
Making the most 
of M365 apps: 
tips & tricks
Charity Digital Academy



What does Superhighways do?

Superhighways helps small charities and 
community groups gain essential digital 
and data skills backed by the right tech to 
achieve their goals.



What we'll cover 
today

Session 1: Overview of M365 apps

VWeb vs desktop applications

VCopilot, Forms & Sway

Session 2: Teams

VMember and channel management, Chat & posts, Files

VCalls & meetings, Whiteboard & polls

Session 3: Project management & collaboration

VTo do, Tasks, Planner

VBookings, OneNote, Loop

Demo, 
Summary, 

Hands on time





Which are you using already?

Let us know in Chat J



M365 non -
profit licensing
 d

(the updated version!)



VClick on the Apps launcher (grid of 9 dots) in the top left
VPin apps to appear in the launcher (hover over and click on 3 dots )
VClick more apps to see the full list and search option

New M365 landing page



https://support.microsoft.com/en-us/microsoft-365


Copilot



What is Copilot?
̙̤̅̚ ̤̚ ̨̙̥̒ ˴̡̠̝̠̥̚ ̤̪̤̒з˟

Microsoft Copilot is an AI - powered 
companion designed to assist with a wide 
range of tasks and provide valuable 
information. It's like having a knowledgeable 
and friendly helper at your side, ready to 
support you with everything from answering 
questions and brainstorming ideas to 
offering advice and creative inspiration.

Powered by ChatGPT - 4 (developed by Open AI)



Copilot training See all training videos here

https://support.microsoft.com/en-gb/topic/microsoft-365-copilot-video-tutorials-25a1b328-79be-4e8a-af96-1f894e52bcf6
https://copilot.cloud.microsoft/en-GB/prompts


Copilot  Chat 
(part of your M365 
subscription)



Copilot licensed 
(circa £30 per 
month ex VAT Ь 
now with a 15% 
discount for non 
profits )



Dashboard overview

˽̖̥Я̤ take a look  at 
how you can 
navigate Copilot 
and find out more 
about data security 
features.

Link to video

https://youtu.be/DXJ7J_r46bg




How could you 
use Copilot?



Copilot licensed Ь Inbox assistance



Demo time

Monthly MS Copilot quick start training for non profits

https://alinea-partners.com/microsoft-365-copilot-quickstart-training-nonprofit-overview


V˴ ̡̠̝̠̥̚ ̤̚ ˾̣̠̤̠̗̥̔̚Я̤ ˲˺ ̤̤̤̥̟̥̒̒̚
VUses ChatGPT technology developed by Open AI
VCopilot chat included in your M365 subscription (looks to the 

web or specific attachments / pasted copy)
VCopilot licensed is a paid for version, with 15% discount for 
̙̣̥̖̤̔̒̚̚˝ ̥̚Я̤ ̣̔̔̒̚ ̳ˤˡˡ ̡̖̣ ̦̤̖̣ ̡̖̣ ̪̖̣̒
V˴ ̡̠̝̠̥̚ ̝̖̟̤̖̔̚̕ ̝̠̠̜̤ ̣̠̤̤̒̔ ̥̙̖ ̨̖̓ ˲˿˵ ̪̠̦̣ ˾ˤ˧˦ ̥̖̟̟̥̒Я̤ 

data (any access controls and policies apply)
V̆ ̤̘̖̒ ̠̗ ̠̥̙̓ ̧̠̖̣̖̔̕ ̪̓ ˾̣̠̤̠̗̥̔̚Я̤ ˶̡̟̥̖̣̣̤̖̚ ˵̥̒̒ ̣̠̥̖̥̠̟́̔̚ 
Ь see further information 
VBut remember to consider carefully when using personal data

MS Copilot Ь a summary

https://learn.microsoft.com/en-us/copilot/microsoft-365/enterprise-data-protection


MS Forms

https://forms.office.com/


https://forms.office.com/


https://forms.office.com/


https://forms.office.com/


Demo time



VMulti question types available (including quizzes)
VNo limit on number of questions
VBranching options e.g. if answer Yes, jump to Q5
VShare to collaborate with colleagues  (you can also create in 

Teams if using)
VClick to get an email alert for each response
VRemember to copy link allowing anyone with link to respond
VSee visualisations, response summaries, or individual 

responses or analyse further in Excel 
VFurther info

M365 Forms Ь a summary

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


Sway



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


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


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


Demo time 



VUse for presentations or online publications e.g. reports or e - news
VChoose from a range of templates & designs
VBuild your Storyline by adding blocks of differing kinds of content
VIncluding video & embedded content (presentations, maps etc)
VShare via a link, embed in a web page,  or present to a room
VSome examples:
VData Hack Ь event round up
VGet Online Week Ь a week in the life
VCVA annual review

VFurther info

M365 Sway Ь a summary

https://superhighways.org.uk/latest/kingston-data-hack-day/
https://superhighways.org.uk/latest/kingston-data-hack-day/
https://superhighways.org.uk/latest/kingston-data-hack-day/
https://superhighways.org.uk/latest/kingston-data-hack-day/
https://superhighways.org.uk/who-we-are/our-impact/get-online-week-2018/
https://superhighways.org.uk/who-we-are/our-impact/get-online-week-2018/
https://superhighways.org.uk/who-we-are/our-impact/get-online-week-2018/
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.office.com/YCMsS2AR4PKpCfhR?ref=Link
https://sway.office.com/YCMsS2AR4PKpCfhR?ref=Link
https://sway.com/tuEuQYgFFgSIIWw2?ref=link


Hands on time
V10 mins for you to play!



Take a break
Back in 5 minutes



Teams







https://support.microsoft.com/en-gb/office/microsoft-teams-video-training-4f108e54-240b-4351-8084-b1089f0d21d7
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Channels

Areas  of  work Sub  teams Specific  projects

Structuring your Team with Channels Ь an Example



Check and amend Notifications in Settings



Changing your Status



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

@mention Ь to flag a person or team when posting



Creating and using Tags

Click on the 3 dots next to 
your Team name

Select the Tag tab and manage or 
Create a tag. Then you can 

@mention a Tag and all members 
will be alerted



Meetings tool bar
Useful features:

ÅSwitch between Gallery & Large gallery / 
Together mode depending on how many 
people are in the call

ÅWhen someone is screensharing Ь choose to 
have Gallery at the top and / or to view in Full 
screen or Focus to see a larger screenshare 
view

Å̦̣̟̅ ̠̟ ˽̧̖̚ ̡̥̠̟̤̔̒̚ ˙̧̖̖̟ ̗̚ ̪̠̦Я̣̖ 
presenting, each person needs to do this 
̧̥̙̖̞̤̖̝̖̤˚ ̟̒̕ ̪̠̦Я̝̝ ̤̖̖ Ю̤̦̥̥̝̖̤̓̚Я ̥̒ ̥̙̖ 
bottom of your screen

ÅStart transcription Ь only visible if you set up 
the meeting.  A transcript of the meeting will 
then save for you to reference later.  It will 
show in a left hand bar by default, but you 
can then choose to hide



Sharin g screens
1) Click on the Share icon to the right of the 

microphone icon on the tool bar

2) Then click on the Content only screen to 
share. This is the first Presenter mode (you 
can also use another Presenter mode such 
as Sie by Side or Reporter.

3) If you want to share screens and play a 
video Ь remember to toggle on Include 
computer sound



Breakout rooms

ÅClick on the Rooms icon on your Teams 
call toolbar

ÅClick on Create rooms and select how 
many you need (see drop down) 

ÅNow choose whether you want 
participants to be assigned Automatically 
or Manually and then click Create rooms.  
˙̙̖̪̅ ̨̠̟Я̥ ̡̠̖̟ ̛̦̤̥ ̪̖̥˚



ÅClick the 3 dots to manually 
make any changes needed 
and e.g. to Add another room

ÅClick on the Cog wheel icon to open 
the Settings window.  
ÅHere you can change other default 

options and e.g. Set a time limit for 
your breakout room



Accessing recordings & transcripts

ÅOption 1: Go to Chat, find the meeting in question and select it in your left-hand list.  
Then look for the Transcript option and click to open or download



Accessing recordings & transcripts

ÅOption 2: Or go to your calendar and double click on the Meeting entry & click on 
Transcript



Premium Teams

https://www.microsoft.c
om/en - gb/microsoft -
teams/premium  

60 day free trial. Cost 
then £5.80 per user per 
month ex VAT

AI Recap Ь 
available in Teams 
Premium

and in M365 paid 
Copilot

https://www.microsoft.com/en-gb/microsoft-teams/premium
https://www.microsoft.com/en-gb/microsoft-teams/premium
https://www.microsoft.com/en-gb/microsoft-teams/premium
https://www.microsoft.com/en-gb/microsoft-teams/premium
https://www.microsoft.com/en-gb/microsoft-teams/premium
https://www.microsoft.com/en-gb/microsoft-teams/premium




Switch on the Lobby 
feature in Meeting 
options

Choose your background in 
Apply background effects



VAn online collaboration space for your team
VConversation, Wiki & Files tabs by default
VAdd your own extras e.g. Planner, Forms, Weblinks
VUpload key documents and collaborate in real time (no more 

attached docs)
VChat and @mention to alert colleagues
VArrange meetings Ь links with Outlook calendar + video / audio 

calls
VInvite external partners into the space (or what about 

trustees?)
VTeams video training

Microsoft Teams Ь a summary

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


Whiteboard









V Copilot 
licensed gives 
you options to 
help analyse 
board content



Demo time



VAn online collaborative space similar to Jamboard , Mural & Miro

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

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

VExport as an image

VFurther info

M365 Whiteboard summary

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


Polls



Use in Teams Calls
VEasily create 

multiple choice, 
quizes  and 
word cloud 
polls before or 
during your 
meeting

VCollect 
responses in 
real - time



Hands on time
V10 mins for you to play!



Take a break
Back in 5 minutes



To Do



To Do Ь Your personal tasks list



View within Outlook too



Demo time 



Planner






