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Digital Foundations programme

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

Py ”"b’ evlsx'@r“ -@%
.rp(.)i ;0. .n )O ‘UE'

1Padl

ﬂ@

F@ D"&

IHON
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
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What we could cover today, but we
don't have time...

Settings & views Email templates
Flagging & categorising Using CoPilot with Outlook
Sorting, filtering & search Turning emails into Tasks
Sub boxes, moving emails Snoozing emails

Scheduling emails & mail merge  Using rules
Signatures & Out of office Focused & Conversation modes

Encrypting emails Quick steps

* And becoming familiar with Settings options and using Help so
you can look things up & make changes in future * DA\ 6)



Why Outlook on the web?

Within Microsoft 365, Outlook for Windows requires a M365
Business Standard or M365 Business Premium licence.

These are not provided as donated/free within the non-profit
program.

Outlook on the web is available in the non-profit program
as part of the Business basic licence for free (up to 300 users)

And it does everything (ok—thereisprobablyonexception) tth YOU need It tO dOI



Get more help with the new Outlook on the web

Email: Compose or reply

Create, reply to, or forward email
messages in Outlook on the web

Create and add an email
signature in Outlook on the web

Add pictures and attach files to
emails in Outlook

Turn on automatic forwarding in
Outlook on the web

Block senders or unblock senders
in Outlook on the web

Use intelligent technology in
Outlook on the web

Email: Customize settings
Focused Inbox for Outlook

Reset your Microsoft 365
password

POP and IMAP email settings for
Outlook

Email: Organize

Manage email messages by
using rules in Outlook

Organize your inbox with
Archive, Sweep, and other tools
in Outlook on the web

Use categories in Outlook on the
web

Recover and restore deleted
items in Outlook

Filter junk email and spam in
Outlook on the web



Microsoft cheat sheets

v'Outlook Mail on the Web
cheat sheet

v Outlook Mail for Windows

cheat sheet

v'Outlook Calendar on the
Web cheat sheet

v'Outlook Calendar for
Windows cheat sheet

i Outlook

New message

Favorites

46

Cheat sheet - Outlook on the web Mail

Organize your Inbox

£ search

Switch between Focused and

[l Delete = Arcjve & Junk ¥ & Sweep &3

Other inbox.

Filter, sort, and turn on
Conversations and Focused
Inbox.

m Microsoft

_l— See only your Unread messages.

@ 2 Focused = Other @3 Filter v ..
~
O Grady Archie Al
>.Socia] strategy me Unread @———
Hi Megan! | have a ¢
To me



Outlook web app (online Outlook
accessed via a browser)

4 Chat | M365 Copilot

C 23 m365.cloud.microsoft/chat/?fromcode=cmmiadtp4

P
x &4 tomorrow - Lifelong Learner

x

&orig

+

indomain=0ffic

rauth

28&client-request-id=44b6af

® New chat
Q Search
0y Library
Agents

{Jo New agent

+ All agents

Chats

how do | move an email into t

+ All chats

Create

Loop

Word

Whiteboard

¢

Planner

|

Excel

v

To Do

¥

OneNote

9

Teams

g

Bookings

P

PowerPoint

Forms

&

SharePoint

&

QOutlook

s 1, how ¢

&S]

ssage Copilot
More apps 9 P

Rewrite Cre:



Outlook Settings - -

: Settings
C“Ck on the Cog Wheel at Kearch Outlook settings
the top right to access Theme

Settings . - - - O

Either scroll through or use
the Search box e.g. ‘Out of

Office” will find you the P icde: ® )
Automated responses o inbo O P
settings -

Desktop notifications (1) @ )

—_— [ [ . £

View all Outlook settings &3



Changing your View

Select the View tab

Click on e.g. Message preview and Reading pane and
choose the options that suit you — e.g. whether you
have a preview of emails as well as a list

Choose to select (or not) Conversation View (this links
email replies in a single thread but allows you to
navigate to a specific email when you click the arrow
to expand the conversation)

Choose how your emails are sorted — e.g. by Date
(you can choose which order)

Alternatively use the View settings option (top right)
for more options including Focused inbox

d®




Flagging emails for follow up

Useful as a reminder to
follow up on an email when
you dont have time there
and then...

Right click on an email
Select Flag

Or select email and use
the Flag/Unflag option in
the menu bar, Home tab

Here you can choose a
timeframe

-
1/

£ Flag / Unflag ~

i Today
Tomorrow

| This week
Next week

No date
}.

¢ Mark complete

Clear flag

e R L e ]

d®



Categorising email

Categorise your emails
against standard or
custom options — you can
then search and filter for
quick access

Right click on an emaill

pane ~
Layout

Delete

Archive

@ Focused

Move

@ > Your rec Copy

ilter Your Airtable wol

Free plan & -

Yesterday | Categorise

Microsoft Mark as unread
o View your
Sign in to Flag

41 61602 Pin

Snooze
Airtable

Select Categorise & select © S .

a Category

To add a new Category,
select New category

You don't |
Block

This week
View

The Airtab
G Scale your Advanced actions

A Search for a category

& Green category
& Local Insight

&’ Orange category

> 4P Red category

& \Website enquiry

Yellow category

New category

Manage categories

OAC)



Choose Manage Categories
categories so you can:

Categorising your emails and calendar can help you organise and tra
or person. You can create new categories and assign them names an

Create a new category
Rename existing ones

+ Create category

Change the colours AR o0
@ Local Insight Z2 )|

& Orange category V2|

@ Red category £l

& Website enquiry Za 1|

Yellow category ¢

[ele



Using the Select Box to Manage

Multiple Emails

Click on the select box at the
top of the email list:

Select emails you wish to
action together

Choose the action: delete,
move, categorise, move , flag
etc.

[®] Focused Other ! = N
~  Pinned
You have late tasks X ¢
Microsoft on behalf of your org...  03/03/2026
Hi Lifelong Learning. You have 2 tasks due. You ...
You have late tasks 4

Microsoft on behalf of your org... 02/03/2026
Hi Lifelong Learning. You have 2 tasks due. You ...

Yesterday

[ele



Filtering & sorting

Filtering & sorting can help you
quickly find and action an email

Click on the Filter icon at the top
right of your list of emails

Either Sort on e.g. Size, Date,
From (ond reverse the sort to
suit)and your emails are re-
ordered accordingly

Or choose one of the Filter
options e.g. Flagged, Unread or
Has files — and only those emaiil
will be shown

(D You forwarded this message on W\

= Filter

v/ B3 Al
< irtable <noreply@airtable
& Unread
Sort by
K Flagged
2 v/ Date |
( B To me
| From
7’ Has files

Size

@ Mentions me
£ Importance

! Sort >

Subject

Sort order
e 16:00 Oldest on top

eam...
v/ Newest on top

Your Airtal f @)

d®



All folders ~ &\ Search

USing Seq rch , All folders

- Inbox

¢ Drafts

The Search bar is at the top of |
your WlndOW ¢ Sent Items

Deleted Items

By default, search will lookin | & sont
all folders. Click the left arrow - J sean [ g
to specify a particular folder

to search in e.g. Sent "

Select the Filter icon at the

right of the Search bar for s

Mmore advanced search
options as shown

Date from Select a date [ o Select adate =

Attachments D




Sub folders

Setting up sub folders can help
you organise your inbox to find
emails you need..

Right click on your Inbox
Select Create new subfolder
Give your folder a name

Either right click on emails
and choose Move to folder

Or drag and drop emails to
this folder

T

Ll s
\1-...-/

Inbo —

kg Create new subfolder
CJ Ad
'_'
O Bat Empty folder
CJ Bre Mark all as read
£] ca
CJ De
P Ma Assign policy
= Permissions
] Ma

Open in new tab

F1 Ot

DA 6)



Rules

Search for Rules via the
Settings cog and select
Inbox rules

Here youll see any rules
already applied to your
account

You can also Add a new
rule

Identify your new rule with
a name and then choose
the Condition and Action

from the options available

Layout

Compose and reply
Attachments

Rules

Sweep

Junk email

Quick steps

Rules

You can create rules that tell Outlook how to handle incoming email messages. You chc
trigger a rule and the actions the rule will take. Rules will run in the order shown in the

at the top.

-+ Add new rule

o Otter

If the message was received from 'no-reply@otter.ai', move the message to
folder 'Otter.ai' and stop processing more rules on this message.

Rules

’ Otter invoices

o Add a condition

‘ Select a condition

Add an action

Select an action

Add an exception

Stop processing more rules (D)

From

To

My name is

I'm on the To line

I'm on the Cc line

I'm on the To or Cc line
I'm not on the To line
I'm the only recipient
Subject

Subject includes
Subject or body includes

Keywords @)

Message body includes

d®



Scheduling send

« Click the Down arrow m\

next to Send and o
select Schedule send

Schedule send
Set date and time

February 2021 NE

« Now choose the date Schedule send y T s
and time from Ol 2
suggested options or Trmoron o oot | AR
Choose Customised ‘ Sundaym.ornirTQ Sun 08:00 ‘ 212 223 2: 245 256 267' 2?8
time and choose 7 e | g § W0 W

exactly when youd like i | . )
the email to send R .
Cancel



Send Mail Merge

Click the Down arrow
next to Send and
select

Now choose the
recipients.

Every recipient will
receive their own copy
of the email without
other recipients listed

B send | v

Send

Schedule send

Start mail merge

@ Every recipient will receive their own copy of this email without other recipients listed.

B> Send mail merge

Recipient

Add a subject




Adding [ editing signatures

Search for signature via the Settings Campese and Feply

cog

Email signature

Create a signature that will be automatically added to your email messages.

Add your signature and choose

whether to include just in new S M A B I U 2v AviE = =
messages or also for replies and
forwards

Bookings link!

D Automatically include my signature on new messages that | compose

D Automatically include my signature on messages | forward or reply to

0]



Out of Office (Automatic Replies)

Search for Out of Office Iin
Settings

Then choose Automatic
Replies

Toggle Automatic replies on

Set a date range (or a reminder

in your calendar to manually switch this
off when youre back!)

You can set a different
message to send internally
(to your colleagues) and
externally

Automatic replies

Use automatic replies to let others know you're on holiday or aren't
replies to start and end at a specific time. Otherwise, they'll continue

Q Automatic replies on

D Send replies only during a time period

Send automatic replies inside your organisation

g M A B I U 2v Av

il
Il
I‘lrl

Add a message here

Send replies outside your organisation

U Send replies only to contacts

d®



Encripting emails

Sending encrypted emails (Outlook / M365)

« Email is protected so only the intended recipient can read it
« Works with any email address — no Microsoft account required

What recipients experience

Microsoft 365 users:
« Opens directly in Outlook
« No extra steps

Gmail / other email users:
+ Click "Read the message’ link
« Enter a one-time passcode or sign in

Non-technical users:
* May need guidance the first time
+ Extra step compared to normal email

Save Download

v

Save

Draw  Options
") Request delivery receipt \L A
= ’ () T B ¥
J Request read receipt High Low Encrypt Switch to plain
") Disallow reactions importance importance v text draft
Tracking Tags - o
Set permissions on this item
L = 10 () Encrypt: This message is encrypted. Ri Confidential - All Emp|oyees
B> Send Do Not Forward
v Encrypt
07/12/2023 Te
ess@updates.... aa Highly Confidential - All Employees
Ce No permission set



Email Templates

Access via: settings, new or mail
template

Reusable, pre-formatted emails:

Outlook templates let you save messages (including
subject, content, formatting, and even attachments) so
you can quickly reuse them instead of writing from
scratch.

Improve efficiency and consistency:

They help you send replies faster while keeping
messaging consistent, reducing errors and ensuring d
professional tone across communications.

— File Home Vie

/ Jx Ignore @

o .
< Flock Delete

New

& Mail

(B Mail from template

s &8 B
Auto format More Mail
options options template

Save email as template

&4 Forward as OFT

£53 Manage Templates

d®



Turning emails into tasks

Click tasks in top bar & 5 0 & @

t Find related >

Select email & right click,
create task. | Advancedactions >  Createtask
You can then edit the task e
title, give it due dates etc.

] View sy &3 Assign policy >

sl

Quick steps great for this!



Open another mailbox via web

Click on your profile pic /
initials in the top right and
select Open another
Mailbox

Type in the mailbox you

need to open (thiS will Open another mailbox

depend on what you have [

access to) and click o Superhighways Info X

Open. It will open in a new "
Tab i o IR



supernignways

harnessing technology for community benefit

Making full use of M365

Q)

Power Automate

Paul Firby -Superhighways

#DigitalFoundations



An intro to:

Power Automate

Part of our Digital i SuUpelrr |g W(]ys
FOUndCItiOnS progrdmme @ harnessing technology for commu




What is Power Automate?

v'Part of the Microsoft 365 suite

- VEnables creation of automated data
| sharing & workflows between different

2 \ applications and services
7 y \ 11 ) .
ol \ v 'Connectors serve as bridges between

‘power Automate | qitarant systems either within M365 or with
" external applications

v There are a range of templates to help you
get started



What is Power Automate?

It lets you create simple automations so that tasks happen
automatically instead of being done manually.

Every automation follows a basic pattern:
+ A trigger (something happens)
+  One or more actions (what happens next)

« Optional conditions (extro rules if needed)

Think of it as linking your systems together so they talk to
each other and do the admin for you.

d®



How does an automated workflow work?

Automations have 3 basic steps (which might
be repeated if it's a complicated flow):

v Step 1: Choose a source & a destination
v' Step 2: Set up a trigger

v" Step 3: Define an action



Common triggers include:

Emails
«  When a new email arrives
«  When an email is flagged or categorised

Forms
« When a form is submitted

Files and documents
«  When a file is created or updated in SharePoint/ Teams or OneDrive

Data changes
«  When a new row is added to Excel or a list

Scheduled time

« At a set time each day, week or month

Other systems @
+  When something happens in another app (e.g. website, CRM, Mailchimp). :



Why it matters for charities

Power Automate helps small teams save time and stay
organised.

It can:

« Reduce repetitive admin

« Make sure important tasks don't get missed
- Create more consistent processes

« Free up time for frontline work

For charities with limited staff or volunteers, it adds |
structure without needing complex systems.



Quick wins to start with

These are simple, high-impact automations:

Forms and enquiries
« Someone fills in a form — confirmation email sent + team notified

Shared inbox
- Email arrives — automatically categorised or flagged
« Unanswered emails — reminder sent

Files and documents
« Email attachment — saved to SharePoint in the right place

These are usually the easiest places to start and deliver immediate -
value. 9 A0



Everyday charity use cases

Finance and approvals
« Expense submitted — sent for approval — finance notified

Tasks and projects
« New service user — create a checklist in Planner
« Event created — generate task list

Data and tracking
« Form responses — logged in Excel or SharePoint
- Updates — trigger notifications

Reminders and compliance
« DBS or policy review dates — automatic reminders



Things to keep in mind
Power Automate is powerful, but works best when:

Your processes are clear

 Your data is consistent

» The team agrees how things should work
» Start small and build gradually.

A good first step is:
« Automating what already happens regularly, not
redesigning everything at once.
Yo



Reality check

Automation doesn't fix messy processes — it just
automates them

» Start with something simple
« Testit
« Adjust as needed

You don't need to get it perfect. It's about improving
things step by step



What welll
be covering
today

What is Power Automate
How does it work

Some examples and demos
Identifying your automation

Mapping the logic

Building your Power Automate

DA\ 6)



Demo 1

Alerting the team to a new Form response via a
shared Outlook inbox

é @



“f j-§ §-J-j-j«i@ ‘




Demo 2

Saving email attachments in SharePoint folders
two streamline the invoice payment process

S



IR T ETrE
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e R, ETEIE® (iE T




Demo 3

Automating spreadsheet management and
communications between two teams

3o



Mapping the problem

Consultancy Accounts team . Buparhighways
- ) Invoice created & team notified &
project completed notified and et h i
& ready to invoice Invoice requested D
updated
Consultancy . . Consultancy
spreadsheet ) Invoice - to do list Accounting spreadsheet
NEEEsE: = Email - Access: Acsounts & T package s Access:
Superhighways Leadership team Superhighways
team team




Creating the flows

Flows

Cloud flows  Desktop flows ~ Shared with me

Name Modified Type

o/
Ready to invoice 9 sec ago Instant

H Invoice done 3 min ago Automated



Requesting an invoice

person selecting a
row and clicking

Trigger setin

motion by a

on play

J

For a selected row —

Post message in the Accounts channel @
Create a task in Accounts Planner (Preview) ®
+
WV
Mark as requested in Consultancy spreadsheet @



Bl Consultancy & « Saved v L Search Alice Linell . = a X

File Home Insert Pagelayout Formulas Data Review View Automate Help Power Pivot Table Design ‘ [ Comments |
c13 VB> fx  =[@Client]&"-"&[@[Pipeline ID]] v
C D E F G H | J K L ta

Expected Invoice F ] ow SN S
1 '| SeleCt the rOW Hstart date -requested? ﬂlnvoice amount ﬂ
2 ‘Pine-l ‘ aid 12/05/2022 Yes £ 1,000.00 2022-05-19T06:32:55.8918137ZE A
3 |Oak-2 that is re(]dy to aid 16/09/2022 Yes £ 600.00 2022-6-19706:32:55.89181372 -« £ Search
4 | Chestnut-3 . . voiced 24/10/2022 Yes £ 1,000.00 2023-10-19706:32:55.8918137Z
S |Elm-4 INnvolce voiced 25/01/2023 Yes £ 400.00  2023-10-19T06:32:55.8918137Z ) Crb i i %
6 Fir-5 voiced _26/04/2023 Yes £ 3,000.00  2023-10-19T06:32:55.8918137Z
7 _Ap_ple—ﬁ Invoiced 27/05/2023 Yes £ 300.00 2023—05»191'06:32:55.89181372E
8 Plum-7 ¢ devel £ 1,000.00 Invoiced 08/06/2023 Yes £ 1,200.00 2023-06—19T06:32:55.891813725 H
9 _WilIOW—B owerBl dasht £ 1,000.00 Invoiced 09/07/2023 Yes £ 1,000.00 2023—07-19T06:32:55.89181372? 2 ClICk On the plOy
10 |Beech-9 g Voice training £ 400.00 Invoiced 30/08/2023 Yes £ 400.00 2023-08-19T06:32:55.8918137Z| button
11 VBirch-IO Consulting Infrastructure £ 600.00 Invoiced 30/09/2023 Yes £ 600.00 2023-09-19T06:32:55.8918137Z
12 Magnofia-11_Consulting Database deve £ 8,000.00 03/10/2023 Yes £ 800000 2023-10-19T06:05:16.8133847
13 [Holly-12__[Training  Video tools £ 200.00 06/10/2023 £ 200.00 _ YT
14 (Cherry-13  Consulting Cyber security £ 200.00 07/10/2023 £ 200.00
15 | , , £ 17,700.00 £ 17,900.00 0
16
=i Ready to invoice >
18 |
19
20
21 |
22
23 Excel templates you
24 . .
= might like a
26
27 ’
28| Sign Out
29 v Microsoft Power Automate 4
< > Sheet1 + HE | . ] >

Ready 7 Accessibility: Good to go [& Display Settings  HH 0] i + 100%



Linking the steps to your data

For a selected row

* Location

®@

Group - Superhighways

* Document Library

Documents

* File

/Consultancy/Consultancy.xlsx

*Table

Consultancy

+ Add an input



Notifying the team

When the invoice task is completed Q)
+
WV

Update the Consultancy spreadsheet @

d

Notify the team the invoice is created @




Considerations to take?

vIdentify where your files are — if it's a Teams file the
linking Excel will require you to have your data in Tables.




What automations would
you like to set up?




Visualising the problem

Is the person
is already in
the database

Yes
N

Would you
like to
receive a

Website form s Excel

Newsletter?

Do not create

No—>
record

o

Update subscribed
to news letter to
YES

Create new person
record with

subscribed to news
letter ticked as YES

)



Power Automate templates

lll Power Automate

@ = |l

%

Home
Approvals
My flows
Create
Templates
Connectors
Data
Monitor

Al Builder

Search templates

All templates Top picks Shared with me

Notify me and store the response
when a student completes a quiz

Micr

EE00

Remote work Approval Button

Keep track of your Twitter
mentions on a Google Sheet

Micr

Sorted by popularity

Visio Data collection Email

Save email attachments from
Outlook.com to Dropbox

i : "

&) Process advisor 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

(& Solutions spreadsheet By Microsoft

@ Learn

d®



Automating automations!

Let’s automate something. What
should it do?

|Describe in detail how you want your automation to work

Generate

This Al-powered feature is in preview. See terms




Alternative integration tools

Solution When to use it Cost
Power Automate Brilliant when working within the Free with MS 365 licence (There is a
Microsoft suite of products but premium version but everything we
harder to link external solutions looked at today is in the free one)
Zapier Free for 3 single step automations. | £200 for the paid version per year or
Easy to use & allows you to £170 with a charity discount
integrate with thousands of
products.
Make Slightly more complex to use, but £100 per year
the plus of this is greater capability
to do branching flows & a lower
price tag.

For more info check out our Integration & Automation resource on our Datawise London site @)
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An intro to:

sSway

Part of our Digital Qy Super'r‘“ghw(jys
Foundations programme @)

%
D

@ harnessing technology for community benefit



P Details E Emphasize A Accent Ces Link @ Focus Points

5 Sway

Kingston Data Hack
o

4 1-Exploring small charity data in the Roya...

Heading 1 Card

R~ 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 undersiand. 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




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

The word data has

5 Sway @ the power to terrify

Heading and excite. For some

Superhighways and
Kingston Voluntary

Action brought

it's simply the together small

hAarina et #f #hat rharitiaec and Aata

4 2 -"| had a hunch" Hearing from peers about...

Heading 1 Card

& "I had a hunch" Hearing from peers about their
Background

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.




5 Sway

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

The word data has
the power to terrify

Superhighways and
N\

Heading and excite. For

Kingston Voluntary
Action brought
some it's simply the

hnring ctiiff that

together small

rharitiec and data

P 2-"lhad ahunch” Hearing from peers about... (6)

Local organisations

~ shared how they : : 2.1 2.2 2.3

Heading have started on Kingston Young Learn English at Man and Bo
their data journey Carers Home

1cina digital tnnlc tn

d®




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

Heading 1 Card

ad 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"

e |ge Card: KCN1jpg

"Why can't | see the password?"




M365 Sway — a summary

v'Use for presentations or online publications

v'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 — event round up
v'Get Online Week — a week in the life
v'CVA annual review

v'Eurther info o>

&




File storage & collaboration —
— OneDrive, SharePoint & —
Teams

@‘ superhlghwoys

sing technology for community benefit




A likely scenario

s

Personal files

Qnisationdl files I /
Laptop
- o




Data storage

1) Office 365

&& OneDrive m: SharePoint

for Business
Store business documents

Store business documents for your
own use in OneDrive for Business. for a team in a Team site. For Jﬁfﬂ
example, stare team plans that

You can find and edit your documents, :
or you can share them with specific everyone updates, or publish
people. And you can sync them to your meeting agendas.

All members of the team can find and

computer or device,

edit documents, And team members
can work on them from their own
computer or device,

Team
site




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

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

Do not save files locally to your laptop (if your laptop fails or is
lost or stolen — your files are lost) >



What is Microsoft Teams?

h— -

[
I

m m

| &

I}
IIE

Bring your team together Chat 1:1 and with groups Make video calls and schedule Team files, notes, and apps in one
online meetings place
Create an open, collaborative Outside of open team conversations,
workspace for your team. Use chat privately and share files and notes Have impromptu or scheduled Your team's tools are organized and
channels to organize conversations by with anyone in your organization. meetings in any channel. Or just call integrated in Microsoft Teams with
topic, area, or anything else. someonel the power of Office 365.




Files in Teams

v'Create folders and upload or create files in public or private
channels

v'Navigate via Channels (public or private) and the Shared
tab or click on Files on the left-hand vertical menu

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

v Invite Guests into your Team to access and collaborate
(they'll need to set up a 365 account and be logged in)

v'Watch the How to videos

o



Microsoft 365 help & learning

‘ How can we help you? -2 ‘

Supercharge your day with Copilot

“\ \
o ok — R
N\ Y

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.
2 ®
ﬁ Microsoft 365 Copilot app Q Outlook @ Word ‘ PowerPoint d Teams
& Excel a OneNote @. OneDrive ‘ Clipchamp & SharePoint

FIND MORE MICROSOFT 365 PRODUCTS >




An intro to MS Teams

Paul Firby - Superhighways



What we’ll cover

- What is Teams?

- Teams desktop, web & mobile apps

- Teams settings, updates & notifications

- Teams & Channels — creating & managing
* Posts

- Files — navigating, editing & collaborating

« Chat — individual & groups

« Calls & Meeltings (See session resources here

d®



What is Teams?!

E—
|
v f—
o
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. @)@

- e e



Make video calls and schedule
online meetings

Have impromptu or scheduled
meetings in any channel. Or just call
someonel]

I}
IIE

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.



Microsoft 365 Training

START WITH 6 SIMPLE STEPS >

R e $ @ 9 & %

Outlook OneDrive Word Excel PowerPoint OneNote SharePoint Microsoft Teams Yammer

More Office apps —

HUBBLE

Tips

R

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



B Microsoft

Microsoft Teams video training

Get started

"o

Quick start

Worl with posts and
messages

| Support Microsoft 365  Office  Teams support

Intro to Microsoft
Teams

i

Start chats and calls

Topics v Quick start v

AN

Set up and customize
your team

What's new  Resources v

Collaborate in teams
and channels

All Microsoft v Search O

Kate White &



Teams quick reference card

Start a new

Your Teams chat

Mic rosoft Teams

Teams e
a_ Your teams

Cornerstone
.

Superhighways
Apps ; E General

Command bar

Tabs

Search for or type a command

General Posts Files OneNote Superhighways Calendar Office clear outday —+ ® Team
—

8

Today = o o @

Philippa Leary 07:07

Just been testing az screen recorder app on my phone. Thinking it could be useful to share a quick how to for tech
support in how to make a team call with peeps we are working with? £3 and you can sent an attachment too with a
step by step. KateKate White Alice Linell Colin Cregan Nine Htet Sorrel Parsons

Your Profile

10 hidden channels @ IMG_2903.JPG how to make a team call.mp4
’ B KVA Staff el
Superhighways Members Alice Linell 08:41
e Brilliant, thanks Philippa, I'll check it out. | wasn't sure, was there meant to be sound on your recording?
@ Philippa Leary 09:09
ES No just testing how the app records. It records everything - so you would chat your way through what your
=) are doing, why and which buttons to press etc.
ApPps
¢’ Reply
©) el
Help . .
Start a new conversation. Type @ to mention someone.
o 5" Join or create a team 33 A & @ B S R - I
'

Join or Create a team

Write a
message

Send your

message

A chat

5



The left hand menu bar

| Microsoft Teams Apps

The activity app is your single inbox for all activity across Teams — when someone posts something in a team
or sends you a message the Activity icon will alert you.

Chat & share files one-to-one or in a group outside of a Team.

Chat & share files with your tfeam. The indicates that you or one of your feams has been mentioned in a
post

Schedule meetings with your feam and have it synch with your Outlook calendar

Call people both internally & externally

“A®




Update to the latest version of Teams

- Click on the 3 dots to the left of your profile pic [ initials at the top right of your screen

* Click Check for updates

. Search

*}% General Posts Files OneNote Planner 5more v~ -+ €3 settings Bteet | « [ ) =
Submit Vote
Zoom —  (100%) -+
Repl
o Keyboard shortcuts
' Forms Tuesday 11:49 Updated About b
© Check for updates

Yes, it k
i Download the mobile app

No, it doesn't 0% (0)

3 responses

¢/ Reply



Structuring your Team with Channels — an Example

Team

Channels

Fundraisin
g

Marketing

Trustees
& Comms

Areas of work

Finance

Beverly
Close

Waverly The Lindens

House staff staff
Staff

Sub teams

Christmas Befriending
party project

S
Specific projects @



Align work groups and manage projects

Microsoft Teams

Teams

AaE@EEO@

. FY Event Planning > Promotion Planning -

S Abpbwe Mpie  blssting Ageiels

u Frrerrremal ey e

MM, S S iy T8 R

Byt Law st l a
FF A b

Please Read! Agenda for tomarmow's call

B Mawting Agewds docs

al— - = =

Final week of prep

Finkching Touches

Conversations, files and
tools in a shared workspace

Threaded conversations
and announcements

Integrated meeting notes
and recordings

Owners, members, guests
and moderators

Public visibility plus private

channels




Update to the latest Teams version

‘)\J General Posts Files OneNote Planner 5more v -+ @Settmgs I Meet v @)

Submit Vote
Zoom — (100%) —+ O

Repl
<’ Reply Keyboard shortcuts

Q Forms Tuesday 11:49 Updated Apadt
© Check for updates

Yes, it works

Download the mobile app

No, it doesn't 0% (0)

3 responses

<’ Reply



Check and amend Notifications in Settings

Settings

**»  Kingston Volunta... (%5

£o3 Settings I

Zoom — (100%) —+ O

Keyboard shortcuts
About >
Check for updates

Download the mobile app

&3
&

General
Accounts

Privacy

Notifications

A =% @ 290 |

M & 3

Devices

App permissions
Accessibility

Captions and transcripts
Files and links

Calls

Recognition

Email

Missed activity emails

Appearance and sound

Notification style

Show message preview

Play sound for incoming calls and notifications

Teams and channels

You will get desktop and activity notifications for:

All activity

New messages, reactions,
and all mentions

Mentions & replies

Personal mentions and
replies to your messages

Chat

Messages, mentions and reactions.

Meetings and Calls

Teams built-in

Once every hour N

GO
@

Customised >

Your customised settings
are active.

Edit

Edit

Control notifications and reminders during your meetings and calls.



Changing your Status

ss»  Kingston Volunta...

£o3 Settings I

Zoom —  (100%)

Keyboard shortcuts
About
Check for updates

Download the mobile app

+

Kate White
katewhite@superhighwa

Available @ Set

‘ ‘ @ Available

‘_ ® Busy
i ‘ @ Do not disturb
Be right back
Appear away

® Appear offline

(© Duration

G Reset status



@mention - to flag a person or team when posting

Search for or type a command Kingston Voluntary Ac... v

Teams 5 Covid-19 Pposts Files wiki + ® Team
E Your teams
(4l Cornerstone
s Let's get the co
Teams o | 55 liab
sU S high T Try @mentioning people you want to collabora:
o ek Select the person or group of

people you want to notify

len

B KVA Staff . -
L% General

Planner  OneNote

Covid-19

on website
(naa Aparajit Alison Ewart There's

{1 Start typing @ and then the name F’éa ke 558

of the person, team, channel or ] Suggestions
tag to generate a list of -,
suggestions admin@kva.org.uk

KA
15 hidden channels e KVA Staff
Team
=
¢

e data protection during this

the pandemic continues. The IC...
1T Testing Team organisation .
KVA Twitter Feed

Channel

KVA Infrastructure
5 people have this tag

@KV
28" Join or create a team £33 Ay @ © B S Qe B

T

v




@mention - to flag a person or team when posting

b

KW Kate White (Guest) X

Add a subject

B 7 U S | Y & a Paagraph v AR | &= = = 2= 9 & ¢ 0 =
Type a message...

Post type

v (=] Post

<J Announcement

2 0@ @ B 9 + o IS

ro



Creating and using Tags

Select the Tag tab and manage or
Create a tag. Then you can
@mention a Tag and all members
will be alerted

KVA Staff o B Team

Sm
General KVA staff communications and Project Channels

Click on the 3 dots next to
your Team name Members Pending Requests Channels Settings Apps Tags 1 more ¥

* Tags assigned to you (4)

1 hidden channel

KVA Staff
Name Members Imported from
General
Oa
Big Yellow & {J  Census 8 4

9



Microsoft Teams —a summary

v"An online collaboration space for your team
v'Conversation, Wiki & Files tabs by default
v'/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

\/Arr”onge meetings — links with Outlook calendar + video [ audio
calls

vInvite external partners into the space (or what about
trustees??

v Teams video training

‘é@f

..



T ETTETTETTETTETGTETETSTETSTSESTE ST T T T T T
Further resources to help you get started...

New to Teams — well show you around - Superhighways
blog post with screen shots

Getting started with Teams — chats, calls and
meetings - Superhighways blog post with screen shots

Microsoft Teams Quick Start Guide - MS resource

Microsoft Teams YouTube channel - Good range of
videos as reminders or to share with others

Microsoft Teams Video Training - as above

Instructor Led Live Training - from Microsoft - book a
date and join

[e)e



v'Structuring & settings
v Posts

, v Files
What we'll be v Adding apps

covering JChat

v Meetings
vManagement

I'll be demoing then you can have a play!




What's your experience?

v'Let’'s see how Polls in a Teams call work!




Make video calls and schedule
online meetings

Have impromptu or scheduled
meetings in any channel. Or just call
someonell

Il

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.



Microsoft Teams help & learning

How can we help you? 2

- Q A & &

Notifications & settings Teams & channels Calls & devices Troubleshoot

New to Microsoft Teams?

Learn all about Teams' essential features here.
MEETINGS >

CHAT >

NOTIFICATIONS >

TEAMS >

CHANNELS >

CALLS >




Discover Microsoft Teams Premium

Enhance security and productivity in Teams with Premium features.

EXPLORE TEAMS PREMIUM >

v Gives you Al notetaking and recap
functionality, including multiple
language captions

v Plus other security and
customisation options

v Non profit UK pricing — circa £40
per user per year (look for the
Upgrade option when using Teams
— you can opt for a 30 day free trial
to test features before committing)

6@?



Teams quick reference

Start a new

ugs
Teams

Apps e

Your Teams

Mic rosoft Teams

Teams

Your teams

Cornerstone
Superhighways

General

10 hidden channels

ol KVA Staff

Superhighways Members

+ :
8 Join or create a team
'l

chat

Command bar

Tabs

Search for or type a command

General Pposts Files OneNote Superhighways Calendar Office clear outday -+ @ Team
—

@

Today = O ;o @

Philippa Leary 07:07

Just been testing az screen recorder app on my phone. Thinking it could be useful to share a quick how to for tech
support in how to make a team call with peeps we are working with? £¥ and you can sent an attachment too with a
step by step. KateKate White Alice Linell Colin Cregan Nine Htet Sorrel Parsons

E] IMG_2903.JPG EhY how to make a team call.mp4 SE

<’ Reply

Alice Linell 08:41
Brilliant, thanks Philippa, I'll check it out. | wasn't sure, was there meant to be sound on your recording?

@ Philippa Leary 09:.09
No just testing how the app records. It records everything - so you would chat your way through what your
are doing, why and which buttons to press etc.

¢ Reply

Start a new conversation. Type @ to mention someone.

A2 OB @B R I

Join or Create a team

Write a
message

Send your

message

Your Profile

A chat

ao



Structuring your Team with Channels

Team

Channels

(some examples)

Fundraisin
g

Marketing

Trustees
& Comms

Areas of work

Beverly . o
Close Christmas Befriending

House staff staff party project
Staff

. Waverly The Lindens
Finance

9
Sub teams Specific projects @



Updating to the latest version

v Click on the 3 dots to the left of your profile pic or initials in the top right of your screen
and then click Check for updates

. Search

%

OA@ General Posts Files OneNote Planner 5more v T

Submit Vote

<’ Reply

<ingston Volunta...

i@) Settings I Meet | ~ ®
Zoom — (100% + O3

Keyboard shortcuts

About >

. Forms Tuesday 11:49 Updated
(-}

Yes, it works

Check for updates

No, it doesn't

3 responses

<’ Reply

Download the mobile app

0% (0)




Teams settings

v Click on the 3 dots to the left of
your profile pic or initials in the top
right of your screen and then
Settings (the cog wheel icon)

v"Now choose
from the left

ess  Kingston Volunta... (ws h(}lnd menu (Or
. work your way
£33 Settings 1 Mee through) to

customise the

Zoom — (100%) + default settings

Keyboard shortcuts
About >
Check for updates

Download the mobile app

Settings

Find in Settings (Ctrl+F)

General

Appearance

Chats and channels
Notifications and activity
Accounts and orgs
Privacy

Accessibility

Devices

e DO H Oy B

Calls
Files and links

App permissions

m @ O

Recognition



Changing your Status

v Click on your profile pic
or initials

v Change your Status
(this automatically
updates e.g shows Busy
when you're in a Teams
call), but you can
override. Do not disturb
will pause notifications

v"You can also Add

another Teams account.

When listed, you can
then switch between
different Teams you are
a member of.

Kingston Voluntar... {‘
9 .0

Kingston Voluntary ... Sign out

Kate White
katewhite@superhighways.org.uk

. A
View account ©

® Available P
@ Set work location b
@ Set status message ?

®

Add another account

@® Busy

@ Do not disturb
O Be right back

@ Appear away

(® Appear offline

(® Duration

d®



Choose your preferred layout

Settings Chats and channels

Find in Settings (Ctrl+F)

= Viewing chats, teams, and channels

General See all conversations in a combined view, or keep chats separate from teams and channels.

%

+

+\4

Appearance

Chats and channels

Notifications and activity -]

Accounts and orgs

Combined O Separate @
Privacy

¢ 0 D)0

¢ SRR B T T

O

d©



Posts tab (broadcast messaging)

v~ Send a message to a

Channel
| e Mahirah Rahman 13/01 13:00 Edited v @Mentlon SpeCIfIC
" people or the whole
Jan newsletter - what we've been up to channel
HiEenera,, v Click on the Plus to
Schedule your post
Can you please send me one thing you've been working on recently for the newsletter? Also remind me where you went v
on holiday for me to add to the "Enjoying our Christmas and New Year breaks!" bullet point (& HOV,er over someone
else’s message to add
Newsletter will go out this afternoon hopefully. Thanks! an emoji (thumbs up
and more)
¢ @
v Reply to postsina
£° Sorrel Parsons 13/01 13:01 threqd
Creating a new Ai for small charities course in partnership with NAVCA for community development workers across
the UK to deliver (sorry, bit long!). v" Click on the 3 dots for
0 é more options including

Pin the post for everyone
ﬁ Clare Chamberlain 13/01 13:55

Preparing for up-coming January Training events:

(See screenshots in Chats

¢ Power Bl Interactive Dashboards - 14/01/2026 section for further info) ;
® Advanced Excel Tips & Tricks - 15/01/2026
¢ Advanced Power BI Training - 20/01/2026 @

* Exploring the new Indices of Deprivation data for London - 26/01/2026



Searching & filtering to find things

v Use the Search bar at the top of Teams to search on

keywords

v Refine your answers by Filtering on Messages, Files

etc

v To find Pinned posts or chats — click on the Open

details icon

screen

v Similarly you can use the Search icon at the top of
the left hand menu in Teams or Chat, The Unread
filter can be quite helpful!

Teams

&)

1 Q

Filter by channel name

Unread

Channels

Communities

at the top right hand side of your

O v

Chat

Filter by person or chat name

Unread

ER%

Planner

Messages Files Channels Group chats Meetings Images

Rosa & Kate (Bookings & Planner)

Rosa

ﬁ} Data planner (DWL Year 3 & Data projects).xlsx
="] Cornerstone > General

=" Planner session plan.docx
= Digital Foundations > General

Q  Planner 3 in:Superhighways

Recent messages

Kate (You): No it's fine - just showed the right click and add to Planner
feature

Sorrel Parsons

jg  Joy: Thank you. See you at the planner training

E Microsoft Teams essentials training | B, Kate, Laura, +3

03/06

03/06

d®



Shared tab (used to be called Files) . Click on new to create a file to

store in that location. You can also
add a file or web link

General Posts |Shared V] Page Digital Foundationsw... Miro Website +3 (@

v'Upload files from your device

© In messages v'Everyone in that Channel will have

7T Upload v BB Editin gridview [ Share & Copylink == — All Docum
3 Folder
Documents > General
@ Word document
Y  Name v Modified v Modified By -
@v Excel workbook
L Assets January 20, 2023 Sorrel Parsons
@ PowerPoint presentation
L. Co-design workshops June 10, 2022 Sorrel Parsons
o. OneNote notebook
I CVS Development Worker Network October 10, 2022 Clare Chamberlain ) Forms survey
Z_ Development June 5, 2023 Sorrel Parsons @ Visio drawing
T Evaluation & reporting February 5, 2023 Kate White | Markdown document

5| Text document

& Clipchamp video @

& Link



Working with files

O @ CVS co-design session plan.docx

v Click on the 3 dots to the right of the file name to access the menu

v Choose where you want to open the file (you can override
the default with your own preference

v'Choose from a range of other options to manage your file
including Copy link and Rename file

v'Pin to top for the file to display above the list giving quick
access

“Move or Copy the file to a place of your choice (within the
Team or to another Tedm)

' ﬁﬁ Edit in Teams \
Us Open >
L2 Preview @ Openin browser
& Share @& Openin app
& Copy link \@3 Change default app)

) Make this a tab

g Manage access

1] Delete

% Favorite

Add shortcut be

J Download

ED Rename

& Open in SharePoint

<P Pinto top
_—

H
fo Move to

d®

(O Copy to




Adding other Apps

RBK Contract (Lot 1) Posts Shared ¥ Page RBKGrant +2

v Click on the + icon in the top menu to the right and choose Apps

v Select the App you want to add for example
Forms

v The App should now show in the menu bar —
you may need to click on the + to seeitina
drop down underneath

Search for apps

s @ » a € 0

Word Forms PowerPoint Excel Planner

Add a new app

RBK Contract (Lot 1) Posts Shared v

Whiteboard

Page

@ New page

& Existing page

B3 Apps

Power BI

RBK Grant |+2

Edit | Device expression of interest

form



Some Chat tips Chat - a (o

v Click on Chat in the left hand menu and the Pen/Square icon to start a new chat

v Type your message and click on the arrow to send

Type a message

v |© 2 ¥ & + | P

v Click on the A with pencil icon to access the standard formatting options

B 7 US =i %9 A A 9 & @ - -

Type a message

 Ol2ly & + P

Q)

v Click on the paperclip icon to attach files (either upload from device or paste an image

d®



Chat tips continued

v Click on the + icon for more options

B 7 U S |i= &

Type a message

v This includes the Schedule message feature where you can set a

AA

9 = [©

ry © 20

date and time for your message to send — very useful!

ZA )

Q. Search for apps

Schedule message

Set delivery options
Schedule meeting

Record video clip

5

o



Chat tips continued

v Hover a chat message you've received and choose an Emoji reaction (we use thumbs up
a lot to show we've seen a message). Click on the Emoji + icon for more.

¢ e GlB| ¥

Rachel White Friday 16:27 Edited

~~ Forward >

RW | have been asked to speak at a webinar about mapping so | will need to ask you the steps that you did for
the maps and what software we have used for the website. If you do consultancy for non-Kingston groups & Copy link
then | can forward your details
[] Save this message

Reply with quote 2 Pin for everyone
v Click on the quotation marks to reply
e . ¢ Ve G @2 -
to a specific message (it shows . W) Seriedale o Ieply
inline) @ Create Planner task
v Click on the 3 dots ellipsis for more - a % # Follow up on a message
i & & e &
Optlons a% Translation 2

v These includes Pinning the message (so stays visible), Creating a Planner © Report this message

task or in More actions — send to Outlook or set up other Workkflows

More actions >




o ® Paul, oSorreI Chat  Shared
Group chats

Type a group name

v"When you start a new Chat - just add multiple people to turn into a Group chat

v Add a Group chat name if you'd like to by clicking on the pencil icon next to the member
names

v At a later date you can add additional people by clicking on the People .
+ icon at the top right

People (3)

@ Kate White
(O You

Paul Firb
% aul Firby

v"You can then choose what chat history they can @o Sorrel Parsons
see .y
Enter a name, email, or tag I.’é Add people

Inclu
Include all chat history

Cancel

@ Don't include chat history
O de history from the past number of days: 1 @




Setting up a Teams meeting from Outlook

v"You can do this from your Outlook calendar — create a calendar entry and as soon as you
have added an attendee, depending on your settings, either the Teams meeting option
will show as on, or you might need to manually click, to toggle it on

EF Scheduling Assistant  [5] Response options ~ [gg Busy v {J Categorise &
- . Calendar
22| |add a title
E"é Invite attendees Optional
(® | 25/05/2022 08:00 | @  Alday @ Timezones

25/05/2022 08:30 @ Don'trepeat v
@ Search for a room or location [ ] B Teams meeting
1o} 15 minutes before -

Add a description or attach documents

v W@ b 2B 9A6)



Setting up a Teams meeting from the Teams Calenda

v/ Alternatively, you can create your Teams call directly in the Teams calendar (see left hand
vertical menu bar)

v Now invite attendees as usual — they will get a link to the Teams call included in their
calendar invite so they can click to join

New event - Calendar

Al @ series | @y De Ov G| O v Click on Response

Activity .
o Calendar (katewhite@superhighways.org.uk) = 0] ptlon s dn d tog g Ie
E‘) Response options ; _ . on/off the OptlonS —_
Chat 32 Add title U  Response options . . .
« Hide attendee list is
o S high Inf o . . . .
) & (@ et X % v similar to BCC in email.
Teams
®  Mon 08/06/2026 00:00 - 00:30 G &7 Scheduler
&
ST £% @ ) Ifconflicts arise, let Copilot reschedule this event. Acceptable times
Request responses ‘:)
(%?5 ©  Add a room with Copilot Gy v Allow forwarding D

01 @D Teams meeting % Facilitator is off for this meeting. Turnon  £83 Options Hide attendee list @

Files

Add optional attendees

e
5



Meeting options

v Click on Options for more settings

New event - Calendar

8 bent| Dseis @Ry T O dv @

(] Calendar (katewhite@superhighways.org.uk) ~

82| Addtitle @)

o s i:ﬁmfghways Info 3¢ o3 .
@  Mon 08/06/2026 00:00 - 00:30 G &3 Scheduler
& @ If conflicts arise, let Copilot reschedule this event. Acceptable times

® Add a room with Copilot @t >
(B4 () Teams meeting % Facilitator is off for this meeting. Turn on 533 Options

Meeting options

(=

\X

Meeting access \

Roles

Production tools
Participation

Recording & transcription

Copilot and other Al

Accessibility )

v Click on Options for more settings and work your
way down the list to override default settings

X
a
(2] Meeting access
Who can bypass the lobby?
Even if Everyone is selected, your org policy may require certain participants wait in the lobby
until a member of your org or a trusted org joins. This could include people joining without an
account, people from untrusted orgs, and people dialing in.
People in my org v
People dialing in can bypass the lobby @

Who can admit from the lobby

Organizers, co-organizers, and presenters N

Show meeting info on join screen
Display details about the meeting like title and start time, number of others joined, and presence
of the organizer.

Users allowed to by pass the lobby v

Announce when people dialing in join or leave Q



Settings when joining a meeting

Choose your video and audio options

&) Computer audio

Room audio

By  Don't use audio

Join now



Choose [ add a background

v Before you Join a meeting, Click on v Your background image should satisfy
Effects & avatars and More video effects the following formatting requirements

Image requirements:

@ - @ | @ Effects and avatars
Video effects Avatars ¢ Min Size: 360 x 360 px

Max Size: 2048 x 2048 px

File type: jpeg, jpg, png, bmp

Aspect ratio (Width:Height): Less

than 4

Backgrounds

Filters

@V

None

avowrlgiriscue @8
gowigiiegie @y@(@

v Choose from Blur or one of the
background options. Or click Add new to
upload your own

Video effects X

Backgrounds

%) %~
None Standard blur

v If you have writing — it will show as
‘back to front’ to you, but the right
way round in the meeting for S
others!



Meetings tool bar

Useful features:

v Switch between Gallery & Large gallery /
Together mode

v"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

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

v 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. If you have Premium
Copilot — you will get an Al recap

Add an app

Device settings
Call health
Meeting options

Meeting notes

(i) Meeting info

Gallery

3 Full screen

%% Apply background effects

d Turn on live captions

Start recording

=] Start transcription




Sharing screens

Share content Include computer sound ||:

Click on the Share icon to the right of the
microphone icon on the tool bar Presenter mode

Add background

& B +

Window (9)

Chat Reactions Rooms Apps

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 {g] Contentfromcamera
Reporter Share:a docinisert s whileheard and wors

PowerPoint Live

See your notes, slides

fides, and gudence w

If you want to share screens and play a video -

«i Digital Foundations recap for first partnership...
remember to toggle on Include computer sound

‘8 User needs statements
«8 Digital Foundations overview CVS codesign s...

M M365 Admin Training 1




Sharing interactive Apps

. Share content Include computer sound ||Z|
You can also link and share other Apps to your

Teams meetings to make them more interactive Presenter mode

One option is a Poll — you can set up in advance S =2 Akt Bachgromnd

and then launch from the Meeting tool bar e

You can also set up and prepare a Whiteboard in
advance of a meeting and then Share this so
everyone can interact within the meeting window
e.g. add sticky notes when doing a practical
exercise. Choose one of a good range of templates

Templates (2 Fearch all templates ] x

+, Recommen ded
Recommended Start with blank canvas
My templates

&2 Shared with me
Q Brainstorming

€3 Problem solving Affinity diagram Topic Brainstorm Where in the world

Q. Design and research

«i Digital Foundations recap for first partnership...

AN
|7 Strategy Y

—— 1
B Foeigliniig =t ‘8 User needs statements
& Retrospective Daily stand-up Moodboard Cause and effect diagram 1 Digital At = CVS codesi
= i oundations overview codesign s...
Q Games g 9

Py 1 k4 1 R
B8 o fo new whitebosrds # M365 Admin Training 1




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)

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.

Manually

Choose the people you want to put in each room.

Cancel

Create rooms




Click on the Cog wheel icon to open the
Click the 3 dots to manually Settings window

make any changes needed and
e.g. to Add another room

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

room
Breakout rooms

{ Settings

= | Assign participants

- A . - -
| All participants are assigned

Assign presenters to manage |
rooms

Manage rooms Add room

Set a time limit

E Room 1 (0)

J This room is empty

| Room 2 (0)

) This room is empty

Automatically move people to
rooms

Let people return to the main (

meeting

d®




Accessing recordings & transcripts

v Option I: 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

.. . [l Meeti ded 1h 42 Yesterday 15:04
Teams training LinkAgeS... 30/06 = SECRRERRES, Sl RSER

Transcript is available

, . . Meeting Attendance report
Hybrid session evaluation — 09:18 Transcript Click here to download attendance report
User added

(® 01July 202111:00 - 11:30  Show meeting info

e )
T

O

Transcript Attendance ¥

\. J




Accessing recordings & transcripts

v Option 2: Or go to your calendar and double click on the Meeting entry & click on

Transcript

Teams training LinkAgeSouthwark chat Files Details  Scheduling Assistant

4 Download v | Ti] Delete

a 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.

Recordings & Transcripts




Recordings — beware of expiry settings

v The default expiry for Teams meeting recordings is 60 days

v"You can override this by hovering over the recording and selecting Manage

| / ii l @ Manage -

{1 Download

® Expires in 33 days ? Extend by 60 days
w

: @ @ Remove expiration
‘ ._’ AlissaSl...  Rachel.
s _
JOrY
6

v'You can download the video file and choose where to store it OR you can click on
the arrow and Extend by 60 days or Remove expiration entirely

@®



Al Recap (with Teams Premium or Copilot Premium)

vIf you turn on Transcription, an Al Recap Microsoft Teams essentials training @
will automatically be generated — giving
a summary and actions list.

&7 speakers © 5 tasks

EI%‘ Transcript EE Attendance
v'Click on View recap in the Meeting chat
(  Microsoft Teams essentials training
v Click on = . 7
3 June 2026 10:00 - 11:30 Audio recap | & Share ~ Copilot
the arrow to
eXpO nd / Shared files
CO| IG. pse =] Attendance
sections
Notes Custom summary Mentions Transcript
v Copy to
Sha re With Al-generated content may be incorrect O
others
Meeting notes Expand all
\/que a D(Jverview and Structure of Microsoft Teams: Kate provided an introduction to Microsoft Teams, explaining its core functionalities, including video calls, file sharing, chat, and organisational

structuring with channels, and discussed how the Superhighways team utilises these features for collaboration.

listen to the
. I » File Management and Collaboration in Teams: Kate guided participants through file management in Teams, detailing how files are stored, accessed, and collaborated on, and explained
AUd 10 reca p . integration with SharePoint, version history, and pinning documents for easy access.




Managing your Team

v Hover over your Team name and then click on the 3 dots ellipsis

v"In the options list, click Manage team

v Click on the Members tab at the top

v If you are a Team owner, you can add
Members and give Roles

v We'd suggest having more than one | | )
owner for a Team (in case they are off ™ h o e e
sick or leave the organisation) b8 cotn cregen owner

% Kate White Owner v
©_ Sorrel Parsons Owner v

v If you invite an external person to your — _\'
team (this may need to be enabled in | Herbmmsseno
your M365 Admin portal), they will show/| Tie Location Tgs O Team role
as a Guest

v a Digital Foundations

8 Digital Foundations Channels

-+ Add member

v Owners (3)

R Hide all channels

& Add member

{# Add channel

€§3 Manage team

) Manage tags
& Copy link

T Archive

I'__é Leave team

W Delete team

Members § Pending requests  Settings  Analytics Apps Tags

Search members

C® christine 4@

Guest

J




Adding channels

Click on the 3 dots ellipsis to the right of your Team name to Add a

channel

Give your channel a name (to add an icon -
click the Windows key on your keyboard,
usually to the left of your space bar, and the
full stop key)

Choose the appropriate access level. Private
channels will be indicatged by the padlock
icon next to the name. You then choose
which members of your team can access.

R Hide all channels

S Add member

{7 Add channel

Create a channel

Channel name *

5| Test comms

Description

Help others find the right channel by providing a description

Choose a channel type * @

Select v

o Standard
Everyone on the team has access.

& Shared

People or teams in your org or outside your org can have access.

B Private

Specific people on the team have access.

d®
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Getting
started with
MS Copilot

@A G
b supernlgnwoys

A -

@




. What is Copilot
What we will 2. Different ‘versions’
cover today 3. Practical use cases
/. Some tips re prompts’
5. Hands on time throughout
5. Paid version demo
*Were /hc/ud/hg some slides frqm Microsoft's new M/crosofz‘ 36f5 Co,o/'/(_)z‘ Qu/cksf‘art Training for ’ @)
Nonprofits: Learn to integrate Microsoft 365 Copilot in your work' and will share links to future sessions @Y

—



What is Copilot?

This is what Copilot says....

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
questions and brainstorming ideas to offering advice
and creative inspiration.

Powered by ChatGPT-4 (developed by Open Al) and
Claude.qi Z/Anthropic, for some specialised coding tasks)




Generative Al

Text based prompts to generate..

v More text!

v Images

v Video

v Speech (voice)

v" Customer service chatbots
v Fixing code

And much more. Watch a brief video explainer here.




Start your Microsoft Copilot learning journey

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

)

Copllot Lab

Start your Copilot journey
4y button \ 4y button .y button V - aybutton

\

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

/ ,,f/////////////// o W/'// T .. ' . Uiy,

@)\



Different versions




Copilot in Bing

E® MicrosoftBing (O, what is copilot in bing please explain g 0 g (2 Deep search
Q SEARCH COPILOT WORK VIDEOS IMAGES MAPS NEWS SHOPPING { MORE TOOLS
About 324,000 results
@3 PCMag
https://www.pcmag.com/explainers/what-is-microsoft-copilot = g 6 SEEs

What Is Copilot? Microsoft's Al Assistant Explained | PCMag

Copilot in Bing is an Al-powered assistant designed to help
: you with a wide range of tasks and queries. It leverages
: Q advanced language models to provide information, answer
- questions, assist with productivity tasks, and even engage in

weB 18 Jun 2024 - Copilot is a conversational chat interface that lets you search for specific meaningful conversations. Here are some key features:
information, generate text such as emails and summaries, and create images based on text
prompts you write.

1. Information Retrieval: Copilot can search the web to find

up-to-date information on various topics.

Tags: Whatls... Michael Muchmore Lead Software Analyst PC Magazine

2. Productivity Assistance: It can help with tasks like
Videos of What is Copilot In Bing Please Explain drafting emails, creating summaries, and managing
bing.com/videos schedules.

(oI el iey| Microsoft Copilot Explained for Windows Copilot, Bing

Copilot & Microsoft 365 Copilot (2023)

12.4K views - 10 months ago




Copilot Windows

preview - no longer
available

Copilot

The Copilot Preview for Windows is an early version of
Microsoft's Al-powered assistant integrated into the Windows
operating system. It aims to enhance productivity and user
experience by providing intelligent assistance directly within
Windows. Here are some key features:

1. Task Automation: Automate repetitive tasks using natural
language commands.

2. Contextual Assistance: Get help based on the context of
your current activity, whether you're working on a
document, browsing the web, or using an app.

3. Integration with Microsoft 365: Seamlessly integrates
with Microsoft 365 apps like Word, Excel, and Outlook to
offer suggestions, automate tasks, and provide insights.

4. Voice Commands: Use voice commands to interact with
your PC, making it easier to perform tasks hands-free.

5. Personalization: Tailors its responses and suggestions
based on your usage patterns and preferences.

Would you like to know more about any specific feature?

db Q LD q’) 3 of 30 responses

Al-generated content may be incorrect

Ask me anything...

P 1027 o
) & 0004 B

©

Commercial data protection applies to
this chat. Use discretion when sharing

personal and organisational data.




Copilot Chat

(part of your M365
subscription)

1 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...

7 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,
faster, better?

What are some cutting-edge
technologies in sports?

() New chat Ol ®

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?

/ Improve my writing

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



Copilot M365

paid licence (circa
£30 per month ex
VAT — now with a 15%
discount for non
,orof/'z‘s)
@_} 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

)



CoPilot (free) v CoPilot (paid)

Your plan: M365 Copilot (Basic) responds using
web data, your uploads, and content you're
viewing in the app. Al-assisted file editing
included. Availability may be limited during peak
demand.

Lifelong Learner U,
M365 Copilot (Basic) @

Your plan: Microsoft 365 Copilot—answers are
powered by Work IQ which reasons over your
meetings, emails, chats, files and more.

Paul Firby
M365 Copilot (Premium) @

O
do



- CHARITY i i
t.. DIGITAL United Kingdom v

Q CATALOGUE DONORS v  GROW YOUR SKILLS v  ABOUT HELP

Microsoft Copilot - Nonprofit Cloud
Subscriptions

Donor Partner: Microsoft Cloud
Language: Multilingual

Software category: Cloud Computing
Media: Subscription

Product ID: G-58500

What Products Are Available?

Copilot for Microsoft 365

Copilot for Microsoft 365 integrates Al functionality into Microsoft 365 services, including Outlook, Excel, PowerPoint,
Teams, OneNote, and Word.

You can use Copilot for Microsoft 365 to summarize documents and meetings, draft written content, get suggestions
and feedback for your work, and analyze data — all from within Microsoft 365 apps.

An active Microsoft 365 or Office 365 license is required to add a Copilot for Microsoft 365 license.

Microsoft Copilot Studio

Microsoft Copilot Studio allows you to create custom Al assistants for employees, volunteers, and constituents.

You can use premade content building blocks that contain topics, trigger phrases, and scripts for conversations. The
Al assistants you create can generate answers drawing from internal and external sources.




Top 10 to "Try First"
with Microsoft 365 Copilot

Foundational skills for new users

G 1
Recap a meeting

- let Copilot keep track of key
topics and action items so you
can stay focused during the
meeting and avoid listening to
the recording after.

=) Draft an email with notes and
action items from meeting

) 6

Give me some
ideas for ...

— boost your creativity with
ideas for your work such as
agendas, product names,
social media posts, etc.

Suggest 10 compelling
taglines based on file

e 2 &

Summarize an
email thread

- get quickly caught up to a
long, complex email thread.

) Click on the Summarize icon

7 o

Help me write ...

- jumpstart creativity and write
and edit like a pro by getting a
first draft in seconds.

| Generate three ways
tosay [x]

For more prompts, visit Copilot Lab at: aka.ms/CopilotLab

\ 4

* Slide from ‘Microsoft 365 Copilot QuickStart
Learn to integrate Microsoft 365 Copilot in your wo

Draft email

- personalize the tone and
length.

Draft an email to [name] that
informs them that Project X is
delayed two weeks. Make it
short and casual in tone.

What did they say ...

- when you vaguely remember
someone mentioning a topic,
have Copilot do the research.

What did person
say about topic

8

3| O

Summarize a
document

- get right down to business
by summarizing long

documents and focusing
on the relevant sections.

) Give me a bulleted list of
key points from file

Revise this content

- when you've got a rough
draft of an idea, turn it into
usable text and then vary
the length and tone.

-} Rewrite with Copilot

Tell me about a

topic/project

- provide insights and
analysis from across
multiple sources to get
up to speed quickly.

~ Tell me what's new about topic
organized by emails, chats, and files?

o 10

Translate a message

- with organisations
becoming increasingly
international, it's important to
be able to read or write
messages in other languages.

) Translate the following
text into French:



Introducing prompts

Define Talk to it

I, Expertise you need v For this task act as an expert in..
2. Your task v You will need to be..

3. Objective v Your task is to...

/. Relevant context 7 Be aware of..

5. Output/format you want 7 Our audience is..

v Include/exclude..
v Give me the output in this format...

Copilot tutorial: What is a
prompt? - Microsoft Support




The art and science of prompting

1. Tell Copilot what you need

Prompts are how you ask
Copilot to do something for
you — like creating,
summarizing, editing, or
transforming.

Think about prompting like
having a conversation, using
plain but clear language and
providing context like you
would with an assistant.

* Slide from ‘Microsoft 365 Copilot QuickStart
Training for Nonprofits: Learn to integrate
Microsoft 365 Copilot in your work'

Learn about projects and concepts:
"What is [Project X] and who are the key stakeholders working on it?"

Edit text:
"Check this product launch rationale for inconsistencies."

Transform documents:
"Transform this FAQ doc into a 10-slide onboarding guide."

Summarize information:
"Write a session abstract of this [presentation]."

Create engaging content:
"Create a value proposition for [Product X]."

Catch-up on missed items:
"Provide a summary of the updates and action items on [Project X]."




The art and science of prompting

2. Include the right prompt ingredients
( Goal ) ( Context )

What response do you want from Why do you need it and who
TO get the beSt Copiltot? & d t is in)\{rolvgd? t
response, it's
important to

focus on some of Generate 3-5 bullet points to prepare me for a meeting with Client
the key elements X to discuss their “Phase 3+" brand campaign. Focus on Email and
Teams chats since June. Please use simple language so | can get
up to speed quickly.

when phrasing

your Copilot
prompts.
Which information sources or samples How should Copilot respond
should Copilot use? to best meet your expectations?
. e . . g Source ) Expectations
* Slide from ‘Microsoft 365 Copilot QuickStar

Training for Nonprofits: Learn to integrate
Microsoft 365 Copilot in your work: w

-




Suggested Copilot prom

Microsoft prompts ‘Your prompts Team prompts

App v Task

~ Jab type

~ Copilot agent

(& Stay informed

What's the latest from person ,
organized by emails, chats, and
files?

= o

7 Create presentations

Create a presentation from file

#’ Write a formula

Write a formula [for the average
of each column]

noa

#Z Name a product

Suggest a list of product names
for a state-of-the-art toaster
that is energy efficient and
stylish.

e

) Write more confidently

How can | more concisely
describe [time management]?

© Create an agenda

Add a meeting agenda based on
my prior meeting notes with
[World Wide Importers]

7 Generate ideas

Suggest inexpensive ways to
optimize our website for organic
search.

-]

Q Find specific information

What does the document say
about [roles and
responsibilities]?

n
L]

7’ Draft an agenda

Draft an agenda for [the team
retrospective meeting]

-]

© Get a to-do list

Get a to-do list from my
Fabrikam client meetings.

= oa

# Draft an email

Write an email congratulating
my team on the end of the fiscal
year.

> Find the right questions

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

- ]

S

Copilot Prompt Gallery

9
36



The art and science of prompting a

- Generating content ideas /v‘il Gaining insights
H - Lead with broader requests, then give o Ask for a summary of a specific file, then
FOIIOWIng up on specific details about the content. ask relevant questions to gain deeper
your prompts iRSighEs.
helps you N i
Y ; e.e Enabling insightful a# Translating languages
collaborate with o meetings Ask Copilot to translate a sentence to one
. . of the supported languages, then ask for
COp I |Ot, to g ain Request a meeting recap, then ask for more conrizit ora regiongal dialect.
more information about what you should
more useful, know.
tailored responses. : .
P Storytelling assistance @ Solving technical problems
Ask Copilot to write a story, then guide it =4 Present a technical problem, then narrow
by giving more specific, relevant details. it down, or ask for step-by-step guidance.

s
* Slide from ‘Microsoft 365 Copilot QuickStart
Training for Nonprofits: Learn to integrate

Microsoft 365 Copilot in your work' w’ﬁ

@w

—



The art and science of prompting

Copilot tutorial:
What makes a
good prompt? -
Microsoft Support

Following up on
your prompts
helps you
collaborate with
Copilot, to gain
more useful,
tailored responses.

* Slide from ‘Microsoft 365 Copi
Training for Nonprofits: Learn

Microsoft 365 Copilot in your wi

3. Keep the conversation going

Generating content ideas
Lead with broader requests, then give
specific details about the content.

Enabling insightful

meetings

Request a meeting recap, then ask for
more information about what you should
know.

Storytelling assistance
Ask Copilot to write a story, then guide it
by giving more specific, relevant details.

lot QuickStart
D integrate

ork

=,

-
-

Gaining insights

Ask for a summary of a specific file, then
ask relevant questions to gain deeper
insights.

Translating languages

Ask Copilot to translate a sentence to one
of the supported languages, then ask for
more context or a regional dialect.

Solving technical problems
Present a technical problem, then narrow
it down, or ask for step-by-step guidance.




Let’s all open
COp"Ot (free version)




Either find Copilot from your M365 landing page Or if using any of your M365
(www.office.com) once signed in apps in the browser — click on
the App launcher and select
or search for Copilot

25 https://m365.cloud.microsoft/?auth=2

| ﬁ Q_ Search
Home p lau e
. . Find Mi ft 365
@ Welcome to Microsoft 365 Copilot oA M S0 AP
Copilot
9 Schy
g C & o :
Pages /O Search Microsoft 365 Outlook OneDrive Word Excel
ﬁ °
@ W & & »
PowerPoint OneNote SharePoint Teams Power \d
m
Automate

@ E v & € |
Partner Calendar To Do Forms Planner 1offi

B

o » O B = -
Whiteboard Stream Bookings Lists Sway e

+8

+ © J

®@ & B ¢ L

Delve Microsoft Add-Ins Viva Power BI o...
Forms (Temp) tist

o &..

Loop Visio More apps i

info,

—



Let’'s have some
hands on time
looking at a
range of use
cases




Drafting an
email




Exercise: Draft an email to an
invite to an upcoming AGM (or
similar event ). Ask for two
different versions for different
audiences e.g. members and
partners.




Free version
response

~
Sun 07/06/2026 15:58
h me asap.

and data skills

Copilot X

= © a8

I've drafted an email for you to Paul Firby and populated it with his work address
(paulfirby@superhighways.org.uk). office

‘@ Subject: Request for help with my WordPress project

Email body
Hi Paul,

| hope you're well.

I'm currently working on a WordPress project and was hoping to get your advice. |
remember you having strong experience in this area, and I'd really value your input.

I'm particularly looking for guidance on a few aspects I'm finding challenging, and
even a short discussion would really help me move things forward.

Please let me know if you might have some time in the coming days for a quick
chat.

Thanks in advance, and I'd really appreciate your help.

Best regards,
Lifelong Learner 01

You can use this draft as a starting point and edit it before sending.
% Tip: If you want a higher response rate, | can tailor a version that:
= Mentions the exact WordPress issue (themes, plugins, SEO, hosting, etc.)
= Suggests specific times to meet

[Message Copilot

+ 9

Al-generated content may be incorrect




Paid version

response

Help with my WordPress project

B> Send | v @ ~ @ @
To Bec
Cc

Draft saved at 1:08 PM

i\

Hi,
| hope you’re well. I'm working on a WordPress project at the moment and was wondering if you'd

be able to help me.

| could use some support with setup and development, and I'd really value your advice and
expertise. If you're available, I'd be happy to share a bit more detail about what I'm trying to
achieve and discuss how we might work together.

Thanks very much for considering this, and no worries at all if your schedule is too full right now.

Paul Firby

Tech Development Advisor
Superhighways

| work part-time, Tue, Wed & Thu

Tel 020 8152 8825
Superhighways | Datawise London
Linkedin | Bluesky,

Book our digital & data training

Sign up to our eNews

Explore our 2025 Impact Report Highlights

Copilot X
= Q -
Today

Help me write an email to lll, asking for elp with my wordpress project
@) Copilot

Your email draft has been written and saved.
If you'd like, | can:

- Personalise the tone (more casual or more formal)

« Address it directly to a specific person

« Add brief details about the WordPress issue (theme, plugins, fixes, build, etc.)
- Tighten it up to be shorter and more direct

Just tell me what you want to adjust.

0469 O

Make it more casual
Add details about the WordPress issue
Shorten and tighten the email

What do you want this email to say?

+ & X )




Summarising
a report or
web article

©



Please summarise the KVA strategy attatchedpdf-version-kva-strategy.pdf

',‘. Copilot

The Kingston Voluntary Action (KVA) Strategy 2025-2028 document outlines a comprehensive plan aimed at
fostering stronger organisations and healthier communities. Here are the key points:

Foreword and Introduction

s Foreword by the Chair: Nigel Newby, the Chair of Trustees, introduces the strategy, emphasizing KVA's
commitment to supporting community groups, charities, and not-for-profit organisations in Kingston and

across London 1.
® Our Story: KVA's journey began in 1968, evolving to meet the changing needs of the community and the
voluntary sector 1.

Vision, Mission, Values, and Strategic Aims

* Vision: Empower communities and individuals to drive social change towards a fairer, more inclusive,

haalthinr and hanniar cacint 1

Can you provide more details on the funding strategy? What are the main challenges KVA anticipates?

How will KVA support mental health initiatives? %&) View prompts

Upload your
Message Copilot document to
summarise
(® Add content

0/ 16000 @




Exercise: Upload a report of
your choice and [ or paste a
link to a specific web page and
ask Copilot to summarise for

you.




Creating
copy for
social media
posts



Promoting a website page via Social Media

Our prompt:

We asked

For this task act as an expert in: UK charities, Social media in the UK, best

COPI'Ot tO reod d practice in UK charities social media use, the demographics of different
users for each Social media platform
recent You will need to be: detailed, honest, creative, articulate

Please read the blog post uploaded from the Superhighways web site and

Superhighways then:

Your task is to: create a series of social media posts that will encourage

WebS Ite eﬂtry readers to visit the blog post on the superhighways website. The social
media posts will be for the charities account on Facebook, Linkedin,
d nd SuggeSt d Twitter /X, Instagram, Snapchat and TikTok.
. . For each: create a post that targets the most likely demographic to
series Of SOCK]' responds to the post and that will then read the blog post.
. For each result: please give 5 appropriate hashtags that should be
med @ pOStS fOI’ attached to the post, a different image or graphic for each and explain
which demographic is being targeted
FQC@bOOk, X, etc Give the output in the format of a series of different social media posts

that can be quickly copied and pasted to the appropriate platforms.

DA



Promoting a website page via Social Media

For this task act as an expert and teacher in:
Teaching technology to staff and volunteers at small charities and community
organisations in London, user experience on simple websites, charity marketing,

We asked Chat graphic design

. You will need to be:
GPT @) ﬂd COp' IOt Warm, approachable and talk in plain, conversational English, avoiding
technical jargon. Be aware of charity speech such as ‘make a difference’.
tO reOd a recent Your task is to:

| Generate text for social media posts that share this blog post about website-
Su perh lg hWOyS accessibility: https:/ /superhighways.org.uk/latest/ website-accessibility /

blog d ﬂd SuggeSt Our audience is staff and volunteers for small charities and community

organisations who are often pressed for time and have limited capacity to

d Seﬂes Of SOC|(]| learn. Small charities and community organisations also have little or no
. budget for technology, so this blog is focused on free and affordable tools.
med @) pOStS. The objective is ultimately to motivate our audience to click on the link to read
the full blog.

Give me the output in this format:

Posts for each of these channels: X (Twitter), Linkedin, Facebook, Instagram.
Include relevant hashtags, emojis and symbols. Include call to action. Keep

posts brief and within character limit. _

DA



When
prompted
CoPilot said

Here’s a set of social media posts tailored for each platform, aimed at staff and volunteers in small

charities and community organisations, promoting the blog on website accessibility:

X (Twitter): "Making your website accessible doesn't have to cost the earth! Check out our simple
tips and free tools to improve your site for everyone. &7 Read more: [link] #AccessibilityMatters
#SmallCharities #MakeADifference”

LinkedIn: "Website accessibility is crucial to reaching everyone in your community. This blog
highlights free, easy-to-use tools that small charities can use to make their sites more inclusive.
Explore colour contrast checkers, alt-text tips, and more! Read the full guide here: [link]

#WebsiteAccessibility #CharityTech #Digitallnclusion”

Facebook: “Does your website welcome everyone? Our new blog offers practical, free tools to
improve accessibility—making a big difference to your community! ® Simple, effective changes like
alt-text and design tweaks can make all the difference. Take a look: [link] #InclusiveWeb
#SmallCharities #TechForGood"

Instagram: “Your website should be accessible to everyone! We've gathered free, easy-to-use tools
to help small charities improve their sites—without the cost. | Start making your website more
inclusive today. Head to the link in bio to learn more! #AccessibilityMatters #CharityTech

>

#MakeADifference #Digitallnclusion”



Exercise: Ask Copilot to
construct a social media post
to promote a service or event
on your website (paste the link
to that page in your prompt)




A

Researching
[ information
gathering



Tell me about children living in poverty in London?

My prompt to Copilot after first return

This data is a bit out of date. Are there more recent statistics from 2023 and 2024°?

Certainly! Here are some more recent statistics on child poverty in London:

If you need more detailed information or have specific questions, feel free to ask!
Learn more
1 k4 london.goviuk = 2 trustforlondon.org.uk
3 trustforlondon.org.uk 4 jrf.org.uk

5 researchbriefings files.parliament.uk | — see less

{}] Q @ ﬂl) Al-generated content may be incorrect




Exercise: Ask Copilot to tell you
about a specific topic — e.g.
evidencing need for a funding
bid




Analysing
data

\/
‘Rfc:f-‘h
"/

Nl



An example: Getting a quick summary
of our course attendee survey results

Downloaded the survey data

Removed any personal information

Uploaded to Al (CoPilot and Claude so far)

Detailed Prompt:
For this task act as an expert in: online training, uk charities, data analysis, technology available to charities in the uk for free. you
will need to be: creative, honest. Your task is to: Give me a detailed summary of the attached survey data which is feedback from
attendees on our online courses held in the UK between May 24 and July 24. We want to know the summary of the replies, what
can be improved, what attendees liked, what they didn't like, which courses seemed popular, which seemed unpopular, what
courses we should consider running next. for each result, please give the number of survey responses that have help you come

to that conclusion. Give the output in the format of a table




CoPilot analysis of survey data

Summary of Survey Responses

Table
Aspect

Overall Satisfaction

Popular Courses

Unpopular Courses

Liked Aspects

Disliked Aspects

Suggestions for Improvement

Future Course Suggestions

Summary

Most attendees rated the sessions highly, with many
giving a score of 4 or 5 out of 5.

“Cyber Security Basics” and “Editing your Voice
Website: Next Steps” were particularly popular,
receiving high ratings and positive comments.

“Communications Planning” had mixed reviews, with
some attendees feeling it did not meet their specific
needs.

Attendees appreciated the practical nature of the
sessions, the knowledgeable trainers, and the
opportunity to apply what they learned immediately.

Some attendees felt the sessions were too short and
suggested extending the duration to cover more
material.

Attendees suggested more time for Q&A, providing

session recordings, and offering more advanced topics.

Topics like advanced cybersecurity, digital marketing,
and data analysis were frequently mentioned as areas
of interest for future training.

|

Number of Responses

50

20

30
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15
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CoPilot generated graph

Prompt: graph the courses showing the number of surveys sent out and the number of
surveys completed

Number of Surveys Sent Out and Completed by Course

Surveys Sent

Setting up a tech budget for your small charity - Surveys Completed

Outlook tips - organising your inbox and more (Outlook in the web browser)
Microsoft Teams Meetings & Calls 4

Microsoft Excel for budgeting

Introduction to data protection for small charities

Introduction to Microsoft Teams -

Introduction to M365 apps - an amazing toolbox of software to utilise 4
Editing your Voice website: next steps 2 (advanced)

Editing your Voice website: next steps 4

Courses

Editing your Voice website: beginners

Cyber security basics: an introduction to cybersecurity for everyone
Communications planning

Canva for publicity materials 4

Canva designs for your organisation: beginners

Branding basics: a toolkit to create your brand

Beginners guide to OctopusEmail 4

Basic tech options: guide to making choices for your small charity or community organisation

T T T T T

0 5 10 15 20 25
Number of Surveys




oPilot generated graph

Prompt: and can you add the percentage completion rate for each

Number of Surveys Sent Out, Completed, and Completion Rate by Course

Completion Rate (%)
60 80 100

0 20 40

Setting up a tech budget for your small charity

Outlook tips - organising your inbox and more (Outlook in the web browser) 4
Microsoft Teams Meetings & Calls 4,

Microsoft Excel for budgeting .

Introduction to data protection for small charities

Introduction to Microsoft Teams uae

Introduction to M365 apps - an amazing toolbox of software to utilise 4
Editing your Voice website: next steps 2 (advanced) 4

Editing your Voice website: next steps 4

Courses

Editing your Voice website: beginners 4

Cyber security basics: an introduction to cybersecurity for everyone 4
Communications planning

Canva for publicity materials 1

Canva designs for your organisation: beginners 4

Branding basics: a toolkit to create your brand

Beginners guide to OctopusEmail 1

Basic tech options: guide to making choices for your small charity or community organisation 4

mm Surveys Sent
Surveys Completed

—e— Completion Rate (%)

15 >
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brainstorming



Exercise: Ask Copilot to give
you ideas for e.g. a new service
you're planning or e.g. an
agenda for an event or
questions for an evaluation
survey?




Teams meetings
summaries &
actions: 2
options



Scheduling Assistant | Recap] Attendance Meeting Whiteboard  Breakout rooms Q&A (3

Kingston data catch up Chat Shared Details

24 September 2024 14:30 - 14:45

Content

Attendance

B Notes @ Mentions ® Transcript

Al Recap -
available in Teams =1

‘ Attendance

Premium :

Save time with Al-powered meeting notes

With Teams Premium, Al can generate notes and suggest tasks for you to follow up on. L .
[ Notes @ Al notes @ Mentions B Transcript

€ Try Premium for free

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

qnd M365 pqid Get Al-powered meeting notes

C O p i I Ot Tan o transcription anclAl cai generate notes and SUggest tasks to Tollow Up oht




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

29 October 2024 13:30 - 14:00 (2> Open in Stream

Content
Microsoft Teams

’l Planning doc.docx B kvas0 years 1jpg

[E Notes @ Al notes @ Mentions (2) & Transcript

Celebrations ont' Pp» 1 December O copyal

Meeting notes
Event Schedule: Sorrel, 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.

2024-10-29 13:34 UTC

Order of Activities: Sue, Leeni, and Sorrel debated the order of activities,

Microsoft Stream suggesting that speeches should come before food to keep attendees
engaged. They considered the logistics of having food and drink after the
formal speeches.

&2 Speakers # Topics = Chapters 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

@ Leeni Szalay Winter
engagement.

[N " L Litie
Event Logistics: Camilla and Eneida discussed the practicalities of setting up
e Sue Doherty the event space, including the timing of lunch and the need for a clear
transition between activities. They considered the constraints of having

Y everything in the same space.
/% Sorrel Parsons rything p:

" - = " wen eeiies Food and Refreshments: Sue and Leeni reviewed the catering options,




Funding
applications
based on
organisational
docs



How could you be using Al for fundraising?

Look across your own
documents to find
examples of why you
are a good fit

Find external data to
evidence need fromn [N
across the web

Put together a
fundraising plan with

Search for funding

opportunities :
PP timetable

Brainstorming service
& activity ideas (to fit
criteria)

First drafts of funding
application answers & ==
budgets

Re-phrasing answers Checking grammair,
to fit criteria (referring S changing tone, fitting
to guidance docs) word count

Creating a portfolio of
relevant short case

Helping to create
survey questions to
gather more info in
support of your bid

Putting together
workplans (where you S
need to submit)

Critiqueing your final
application form studies to include with

your application




Usin
(free

with Excel



Free version - Excel

G15 || Jx =SUMIFS(tblExpenses[Amount],tblExpenses[Category],F15)
a
_ 4 A B (o3 D E F G H 1 J K [t M N [o] P Q R S 1 Q@ . X
1 Monthly Market Expense Summary
2 I'd like to create a simple excel spreadsheet
3 Total Expenses £915.00 to track expenses for a small charity that
4 Unpaid Expenses £120.00 organises a monthly market with 50
5 Average Cost per Stallholder £18.30| stallholders in London
& Number of Expense Lines 4
2 & copilot
8
Total Expenses Unpaid Expenses Cost per Stallholder Category Total Expenses Reasoned in 3 steps >
10 2026-07 £855.00 £120.00 £17.10] Venue hire £650.00|
11 2026-08 £0.00 £0.00 £0.00 Licences & permits £0.00 Created the charity market expense tracker with:
12 2026-09 £0.00 £0.00 £0.00] Insuran‘ce = £0.00| + Expense Log tablawith dmpd{)wns for
ii 2026-10 £0.00 £0.00 £0.00 Eﬁlar}cehng Er:prmtmg £85.00 categories, payment methods, stallholders,
e |2026-11 £0.00 £0.00 £0.00 - ire £0.00 VAT, and paid status.

AL ALY AL = pEointy TR ‘—EEU'GD » Monthly Summary with KPls and charts.
161202701 £0.00 £0.00 =000 Was!e collcEngy EL0:00 + Setup sheet with 50 stallholders and editable
17 2027-02 £0.00 £0.00 £0.00] Utilities £0.00| lists
18 2027-03 £0.00 £0.00 £0.00] Staff/volunteers £0.00) .

19 2027-04 £0.00 £0.00 £0.00 First aid £0.00 Current sample totals: £855.00 expenses, £120.00
20 2027-05 £0.00 £0.00 £0.00; Transport £0.00! unpaid, £17.10 average cost per stallholder.
21 2027-06 £0.00 £0.00 £0.00 Other £0.00 R
Market Month now calculates automatically from
22
23 the Date field.
Expenses by Market Month Expenses by Catego
24 P Y P! Y gory 069
25 £900.00
Other
26 £800.00 Transport
;; £700.00 First aid
Staff/volunteers
29 g £600.00
30 = utilities
a1 & £50000 2 Waste collection  mm———
. g Done
39| g £400.00 3 Security  m—
p-. E th
33| S £30000 i k:ﬂla::“ “I: - Describe what you'd like to edit
34 arketing & printing
35 £200.00 Insurance v + O’O

a
. |
v
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Using with
Forms (paid)



Paid version - Forms

Forms Untitled form @ - Saved ~ DN

Q) Style R Settings B Preview

Collect responses

™ Remove the questions you don't want X

Kew Village Market Visitor Survey

Thank you for visiting Kew Village Market! We would love to hear your thoughts about volunteering and your awareness of our charitable work. o)
Your feedback helps us improve and continue supporting good causes.

1. How did you hear about Kew Village Market?

(Enter your answer)

2. Did you know that all monies raised at the market go to charity? *

O Yes

© No

3. Would you be interested in volunteering at future markets? *

O Yes w
© No
v

A Nl

Tof1 & Edit prompt Al-generated content may be incorrect

[ O W Add more details for Copilot to fine tune the draft. s ]




I

Using with
PowerPoint



Free version - PowerPoint

® B x

Create a 5 slide presentation about Kew Village
Market using the information and images found
here. Target the presentation to attracting

I - httpsy/kewvillagemarket.org/

VOLUNTEER INVITATION

Kew Village Market
needs people like you

@& Copilot

Reasoned in 3 steps >

) 1question answered >

049

What visual direction should help Kew Village
Market attract volunteers?

Editorial Local Heritage

Help keep a friendly, volunteer-run market at the

heart of Kew Village. @ Copilot

Reasoned in 4 steps >

2 2 questions answered >
First Sunday of the month - 10am-2pm - outside Kew Gardens

Station 0g e

1. Should | use the Kew Village Market website as
the main source for the deck?
Website plus web

2. Which message should be strongest for
prospective volunteers?
Communitv connectian

Edit v

Sources: Kew Village Market wobine: VisRRichmond sting. Visual

¢ generatad imagery based on Ihe MAKer setting.

Describe what you'd like to create or edit

+

Al-generated responses may be incorrect




CoPilot Create
(paid)



Create — images, video, posters

DISCOVER




Exercise: Upload the meeting
transcript shared to Copilot
and ask it to summarise and
identify key actions




M365 Copilot
(paid version)
demo




Copilot M365 Pro paid licence
(circa £30 per month ex VAT
— 15% discount for non

profits)

Looks across your work files
as well as the web

@_} 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

)



Copilot is also Use Copilot to get more done in the tools you use everyday
integrated within

your M365 apps

Create Summarize Communicate Catch up Ask and chat
Sk ord Copilot in PowerPoint ; Copilot in OneNote —
withi:o pi gt = Kickstart a presentation o Create an outline
[ 8 m = %
EV | K RN \
Write faster Kickstart a presentation Create an outline with Copilot in
OneNote
¥ T =
- B [
L -
ilot in PowerPoint ) o -
g?gte a"!‘)randerd Copilot in PowerPo_int !-’\ r Copilot in Loop & ==
Cov Create a presentation = ‘;‘t Lo g ==
zf;e:melon witha proi I'I1Pt ‘ ratrt al rewrite === —
[ | Sea—— t s =
¥ - ¥ \s. [ 8
| | APEN L
Create a branded presentation Create a presentation with a Draft and rewrite

from a file prompt




Prompts from Copilot Lab

[l saved prompts Task

[J catch up

[ Learn

77 Jump-start a draf

E] Create
Create an FAQ based ¢

[ Ask

Check Teams mentions

Summarise Teams messages where |

tasks

+on my radar from

43

Catch up fast

What's new in my inbox?

Message Copilot

0/ 16000

77 Draft an introduction

Write a compelling intro paragraph

to doc

@) Maximise your time!

What's on my calendar tomorrow

See all prompts (3

(® Add people, files and more for better results

at prompts

Plug-ins Preview

Plug-ins allow Copilot to reference apps on your
behalf. Copilot may share some of your Microsoft
365 enterprise data with plug-ins you've turned on.

®©
&) Web content @® )

@ % =

-



Small charity example - creating presentations

@ Autosave (@ ofr) D+« ) B 5 Presentation] - PowerPoint P search e - a X
File ~ Home Insert Draw Design Transitions Animations Slide Show Record Review View Help 'Q' i@Recorﬂ I‘; Present in Teams
< X e — ) PR Find
L0 0 @ : ! s NN To Te ) e g E D%
Paste - New Reuse LOJReset g < AV s N - = = AT LE 0O arange e Replace - | e Add-ins  Designer [Copilot
v Side~  Slides [ section~ 3 e { x5 -~ t=) I Select -
Clipboard 1 Slides Font Paragraph Drawing Editing Voice | Sensitivity  Add-ins ~
a -
I = @ Copilot v X

about “The Boar's Head Playhouse™ and
“Boar's Head Heritage Trail” has been
created with facts and images.

Create a presentation for me
about the Elizebethian
outdoor playhouse called the
The Boar's Head playhouse
and the boar's head heritage
trail based in aldgate london,
keep it informative with facts
and images.

Here's a draft of your deck.

If you'd like, Designer also has other
layout options to consider.

e & 9

Okay. here you go. A presentation
about the Elizabethan outdoor
playhouse "The Boar's Head" and the
Boar's Head Heritage Trail in Aldgate,
mn Aldgate, London has been created. It includes

facts and images.

49

Algensrate

Ask me anything about this presentation

*~
“wq

Al-generated content may be incorrect.

“@»

slideiof14 [0 P& Accessibility: Investigate Z=nNotes [FDisplay Settings Bl B8 g -—3——+ w%



Small charity example — completing funding bids

File Home Insert Draw Design Layout References Mailings Review View Help

0 > A
Paste = ; B I
Clipboard 5 Font
supporting. For example, young people aged 12-14 in Bethnal Green who are at risk
of exclusion (max 50 words)

Section D: Experience and Track Record (this section will be scored)

5. Tell us about the organisation/s delivering your project. Include: (max 100 words)
* how you involve the communities you are serving
= and/or how you represent the communities you are serving

6. Please provide examples of when you have delivered mentoring with young
people from your chosen cohorts (including examples from partners if
applicable). Include: (max 300 words)
= your impact
= how you met the draft mentoring quality statement principles

7. Please provide examples of when you have supported employers to deliver
v mentoring ( from partners if applicable). Include:
(max 300 words)
= your impact
= details of any quality marks that you or your partners have

Section E: Project Need (this section will be scored)

8. Describe the characteristics and needs of the young people that you will
suppurt through mentoring. (max 250 words) Please
identify a clear demand for your project including relevant evidence, research and
knowledge of young people’s needs locally

» explain how you have and will involve these groups in the design, delivery and
evaluation of your mentoring model

Page6of14  3218words [} Test ions: On %

CcD 1. AaBb( AaBbCcl

Paragraph Styles

Feaws

LPFind ~ G

AaBbCcD Amcle Sectio bl
Dictate

Iy Select~ N
Editing Voice

I

Add-ins Copilot

ading 1 Heading 2

Sensitivity | Add-ins

= M Copilot %

help me complete this form by using
data from the Summary Report Sept
2023 to March 2024,pdf. make sure
to includevital inforamtion into the
correct fields

Sure, | can help with that. Let's start by
identifying the key sections of the form and
matching them with the relevant information
from the Summary Report Sept 2023 to March
2024.pdf.

Section B: About your organisation

* Name of your organisation: -

* Website: An external link was removed to
protect your privacy.

* Address: Tower Hamlets, London

* Name of the main contact person: -

Position: Programmes Director
Phone number: An external link was
removed to protect your privacy.
Email address: An external link was
removed to protect your privacy.

Add more details to the budget
Summarize the project outcomes (o]
Ask me anything about this document

Bl o

@ Display Settings [, Focus B ———-

100%




In app Copilot - Outlook

To Bcc
Cc
Add a subject Draft saved at 16:08

[Type / to 2 Draft with Copilot ]




Email thread summary

£  Summary by Copilot L X

Kate White asked ([ to confirm the 2024 tech support membership invoice details and
offered a membership review session 1 .

B - fimed the invoice details and agreed to the membership review session 2

Kate White inquired about updating the domain to kbscharity.org.uk and linking it directly to the website 1

onfirmed the domain change and requested assistance with linking the new domain
directly to the website 2

&F) Ask Copilot



In app Copilot - @

Calendar o @ x

Q Prepare

Help me prepare for my meeting
[subject]

Catch up

Recap my last meeting [subject]

&J Find

When is my next meeting with
[person?]

f@ Schedule

Find time to meet with [person this
week to discuss about topic]
Can you create a document?

Can you help with my tasks? C

Describe what you'd like to do, or type / to
reference meetings, people and more

B8 0




In app Copilot - Word

i l.’,u Document 1 <& A Search for tools, help, and more (Alt + Q)
Filer Home |Insert Layout References Review View Help () Comments
[ Separate Pages | (1] Reading View [JJ) Immersive Reader =~ Q Zoom 100..~v 10 100% & @ Ruler [0 Navigation [Z] Header & Footer AL F (D E
@ —1
@ Write an article based on file Create a plan for E] Draft document based on file

# What do you want Copilot to draft? P




In app Copilot - PowerPoint

3 @ Presentation @ - L Search (Alt + Q)

Fileer Home Insert Draw Design Transitions  Animations  Slide Show  Review View Help

vlflv IEIVIE!\V

[ o

77 Create a presentation about...

&) Create a presentation from file

[l
<
A
<

iclfﬁ Superh

L1 Comments *\» Catch up & present v / Editing
Pv | &~ v | B @ copilot
= & Copilot

?’ Create

Create a presentation from [file]

Q Ask Copilot

77 Create

Create a presentation about [the
benefits of meditating every day]

Click to add title e

presentation?

Click to add subtitle

() Understand
Show key slides in this deck

Ask me anything about this presentation

¥ B O



In app Copilot - Excel

Book &g v £ Search for tools, help, and more (Alt + Q) = Superhighways Su... @
File Home Insert Share Pagelayout Formulas Data Review View Automate Help Draw () Comments | A= Catchup |/ Editing v
Dv v §  AptesNarrow..~ 11 ~ B Hiv v Av v =v 5 Ev | Generl v ofEv O 3 By By By v iy Qv By @ o
Al v XV v
A A B Cc D E E G H I J K L M N 0 R g COP"Ot X
1| 1 a
2
3
4 77 Create formulas
5
6 Suggest a formula column
7
8 @ Understand
9
10 Summarize using PivotTables or charts
11
a2 & Apply color and formatting
13
14 Highlight all cells with [incomplete in red]
15
i: (7) Ask Copilot
18 How do | sum values based on [criteria]
19
20
a & Chat history
22
23
24 .
25 Ask a question, or tell me how | can help

N
@
4

“ > g9

E T




In app Copilot - Forms

::: Forms Untitled form - Saved

Style 3 Settings 73 Preview B> Collect responses

& Draft with Copilot X

Describe what form you'd like to create, including its context, purpose, intended audience and any specific
recuirements to be considered.

0/ 2000

B

Templates B View prompts

Examples to help you create

Design a volunteer sign-up form to know [volunteers' avail-
able days and times for volunteering, and any relevant skills...

Draft an in-take form for a fitness centre to collect [new
members' personal information, fitness goals, and health...

Propose a townhall feedback survey to collect employees’
feedback on [clarity of communication, relevance of topics,...

Create an employee feedback survey for the HR depart-
ment to assess [employees’ job satisfaction and find areas...




concerns

Do you have any
concerns about your
organisation using
Copilot?




Copilot basics — did you know...

* Slide from ‘Microsoft 365 Copilot QuickStart Training for

\&3 Your private files are not accessible Nonl,t(:'roflts: Learn to integrate Microsoft 365 Copilot in your
< ) ) wor _ )
Files on your personal OneDrive and your computer are always secure and never accessible by Copilot.

[ra Strong content management and data governance practices

0 Sharepoint files are only accessible through Copilot prompt if you have access to that specific Sharepoint site
—_ anyways. The same is true for Teams Channels. (Please view here for more information about Data and Security)

We're now offering SharePoint restrictions. With that it is easier than ever to restrict content and files in
SharePoint to the right people.

E:} Advanced security with Restricted SharePoint Search

Company data is never used to train the model

While using Copilot, your company'’s data is never being used to train the Copilot model. None of your prompts
or files feed into the model. Every prompt uses the standard public algorithm and adjusts for your data locally.

You are in the Pilot seat — Copilot is here to help

The fundamental benefit of Al lies in its ability to enhance our work rather than substitute for human workers.
Copilot is your virtual assistant to help reduce mundane tasks, find the information to get your job done quickly

thus increasing your productivity. Rather than fearing replacement, employees who embrace Al skills can enjoy
a cascade of career benefits.

e~

&,
&



lentimeter
2. Generative Al Governance Issues

Figure 6: Has your organisation discussed or identified any
concerns relating to generative AI?

Organisations can select more than one option

Percentage of sample

wawweandal.org Source: We and AT survey, n=40 Page 1 3 "

Al for public good — Joseph Rowntree Foundation




Tips and Resources

To help you plan your use of Al and follow best practice




Training and resources

Al learning

I. Superhighways’ Resource round
up

2. Superhighways’ How can Al help
your small charity work smarter
training slides

Superhighways training

v Full training programme




About Superhighways

Providing tech support to small local charities in London
for over 20 years

w
s
Inwolv%mentIt p . b5
onsultation Qut =
\/ Support COITIH‘IUI’IiCEl.tiOHS ! 'goﬁgggratmnph{.}t;bslet =Aud|0
L Capacity-Building Consultancy Informatlon
v Training Online-Fundraising Cutting-edge Social-media 2.5
et Participation Digital-Storytelling|CTEffectiveness 2 > 3
v Consun:dncy HelCé)ng?unlty Engagement Support Digital-divide 5O
/ Digital inclusi 5] @chnology
|g| dl INCIUsion Learvnllgegodé §§-E&rsmg AwarenessTramm - .
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Thank you for listening

PAUL FIRBY

info@superhighways.org.uk
@SuperhighwaysUK

#DigitalFoundations



