
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

✓Web vs desktop applications

✓Copilot, Forms & Sway

Session 2: Teams

✓Member and channel management, Chat & posts, Files

✓Calls & meetings, Whiteboard & polls

Session 3: Project management & collaboration

✓ To do, Tasks, Planner

✓ Bookings, OneNote, Loop

Demo, 
Summary, 

Hands on time





Which are you using already?

Let us know in Chat ☺



M365 non-
profit licensing
 d

(the updated version!)



✓Click on the Apps launcher (grid of 9 dots) in the top left
✓Pin apps to appear in the launcher (hover over and click on 3 dots)
✓Click 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?
This is what Copilot says….

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 – 
now with a 15% 
discount for non 
profits)



Dashboard overview

Let’s 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 – Inbox assistance



Demo time

Monthly MS Copilot quick start training for non profits

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


✓Copilot is Microsoft’s AI assistant
✓Uses ChatGPT technology developed by Open AI
✓Copilot chat included in your M365 subscription (looks to the 

web or specific attachments / pasted copy)
✓Copilot licensed is a paid for version, with 15% discount for 

charities, it’s circa £300 per user per year
✓Copilot licensed looks across the web AND your M365 tenant’s 

data (any access controls and policies apply)
✓Usage of both covered by Microsoft’s Enterprise Data Protection 

– see further information 
✓But remember to consider carefully when using personal data

MS Copilot– 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



✓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 (you can also create in 

Teams if using)
✓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 analyse further in Excel 
✓Further info

M365 Forms – 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 



✓Use for presentations or online publications e.g. reports or e-news
✓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 annual review

✓Further info

M365 Sway – 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
✓10 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


KSH Support
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staff
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Close 
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party

Befriending 
project

Team

Channels

Areas of work Sub teams Specific projects

Structuring your Team with Channels – 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 – 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:

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

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

• Turn on Live captions (even if you’re 
presenting, each person needs to do this 
themselves) and you’ll see ‘subtitles’ at the 
bottom of your screen

• Start transcription – 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



Sharing 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 – remember to toggle on Include 
computer sound



Breakout rooms

• Click on the Rooms icon on your Teams 
call toolbar

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

• Now choose whether you want 
participants to be assigned Automatically 
or Manually and then click Create rooms.  
(They won’t open just yet)



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

• Click on the Cog wheel icon to open 
the Settings window.  

• Here you can change other default 
options and e.g. Set a time limit for 
your breakout room



Accessing recordings & transcripts

• Option 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

• Option 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 – 
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



✓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://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









✓ Copilot 
licensed gives 
you options to 
help analyse 
board content



Demo time



✓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

✓Further 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
✓ Easily create 

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

✓ Collect 
responses in 
real-time



Hands on time
✓10 mins for you to play!



Take a break
Back in 5 minutes



To Do



To Do – Your personal tasks list



View within Outlook too



Demo time 



Planner







Demo time 



✓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

M365 Planner – a summary

https://support.office.com/en-us/article/microsoft-planner-video-training-4d71390f-08d8-4db0-84ea-92fb078687c7
https://support.office.com/en-us/article/microsoft-planner-video-training-4d71390f-08d8-4db0-84ea-92fb078687c7


✓The New Microsoft Planner brings together the simplicity 
of To Do, collaboration of Planner, power of Microsoft 
Project, and intelligence of Microsoft Copilot into a single, 
simple solution that spans from individual task 
management to enterprise and professional project 
management.

✓See the Planner Help Centre for more info

New Planner just out!

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


Hands on time
✓5 mins for you to play!



Bookings



M365 Bookings - two options
✓Create your own personal

booking page to share
with others so they can 
book a slot in your 
calendar

✓Create a Shared 
booking page with 
Services allowing
booking across multiple
staff’s availability (via
calendar integrations)



Two components

✓Bookings admin app – customise the Bookings page 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 so 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



Personal booking page

✓Customise the banner image
✓Note you can also Turn your bookings page off here (this takes 

all Bookings offline)



Service booking page

✓You can connect multiple 
people’s calendars

✓People can find a time to 
book when all are free

✓OR people can select an 
appointment with just one 
person at a time that works 
for them



Demo time 



✓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
✓Further info
✓Superhighways Step by step instructions for a Personal bookings page

M365 Bookings – a 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
https://superhighways.org.uk/files/view/digital-foundations/Bookings_app_-_creating_a_personal_booking_page_.pdf
https://superhighways.org.uk/files/view/digital-foundations/Bookings_app_-_creating_a_personal_booking_page_.pdf


OneNote



Watch video here

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


Watch video here

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


https://download.microsoft.com/download/A/7/9/A796EF52-EB3C-402B-9DDC-2AB30E56E30E/OneNote%20QS.pdf




Demo time 



✓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

✓Further info
✓Cheat sheet download

M365 OneNote

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


Loop



✓Loop components are portable pieces of content that stay in 
sync across everywhere they're shared - on a Loop page, in a 
chat, email, meeting, or document. They can be lists, tables, 
notes and more. Access in Teams, Outlook, OneNote, Whiteboard, 
or the Loop app.

✓Loop pages are flexible canvases in the Loop app where you can 
bring together people and all your components, links, tasks, and 
data. Loop pages can be shared across Microsoft 365 apps as a 
link or an embedded Loop component.

✓Loop workspaces are shared spaces that allow you and your 
team to see and group everything important to your project, 
making it easy for you to catch up on what everyone is working 
on and track progress toward shared goals.

✓Get started with Loop info 

Loop – 3 components

https://support.microsoft.com/en-gb/office/get-started-with-microsoft-loop-9f4d8d4f-dfc6-4518-9ef6-069408c21f0c
https://support.microsoft.com/en-gb/office/get-started-with-microsoft-loop-9f4d8d4f-dfc6-4518-9ef6-069408c21f0c


Demo time 



Hands on time
✓10 mins for you to play!



About Superhighways....

A project of Kingston Voluntary Action, we provide digital, data 
& tech advice, support & training to the sector, including: 

✓ Tech support
✓ Training
✓ Websites
✓ Digital, data & tech strategy
✓ Digital inclusion
✓ Digital leadership
✓ Digital / data consultancy
✓ Datawise London

Sign up to our newsletter for free training offers https://superhighways.org.uk/e-news/

https://superhighways.org.uk/training-advice-and-technical/data-skills
https://superhighways.org.uk/training-advice-and-technical/data-skills
https://datawise.london/
https://datawise.london/
https://datawise.london/
https://superhighways.org.uk/e-news/
https://superhighways.org.uk/e-news/
https://superhighways.org.uk/e-news/


Thanks for 
listening

Kate White & Paul Firby
info@superhighways.org.uk
www.superhighways.org.uk 

mailto:info@superhighways.org.uk
http://www.superhighways.org.uk/
http://www.superhighways.org.uk/
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