal > April 25, 7:26 PM
Wi ® Version History ns .
B Kate White
ti for
work.

> April 21, 11:24 AM
M Kate White, B Sorrel Parsons

Ik /editPusp=sharing

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

M Sorrel Parsons



Version history via the local apps

Go to File / Options / Version history

Test - Saved ~

AutoSave ['I-_g" Z) o

Kate White KW

File Home Insert References Review Acrobat

i

Design Layout Mailings View Help

I

o - _ LFind ~
Calibri (Body) v/ 11~ A A" Aav Ao | =~ = B &£ 2l 1 AaBbCcDc AaBbCcDe AaBbh(Ce b
@ v Gt Replace

Paste 2 TNormal | TNo S Heading 1 |2

. @, B I U-.a X, X A~ 7 ﬁv orma o Spac... eading ¥ bSelectV
Clipboard T3 Font ] Styles ] Editing
L |-2-|-1-|-g-|-1-|-2-|-3-|-4-|-5-|-5-|-?-|-8-|-9-|-1D-|-11-|-12-|-13-|-14-|-15-|-Q-|-1?-|-18-

This is a test document to show Version history,

1% Share  J Comments
G A | &
Create and Share Request Dictate
Adobe PDF  Signatures v
Adobe Acrobat Voice Sensitivity ~
Version History v X%

Today, 17 May 2021
/ Modified by: Kate White 08:50

Modified by: Kate White

Open version

08:34



Sharepoint Sync

* Using File Explorer Eo navigate files
* Files on demand (minimising local device storage space)
* Working on files offline

 \WWatch the How to video



https://support.microsoft.com/en-gb/office/sync-sharepoint-files-and-folders-87a96948-4dd7-43e4-aca1-53f3e18bea9b

Collaborating / sharing externally

* Share files individually from OneDrive (e.g. you are prompted to share via
One Drive when attaching a file to an email)

 Switch on file sharing from SharePoint / Teams (if not already) and share
with specific people or enable the Share link with anyone option (if
appropriate)

* Choose appropriate options for your share e.g. View, Edit, Download (you
can also add further authentication e.g. sending passcode)

* Set up a Communications site (e.g. volunteer ‘intranet’ example)
* Switch on ability to invite external Guests into Teams



What is Teams?!

-— - 2 =

Bring your team together Chat 1:1 and with groups
Create an open, collaborative Outside of open team conversations,
workspace for your team. Use chat privately and share files and notes

channels to organize conversations by with anyone in your organization.

topic, area, or anything else.



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.



Files in Teams

* Create folders and upload or create files in public or private channels

* Navigate via Channels and the Files tab or click on Files on the left hand
vertical menu

* Share with everyone, specific people or via link (same as SharePoint)

* |nvite Guests into your Team to access and collaborate (they’ll need to set
up a 365 account and be logged in



https://support.microsoft.com/en-gb/office/upload-and-share-files-57b669db-678e-424e-b0a0-15d19215cb12

Opening Files options

° By defaUIt, dOUble Clicking on ﬂ General Posts Files~ Wiki Digital Foundations w...  Digital Foundations re...  Miro Website —+
a file will open within the
. + New v @ Open v |2 Share @ Copy link Open - Edit in Teams (default)
Teams window -
Documents > General > Training > Delivery basics Preview Open in browser
* You can then switch to .
] . Share Open in app
opening In the Browser or [ Name v
Copy link Change default
local App |
. PowerPoint S ala T orrel Parsons
° Alternat|VEIy, CI|Ck' on the 3 @5 File sharing & collaboration tools for board... Manage access ate White
dots next to the File name
and select Open [ File sharing & collaboration. pptx Delete ate White
@ Introto MS T t Favorite lice Linell
. ntro to eams.pptx ice Line
* Choose to Open in the o N
Browser or App (you can also ® [ Introto Teams 60 mins session... & --- lice Linell
Rename

change the default option)

5



Digital Foundations programme

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

"V ) \& ® w y 4
P ())}c,}i.‘)R (\S} ‘g‘

PR o "JB‘
() ‘((

bey “"
b) \0 ‘@
©
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

(72}
c
Involvc(m.:mentI . D
onsultation Qutreach  photos =S
Communications Collaborati 2,
v Support CaPaCitY‘BU“di"go s Or%:)%nsultlﬁgglas Info'?"rﬁ:g;on
‘A Online-Fundraising Cutting-edge Social-media 2o
v Tralnlng Participation DigitaI-Storyt%IIinglc;rI-.bf.fe'tt:tilvgpq(sjs g_g
v COnSUIthCY Helgggkn:néty{ngagement upport Digital-divide >
. . . S =SSpreadsheets h I
v' Digital inclusion Learning 8 § & p.icino ABCS ecnno Ogy
2 -]
. Videag B X Fificiencies niattah “NiE 5 & sirategic
v’ Datawise London £ g'«%Digital-exclusign Lagtopsg §'§ Twitter
/ S II . |mageS “_Eug Networks Connemctivity % ‘%‘g Mobile
ee all services Facchook Webstes 2008 £ €5
S
&
v E- ' 3
E-news sign up 3



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/

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
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