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What does Superhighways do?

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

and

d®



Session 1: Overview of M365 apps

\/ Web vs desktop applications

\/ Copilot, Forms & Sway

What we'll cover Session 2: Teams
tOday \V Member and channel management, Chat & posts, Files

\/ Calls & meetings, Whiteboard & polls

Demo, Session 3: Project management & collaboration
Summary,
Hands on time \/ To do, Tasks, Planner

\/ Bookings, OneNote, Loop @




Hﬁ- Add-Ins

Add-Ins

a Engage

Connect with coworkers and classmates, share
information, and organize around projects.

. Learning

Keep learning, keep growing with Viva Learning.

E Outlook

Email, schedule, and set tasks.

] Power BI

Create actionable. dynamic. and engaging data
dashboards you can share with others,

’ Stream

Share videos of classes, meetings, presentations, and
training sessions.

6 Viva

Explore Viva apps that improve the way you work

II Bookings

Simplify how you schedule and manage appointments
both inside and outside your organization.

J

I Calendar

Manage and share your schadule.

Excel

Budget, plan, and calculate.

- Lists e

Allows users to create, share, and track data inside
lists.

;fj‘ People

Group, share, and manage contacts.

’ Power Pages

Unleash the power of Copilot to craft secure. low-code

business websites with ease.

4 N
Forms

Customize surveys and quizzes, get real-time results.

p Loop

Enabling teams to think, plan, and create together.

. Planner

Create plans, organize and assign tasks, share files,
and get progress updates.

\\ J

o PowerPoint

Easily make presentations.

: Clipchamp

Make and edit videos.

. Insights

Improve your productivity and wellbeing with
Microsoft Viva Insights.

@ OneDrive

Safely store files, photos, and more,

‘ Power Apps

Build mobile and web apps with the data your
organization already uses.

ﬁ Project

Develop project plans, assign tasks, track progress,
and manage budgets.

u Delve

Get personal insights and relevant information based
on who you work with and what you work on.

@ Kaizala

A simple and secure mobile chat app for work

[ﬂ OneNote

Create a digital notebook.

s

\.

g Sway

Create interactive reports and presentations.

$ Teams

Meet, share, and chat.

o ToDo

List and manage your tasks.

r

\.

u Whiteboard

Ideate and collaborate on a freeform canvas designed
for pen. touch and keyboard.

a Word

Write, share, and make real time edits.

’ Power Automate

Sync files and more to simplify your work.

Q SharePoint

Share and manage content. knowledge, and
applications to empower teamwaork.

w Visio

Simplify and communicate complex information
visually.



Which are you using already?

Let us know in Chat J



M365 non -
profit licensing

(the updated version!)

Microsoft 365 Business
Basic (Nonprofit Staff
Pricing)

Grant

Free for up to 300 users

Get started

Learn more >

v Chat, call, and meet up to 300 attendees with

Microsoft Teams.
— s

Microsoft 365 Business
Standard (Nonprofit Staff
Pricing)

£ 2 . 3 0 user/month, paid yearly

(Annual commitment)

Price does not include VAT.

Get started

Learn more >

Everything in Business Basic, plus:

Web and mobile versions of Microsoft 365 apps® ]

1 TB of cloud file storage
Business-class email
Standard security

Anytime phone and web support

AR NERNERNEEN N

Al chat experience with web grounding, writing

assistance, data analysis, and access to agentsZ

<

Microsoft 365 Copilot available as an add-on

Apps and services included 2
W O $
Word Excel PowerPoint Teams

B -~ B

Qutlook E: OneDrive  SharePoint

v Desktop versions of Microsoft 365 apps with

premium features

‘Webinar hosting in Teams

~ Attendee registration and reporting tools

<

Customer appointment management

~" Microsoft 365 Copilot available as an add-on®

Apps and services included
W E P
Word Excel PowerPoint Teams

Outlook OneDrive  SharePoint  Excl

Access (PC Publisher
only) (PC only)

Best value

Microsoft 365 Business
Premium (Nonprofit
Staff Pricing)

£4. 2 0 user/month, paid yearly

(Annual subscription-auto renews)

Price does not include VAT.

Get started

Learn more >

Everything in Business Standard, plus:

Advanced security
Cyberthreat protection

Advanced device management

AN NN

Microsoft 365 Copilot available as an add-on®

Apps and services included

W W @ i

Word Excel PowerPoint Teams
Qutlook OneDrive SharePoint Exchange

¥ @ = £

Access (PC Publisher Intune Microsoft
only) (PC only) Purview

Microsoft

Defender

for Business



New M365 landing page

Q New chat

Q Search

Create Notebooks
(0% Library
Agents

@ Researcher

Teams Word Excel PowerPoint OneNote
' Analyst eI p?
& Forms (formerly Surveys) t & Gs & c
€ Planner (Frontier) OneDrive SharePoint Qutlook Forms Planner
{Jo New agent O e
*+ All agents n ‘ EB
Loop Calendar More apps H Code

Chats

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

3 o

d®



=. Microsoft | Support Microsoft 365 Office Products + Devices v Account & hilling +~ Resources ~ All Microsoft ~  Search ,O Kate White @
L ] [ ]
Microsoft 365 help & learning

How can we help you? -

Supercharge your day with Copilot

—

0 b — B
e A

How to get Copilot Al credits and limits Turn ideas into action Take productivity on the go
Make your day even easier with Copilot in Microsoft 365 Learn about Al credits and feature limits for each Microsoft Draft, summarize, analyze, and explore ideas with Copilot Access to your Al assistant and favorite apps from your
apps. 365 plan. Chat. mobile device.

Get more done in your favorite apps

. . . L
% Microsoft 365 Copilot app a Outlook ( Word ’ PowerPoint @p Teams

& Excel a OneNote @, OneDrive ‘ Clipchamp & SharePoint


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

Copilot



What is Coplilot?

- | | 1 |
A Y
- J n - o

Microsoft Copilot is an Al - 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
qguestions and brainstorming ideas to
offering advice and creative inspiration.

Powered by ChatGPT -4 (developed by Open Al)




Copilot training  See all training videos here

Explore in products v Prompts to try Getting started v What's new

N
Copilot Lab

£4/

'y
4

Start your Copilot journey

ay button \ ay button ay button V 4y button
r '\ \

Meet Copilot What you can do with Start using Copilot What is a prompt?
Copilot


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)

o Code a binary search in
Python

Write a Python script to perform
binary search

-:/ There once was an Al poet...

Write a funny limerick about me

Message Copilot...

» Copilot

Your everyday Al companion

ﬁ% Create a pop art image

Create a pop art image of a
woman wearing sunglasses and
a beret

What's getting stronger,
0] g g g
faster, better?

What are some cutting-edge
technologies in sports?

() New chat @ ()

Microsoft's enterprise compliance
standards apply to this chat. Use
discretion when sharing personal and
organisational data.

—, Help me stop
ad procrastinating

What are 5 - 6 ways to beat
procrastination?

f Improve my writing

Can you help me edit a draft of
my document if | upload or
paste it?



Copilot  licensed

(circa £30 per
month ex VAT b

now with a 15%
discount for non

profits )

@_} Get calendar info

When's my next meeting with
¢ Clare Chamberlain ?

Understand the main points

Give me a bulleted list of key
points from file

Message Copilot

(¥ Add people, files and more for better results

0/ 16000

Work Web

™ Copilot

Your Al assistant for work

Stay informed

What's the latest from
¢ Clare Chamberlain ,

organised by emails, chats, and
files?

77 Jump-start a draft

Create an FAQ based on doc

() New chat

/. Find the right questions

Suggest common questions that
can be asked to get a retrospective
started with my colleagues.

Track your tasks

What should be on my radar from
emails last week?

) View prompts

O



Dashboard overview

Copilot
Dashboard
overview

NAVCA artificial intelligence @)
training toolkit for @;

development workers

superhighways
hamnessing technology for community benefit

_tadRe a look at

how you can

navigate Copilot
and find out more
about data security
features.

Link to video



https://youtu.be/DXJ7J_r46bg

Copilot
dashboard
overview

NAVCA artificial intelligence

training toolkit for ¥10 ‘




] Drafting an 2 Summarising 3 Creating
email a report or copy for
web article social media

posts
) 94 6) ( }‘O
I Researching 5 Analysing 6 Idea
[ information data generation /
gathering brainstorming
9\ &) 046 DA 0)
H ow COu Id yO u : Teams meetings 8 Funding
. summaries & applications
use C0p| |Ot7 actions: 2 based on
options organisational
docs

'," }



Copilot licensed b Inbox assistance

T Copilot B X & Copilot ®

I've reviewed the 334 emails you've received in the last 12 hours and prioritised
those that appear urgent or important based on your criteria: being on To/CC,
@mentions, open requests, deadlines, and involvement from leadership or external

stakeholders. Here are the top messages that may need your attention:

Work Web

1l
@

Got a task in mind?

1. M365 follow up from Ellen

Why it matters: Ellen is requesting a connection for her bookkeeper, Sophie, who
has follow-up questions about a system you previously trained them on. This is a

Are there any email follow ups outstanding?
direct request for support and may require a timely response. £ M35 follow up

+ \"DJ e Would you like to reply to Ellen now?
2. Zoom Link for Tomorrow from Angela (Charit 5
o= ) o 2 Y 3. Re: Welcome, and Presentations from Aaron Bush (SIH)
= Digital)
What matters most in my inbox today? Which unread emails need replies? Why it matters: Angela is asking for the Zoom link for an event happening Why it matters: You mentioned bringing the Shd,e de_Ck o the G320 Annu‘al
tomorrow so she can send it to delegates. This is time-sensitive and directly Conference today. If you haven't alreadly shared it, this could be urgent given the
event timing and leadership visibility. £ Re:Welcome, and Pre...

addressed to you and your team. & Zoom Link for Tomorr...
Would you like to confirm the deck has been shared or send it now?

-

Shall we draft a reply with the Zoom link?



Demo time

Monthly MS Copilot quick start training for non profits



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

'. MS Copilot b a summary

- =1 L ﬂ 1 b B .
V\
> L I D N ..o +

J 4 = o e = = . =y

VUses ChatGPT technology developed by Open AI

V Copllot chat included in your M365 subscription (looks to the
web or specific attachments / pasted copy)

VCo ollot Ilcensed IS a pald for version, with 15% discount for

t - . o N . o ﬂ.. ‘ . ‘ ‘ = q I l J N s
V‘ -_— J A n —_ o n A ‘ N + . 2\ ’ n -_ —_ < . ‘ t . —_
data (any access controls and policies apply)
v n ‘ -1 AN — V4 ’ — o ] ‘ — 5 A Y L] A Y , ’ ™ | - A ‘ L] — " — ’ o
b see further information
SO\C

V But remember to consider carefully when using personal data


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

d®


https://forms.office.com/

W
% Forms

o—

=4

New Form

A"

=+

New Quiz

Questions

Office 365 apps training demo

Responses

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

H ket ©
D File upload
Net Promaoter Score®

Section


https://forms.office.com/

Settings X

Send and collect responses X &3 Collaborate or Duplicate
Options for responses .
© Anyone can respond G2 https;//forms.office.com/Pag... || Shorten URL &2 Get Pre-filled URL
Accept res ponses Anonymous response, doesn't require sign-in
O Only people in Kingston Voluntary Action can resp e oo o @ Multlllngual
D Start date ond -
D B e O Specific people in Kingston Voluntary Action can r @ Print Form
espond To: People name, Teams group or channel...
o) F
. . eedback
D Set time duration @ 6 e
B Terms
[:‘ Shuffle questions You are invited to take this:
The big question for today ...
D Disable questlon number for respondents Hi! Would you mind taking 2 minutes to complete this form?
It would be great if you can submit your response by 24 Mar
2025. Thank you!
Show a progress bar @
Y Rewrite with Copilot
[:‘ Hide Submit another response
D Customise thank you message
B B outlook [ | K Teams (Message only) m
. Invi Il'b Outlook
Allow respondents to save their responses ptation Wil be sentvia Outioo :
(J Feedback

[:‘ Allow respondents to edit their :

responses


https://forms.office.com/

Responses Overview  Active

Responses Average Time Duration

12 00:46 215 oas

1. How do you feel about Marmite?

18%
® Lloveit 9 '

@® Hateit 0
® Vegemite 0
@ Don't care. Where's the peanut butter? 2

2. According to a poll in 2021, what are the UK's favourite condiments? Place the following in order ...

82%

Insights and actions

Analyse and explore up-to-date results in
Excel.

)ﬁ Britain's favourite condime...
Superhighways > Microsoft Forms T

More details

E:l Check individual results

More details

1] Delete all responses
& Print summary

I3 Share a summary link

6@


https://forms.office.com/

Demo time



M365 Forms b a summary

V Multi question types available (including quizzes)
V' No limit on number of questions
V Branching options e.g. if answer Yes, jump to Q5

V Share to collaborate with colleagues (you can also create In
Teams If using)

V Click to get an email alert for each response
VVRemember to copy link allowing anyone with link to respond

V See visualisations, response summaries, or individual
responses or analyse further in Excel

V Further info

d®


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




5 Sway

P Details E emphasize 4 Accent @ Link K Focus Points

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

@

Suggested Text Media Group

il

~ T o
Image Stack Upload

@

Suggested Text Media Group

ol
'y

Heading 1

R~ </> N

Image Embed Upload
> Play |/} Share

Q Share
@ Anyone with the link can access this Sway

Suggested Text Media Group

@y Getvisual link n Yy m </> Getembed code
) &
s ® 3 a © e

-
=N

Automatic Grid Comparison Stack Slideshow
P Authors

Q&



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

4

1 - Exploring small charity data in the Roya... (5)

The word data has —|
P~ the power to terrify  \W

Heading ana excite. For some

=

Superhighways and
Kingston Voluntary
Action brought

it's simply the together small

hnarine otnfF Fhat rharitice and Aata

2 — "l had a hunch” Hearing from peers about...

Heading 1 Card

~d "l had a hunch" Hearing from peers about their

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

Demo time



M365 Sway b a summary

V Use for presentations or online publications e.g. reports or e - News
VV Choose from a range of templates & designs

V Build your Storyline by adding blocks of differing kinds of content
VIncluding video & embedded content (presentations, maps etc)

V Share via a link, embed in a web page, or present to a room

V Some examples:
V Data Hack b event round up
V Get Online Week b a week in the life
V CVA annual review

V Further info @,

d®



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!

d®



Take a break

Back in 5 minutes







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
Integrated in Microsoft Teams with
the power of Office 365.



Bring your team together

Create an open, collaborative
workspace for your team. Use
channels to organize conversations by
topic, area, or anything else.

=

Chat 1:1 and with groups

Outside of open team conversations,
chat privately and share files and notes
with anyone in your organization.



Kate White a

Topics ~  Quick start v What's new  Resources v All Microsoft ~  Search O

=. Microsoft | Support Microsoft 365  Office  Teams support

Microsoft Teams video training

Get started

Quick start

Work with posts and
messages

Intro to Microsoft
Teams

i

Start chats and calls

AN

Set up and customize
your team

Collaborate in teams
and channels


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

Structuring your Team with Channels b an Example

KSH Support

- . . Beverly . -
Chan neIS Fundraisi Marketing Trustees HR Finance Waverly The Lindens Close Christmas Befrle.ndlng
ng & Comms House staff staff - party project
a

Areas of work Sub teams Specific projects %




Check and amend Notifications in Settings

Settings
*s+  Kingston Volunta... (q;g ] 53 General Email
l 5@3 Settings I £ Accounts Missed activity emails Once every hour v
2 | (3 Privacy
[} Notifications ]
Zoom —  (100%) —+ [ Appearance and sound
£3 Devices .
® Notification style Teams built-in v
App permissions
Keyboard shortcuts ,
9 Accessibility Show message preview @
About ’ Captions and transcripts Play sound for incoming calls and notifications ()
Check for updates O Files and links
Download the mobile app & calls Teams and channels
You will get desktop and activity notifications for:
&) Recognition
All activity Mentions & replies Customised >
New messagles, reactions, Pers.onal mentions and Your customised settings
and all mentions replies to your messages are active.
Chat .
Messages, mentions and reactions. Edit
Meetings and Calls
Edit

Control notifications and reminders during your meetings and calls.



Changing your Status

*++  Kingston Volunta... @ "

l €23 Settings I 1 Mee

Zoom —  (100%) -+

Keyboard shortcuts
About >
Check for updates

Download the mobile app

n Voluntary Action @ A —

Kate White
katewhite@superhighwa

° [Available p Set

‘ . © Avallable

@® Busy

@ Do not disturb
Be right back
Appear away

® Appear offline

@ Duration

O Reset status

fo\S



@mention b to flag a person or team when posting

“

Chat

Teams

[N

Teams Y Covid-19 Posts Files Wiki —+ ® Team

Your teams

Let's get the co

'l Superhighways Try @mentioning people you want to collabora

Planner  OneNote

Select the person or group of
people you want to notify

General

Covid-19

Start typing @ and then the namg 5y = hie= e
of the person, team, channel or Yo Suggestions
tag to generate a list of

on website
/naa Aparajit Alison Ewart There's

KA KVA Admin

Suggestions admin@kva.org.uk
15 hidden channels @ KVA Staff e data protection during this
Team the pandemic continues. The IC...
1T Testing Team organisation ,
= KVA Twitter Feed
Channel

o KVA Infrastructure
5 people have this tag

8" Join or create a team 03 Ar ¢ © @ A > Q . B>

d®



Creating and using Tags

Select the Tag tab and manage
Create a tagThen you can
@mention a Tag and all member

will be alerted

) KVA Staff -

S m S Team
General KVA staff communications and Project Channels

Click on the 3 dots next to

your Teamname Members Pending Requests Channels Settings Apps Tags 1 more ¥

Search for tags Q

* Tags assigned to you (4)

1 hidden channel

KVA Staff
Name Members Imported from
General
Qo
Big Yellow & O Census < 4

Ble



Meetings tool bar

Useful features:

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

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

A
presenting, each person needs to do this
U & D
bottom of your screen

A Start transcription b 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

4+
€3
J\/\.
E
@
B

Add an app

Device settings
Call health
Meeting options
Meeting notes

Meeting info

Gallery

C 3 Full screen

Apply background effects
Turn on live captions
Start recording

Start transcription

v




Sharin g screens

Share content Include computer sound ||:| )

1) Click on the Share icon to the right of the

microphone icon on the tool bar Presenter mode
B8 |E| |E| Add background

S O % & +

Content only

Window (9)

People Chat Reactions  Rooms Apps More Camera

2) Then click on the Content only screen to
share. This is the first Presenter mode (you —
@ _CI-I'I om Cﬂl‘l‘lEli‘cl
can also use another Presenter mode such B
as Sie by Side or Reporter.

PowerPoint Live

3) If you want to share screens and play a i e e e
Vldeo b remember {o toggle on IﬂClude ‘N Digital Foundations recap for first partnership...
Computer sound M User needs statements

‘M Digital Foundations overview CVS codesign s...

M M365 Admin Training 1




Breakout rooms

A Click on the Rooms icon on your Teams
call toolbar

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

A Now choose whether you want
participants to be assigned Automatically
or Manually and then click Create rooms.
S — q ,

L A m C -— + o — J N\ +

Create breakout rooms

Rooms

Select the number of rooms you want to create.

Participants

How do you want to assign people to rooms?

@  Automatically
We'll assign people to rooms for you.

y  Manually
Choose the people you want to put in each room

Cancel Create rooms

d®



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

Breakout rooms

Assign participants

All participants are assigned

Manage rooms Add room

m Room 1 (0)

This room is empty

Room 2 (0)

This room is empty

A Click on the Cog wheel icon to open
e Settings window. _[EEESEERT
A Here you can change other default

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

< Settings

Assign presenters to manage (O )

rooms

Set a time limit

Automatically move people to
rooms

Let people return to the main © ) @
meeting

d®




Accessing recordings & transcripts

AOption 1: Go to Chat, find the meeting in question and select it in youhseft list.
Then look for the Transcript option and click to open or download

. . (3 Meeting ended 1h 42m  Yesterday 15:04
Teams training LinkAgeS... 30/06 = J /

Transcript is available
. . ) Meeting Attendance report
Hybrid session evaluation  09:18 Transcript Click here to download attendance report
User added

@ o1 July 202111:00 - 11:30  Show meeting info v

= [ h

O

Transcript Attendance

. J

d®



Accessing recordings & transcripts

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

Teams training LinkAgeSouthwark chat Files Details Scheduling Assistant l Recordings & Transcripts l

[i Download \/] T Delete

6 Kate White  14:46
Automated a transcription? | haven't used that in a live setting in teams yet.

I'm but | think it's it's pretty good because it must be linked to the live captions.

d®



Kingston data catch up Chat Shared Details

24 September 2024 14:30 - 14:45

Al Recap b
avallable in Teams
Premium

https://www.microsoft.c

om/en - gb/microsoft -
teams/premium

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

and in M365 paid
Copilot

Scheduling Assistant | Recapl| Attendance Meeting Whiteboard  Breakout rooms Q&A

Content

g=| Attendance

B Notes @ Mentions [ Transcript

L
-~ : Content

” * Attendance

Save time with Al-powered meeting notes

With Teams Premium, Al can generate notes and suggest tasks for you to follow up on. L4
B Notes ® Al notes

G Try Premium for free

60-day trial, no card required
Terms of service

@ Mentions & Transcript

Get Al-powered meeting notes

Turn on transcription, and Al can generate notes and suggest tasks to follow up on.



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

&8 Celebrations on the 5th December Chat Shared Details Recap Meeting Whiteboard

29 October 2024 13:30 - 14:00

Microsoft Teams

Celebrations ont. p» 1 December

2024-10-29 13:34 UTC

ket ganized b
Sue Doherty Eneida Capaldi

Microsoft Stream

&% Speakers # Topics = Chapters

@ Leeni Szalay Winter

(R I T R I I | i [ R PN L BRI T B I (i e S @] L @0 el i & |0 0 nEenILon - el

@ Sue Doherty

L] L B} (L 11 LN EERSSIE W

.;“1 Somrel Parsons
] nes LB {H H B P HIBR I N " LI BN M

(&> Open in Stream

Content

%8 Planning docdocx B KVA 50 years 1jpg

5 MNotes @ Al notes @ Mentions (2) & Transcript

IO Copyall
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Meeting notes
Event Schedule: Sormrel, Leeni, and Eneida discussed the event schedule,
focusing on the opening remarks and presentation strategy. They agreed on a
30-minute slot for the opening speeches and presentation.

Order of Activities: Sue, Leeni, and Sorrel debated the order of activities,
suggesting that speeches should come before food to keep attendees
engaged. They considered the logistics of having food and dnink after the
formal speeches.

Engagement Activities: Sorrel and Leeni proposed having engagement
activities like singing or networking tasks to keep attendees lively after lunch.
They emphasized the need for activities to prevent boredom and maintain
engagement.

Event Logistics: Camilla and Eneida discussed the practicalities of setting up
the event space, including the timing of lunch and the need for a clear
transition between activities. They considered the constraints of having
everything in the same space.

Food and Refreshments: Sue and Leemi reviewed the catenng options,
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Microsoft Teams b a summary

VV An online collaboration space for your team
V Conversation, Wiki & Files tabs by default
VV Add your own extras e.g. Planner, Forms, Weblinks

V Upload key documents and collaborate in real time (no more
attached docs)

V Chat and @mention to alert colleagues

VV Arrange meetings b links with Outlook calendar + video / audio
calls

V Invite external partners into the space (or what about
trustees?)

V Teams video training 0>
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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
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Cyber Security Training for the KVA Team

Room 1 - Jacky, Leeni,

Alison & Alice
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M365 Whiteboard summary

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

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

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

V Export as an image

V Further info
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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




Use In Teams Calls
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Hands on time

10 mins for you to play!
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Take a break

Back in 5 minutes







To Do b Your personal tasks list
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View within Outlook too
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To do
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