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What we could cover today, but we 
don’t have time…
 Settings & views

 Flagging & categorising

 Sorting, filtering & search

 Sub boxes, moving emails

 Scheduling emails & mail merge

 Signatures & Out of office

 Encrypting emails

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

Email templates

Using CoPilot with Outlook

Turning emails into Tasks

Snoozing emails

Using rules

Focused & Conversation modes

Quick steps



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 – there is probably an exception)  that you need it to do!





Microsoft cheat sheets

Outlook Mail on the Web 
cheat sheet

Outlook Mail for Windows 
cheat sheet

Outlook Calendar on the 
Web cheat sheet

Outlook Calendar for 
Windows cheat sheet



Outlook web app (online Outlook 
accessed via a browser)



Outlook Settings
Click on the cog wheel at 

the top right to access 
Settings

Either scroll through or use 
the Search box e.g. ‘Out of 
Office’ will find you the 
Automated responses 
settings



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



Flagging emails for follow up
Useful as a reminder to 
follow up on an email when 
you don’t 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



Categorising emails
Categorise your emails 
against standard or 
custom options – you can 
then search and filter for 
quick access
Right click on an email
Select Categorise & select 

a Category
To add a new Category, 

select New category



Choose Manage 
categories so you can:

Create a new category
Rename existing ones
Change the colours



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.



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 (and 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 email 
will be shown



Using search
The Search bar is at the top of 
your Window
By default, search will look in 

all folders. Click the left arrow 
to specify a particular folder 
to search in e.g. Sent

Select the Filter icon at the 
right of the Search bar for 
more advanced search 
options as shown



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



Rules
Search for Rules via the 

Settings cog and select 
Inbox rules
Here you’ll 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



Scheduling send

• Click the Down arrow 
next to Send and 
select Schedule send 

• Now choose the date 
and time from 
suggested options or 
choose Customised 
time and choose 
exactly when you’d like 
the email to send



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



Adding / editing signatures
Search for signature via the Settings 

cog

Add your signature and choose 
whether to include just in new 
messages or also for replies and 
forwards

Bookings link!



Out of Office (Automatic Replies)
Search for Out of Office in 

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 you’re back!)

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



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



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 a 
professional tone across communications.



Turning emails into tasks
Click tasks in top bar

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

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 
depend on what you have 
access to) and click 
Open.  It will open in a new 
Tab.
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An intro to:

Part of our Digital 
Foundations programme



What is Power Automate?
Part of the Microsoft 365 suite
Enables creation of automated data   

sharing & workflows between different 
applications and services
‘Connectors’ serve as bridges between 

different systems either within M365 or with 
external applications
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 (extra rules if needed)

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



How does an automated workflow work?

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

 Step 1: Choose a source & a destination

 Step 2: Set up a trigger

 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.



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.



Reality check
Automation doesn’t fix messy processes — it just 
automates them

• Start with something simple
• Test it
• Adjust as needed

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



 What is Power Automate
 How does it work
 Some examples and demos
 Identifying your automation
 Mapping the logic
 Building your Power Automate

What we’ll 
be covering 

today



Demo 1

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





Demo 2

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





Demo 3
Automating spreadsheet management and 
communications between two teams



Mapping the problem



Creating the flows



Requesting an invoice Trigger set in 
motion by a 

person selecting a 
row and clicking 

on play



2. Click on the play 
button 

1. Select the row 
that is ready to 

invoice



Linking the steps to your data



Notifying the team



Considerations to take?

Identify 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



Power Automate templates



Automating automations!



Alternative integration tools
CostWhen to use itSolution
Free with MS 365 licence (There is a 
premium version but everything we 
looked at today is in the free one) 

Brilliant when working within the 
Microsoft suite of products but 
harder to link external solutions

Power Automate

£200 for the paid version per year or 
£170 with a charity discount

Free for 3 single step automations.
Easy to use & allows you to 
integrate with thousands of 
products. 

Zapier

£100 per yearSlightly more complex to use, but 
the plus of this is greater capability 
to do branching flows & a lower 
price tag.

Make

For more info check out our Integration & Automation resource on our Datawise London site 
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Use for presentations or online publications
Choose from a range of templates & designs
Build your Storyline by adding blocks of differing kinds of content
Including video & embedded content (presentations, maps etc)
Share via a link, embed in a web page,  or present to a room
Some examples:

Data Hack – event round up
Get Online Week – a week in the life
CVA annual review

Further info

M365 Sway – a summary



File storage & collaboration 
– OneDrive, SharePoint & 
Teams



SharePoint Teams One Drive

Laptop

Personal files

Organisational files

A likely scenario



Data storage



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
o 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?



Files in Teams

Create folders and upload or create files in public or private 
channels
Navigate via Channels (public or private) and the Shared 

tab or click on Files on the left-hand vertical menu
Share with everyone, specific people or via link (same as 

SharePoint)
Invite Guests into your Team to access and collaborate 

(they’ll need to set up a 365 account and be logged in)

Watch the How to videos





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 & Meetings  (see session resources here)



What is Teams?!









Your Profile
Your Teams

Apps

Send your 
message

Write a 
message

Join or Create a team

Tabs

Command barStart a new 
chat

A chat

Teams quick reference card



The left hand menu bar



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



KSH Support

Fundraisin
g

Marketing 
& Comms

Trustees HR Finance Waverly 
House staff

The Lindens

staff

Beverly 
Close 

Staff

Christmas 
party

Befriending 
project

Team

Channels

Areas of work Sub teams Specific projects

Structuring your Team with Channels – an Example



Align work groups and manage projects



Update to the latest Teams version



Check and amend Notifications in Settings



Changing your Status



Start typing @ and then the name 
of the person, team, channel or 

tag to generate a list of 
suggestions

Select the person or group of 
people you want to notify

@mention – to flag a person or team when posting



@mention – to flag a person or team when posting



Creating and using Tags

Click on the 3 dots next to 
your Team name

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

@mention a Tag and all members 
will be alerted



An online collaboration space for your team
Conversation, Wiki & Files tabs by default
Add your own extras e.g. Planner, Forms, Weblinks
Upload key documents and collaborate in real time (no more 

attached docs)
Chat and @mention to alert colleagues
Arrange meetings – links with Outlook calendar + video / audio 

calls
Invite external partners into the space (or what about 

trustees?)
Teams video training

Microsoft Teams – a summary



Further resources to help you get started…

 New to Teams – we'll 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



What we’ll be 
covering

Structuring & settings
Posts
Files
Adding apps
Chat
Meetings
Management  

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



What’s your experience?

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









 Gives you AI notetaking and recap 
functionality, including multiple 
language captions

 Plus other security and 
customisation options

 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)



Your Profile
Your Teams

Apps

Send your 
message

Write a 
message

Join or Create a team

Tabs

Command barStart a new 
chat

A chat

Teams quick reference



KSH Support

Fundraisin
g

Marketing 
& Comms

Trustees HR Finance Waverly 
House staff

The Lindens

staff

Beverly 
Close 

Staff

Christmas 
party

Befriending 
project

Team

Channels
(some examples)

Areas of work Sub teams Specific projects

Structuring your Team with Channels



Updating to the latest version
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



Teams settings

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)

 Now choose 
from the left 
hand menu (or 
work your way 
through) to 
customise the 
default settings



Changing your Status

Click on your profile pic 
or initials

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 

 You can also Add 
another Teams account. 
When listed, you can 
then switch between 
different Teams you are 
a member of.



Choose your preferred layout



Posts tab (broadcast messaging)
 Send a message to a 

Channel

 @Mention specific 
people  or the whole 
channel

 Click on the Plus to 
Schedule your post

 Hover over someone 
else’s message to add 
an emoji (thumbs up 
and more) 

 Reply to posts in a 
thread

 Click on the 3 dots for 
more options including 
Pin the post for everyone

(See screenshots in Chats 
section for further info) 



Searching & filtering to find things

 Use the Search bar at the top of Teams to search on 
keywords

 Refine your answers by Filtering on Messages, Files 
etc

 To find Pinned posts or chats – click on the Open 
details icon            at the top right hand side of your 
screen

 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!



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
Upload files from your device

Everyone in that Channel will have 
access



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

Working with files

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

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

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 Team)



Adding other Apps

 Select the App you want to add for example 
Forms

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

 The App should now show in the menu bar –
you may need to click on the + to see it in a 
drop down underneath



Some Chat tips

 Type your message and click on the arrow to send

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

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

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



Chat tips continued

Click on the + icon for more options

 This includes the Schedule message feature where you can set a 
date and time for your message to send – very useful!



Chat tips continued

 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.

Click on the 3 dots ellipsis for more 
options

Click on the quotation marks to reply 
to a specific message (it shows 
inline)

 These includes Pinning the message (so stays visible), Creating a Planner 
task or in More actions – send to Outlook or set up other Workkflows



Group chats

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

 You can then choose what chat history they can 
see

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

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



Setting up a Teams meeting from Outlook
 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



Setting up a Teams meeting from the Teams Calendar
 Alternatively, you can create your Teams call directly in the Teams calendar (see left hand 

vertical menu bar) 

 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

Click on Response 
options and toggle 
on/off the options –
Hide attendee list is 
similar to BCC in email.



Meeting options
Click on Options for more settings

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



Settings when joining a meeting



Choose / add a background
 Before you Join a meeting, Click on 

Effects & avatars and More video effects

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

 Your background image should satisfy 
the following formatting requirements

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



Meetings tool bar
Useful features:

 Switch between Gallery & Large gallery / 
Together mode

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

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

 Start transcription – only visible if you set up 
the meeting.  A transcript of the meeting will 
then save for you to reference later.  It will 
show in a left hand bar by default, but you can 
then choose to hide. If you have Premium 
Copilot – you will get an AI recap



Sharing screens
Click on the Share icon to the right of the 

microphone icon on the tool bar

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

 If you want to share screens and play a video –
remember to toggle on Include computer sound



Sharing interactive Apps
 You can also link and share other Apps to your 

Teams meetings to make them more interactive

One option is a Poll – you can set up in advance 
and then launch from the Meeting tool bar

 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



Breakout rooms

Click on the Rooms icon on your Teams call 
toolbar

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

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



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

Click on the Cog wheel icon to open the 
Settings window

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



Accessing recordings & transcripts

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



Accessing recordings & transcripts

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



Recordings – beware of expiry settings

 The default expiry for Teams meeting recordings is 60 days

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

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 



AI Recap (with Teams Premium or Copilot Premium)

If you turn on Transcription, an AI Recap 
will automatically be generated – giving 
a summary and actions list.

Click on View recap in the Meeting chat

Click on 
the arrow to 
expand / 
collapse 
sections

Copy to 
share with 
others

Have a 
listen to the 
Audio recap!



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

 In the options list, click Manage team

Click on the Members tab at the top

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

We’d suggest having more than one 
Owner for a Team (in case they are off 
sick or leave the organisation)

 If you invite an external person to your 
team (this may need to be enabled in 
your M365 Admin portal), they will show 
as a Guest



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.
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Getting 
started with 
MS Copilot



What we will 
cover today

1. What is Copilot
2. Different ‘versions’
3. Practical use cases
4. Some tips re ‘prompts’
5. Hands on time throughout
6. Paid version demo

* We’re including some slides from Microsoft’s new 'Microsoft 365 Copilot QuickStart Training for 
Nonprofits: Learn to integrate Microsoft 365 Copilot in your work' and will share links to future sessions



What is Copilot?
This is what Copilot says….

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

Powered by ChatGPT-4 (developed by Open AI) and 
Claude.ai (Anthropic, for some specialised coding tasks)



Generative AI

 More text!
 Images
 Video
 Speech (voice)
 Customer service chatbots
 Fixing code

And much more. Watch a brief video explainer here.

Text based prompts to generate…



Start your Microsoft Copilot learning journey



Different versions



Copilot in Bing



Copilot Windows 
preview – no longer 
available



Copilot Chat 
(part of your M365 
subscription)



Copilot M365
paid licence (circa 
£30 per month ex 
VAT – now with a 15% 
discount for non 
profits)



CoPilot (free) v CoPilot (paid)





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



Introducing prompts

Define
1. Expertise you need
2. Your task
3. Objective 
4. Relevant context
5. Output/format you want

Copilot tutorial: What is a 
prompt? - Microsoft Support

Talk to it
 For this task act as an expert in…
You will need to be…
Your task is to…
Be aware of…
Our audience is…
 Include/exclude…
Give me the output in this format…



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



* Slide from 'Microsoft 365 Copilot QuickStart 
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Suggested Copilot prompts

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



Let’s all open 
Copilot (free version)



Either find Copilot from your M365 landing page 
(www.office.com) once signed in

Or if using any of your M365 
apps in the browser – click on 
the App launcher and select 
or search for Copilot



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



Paid version 
response



Summarising 
a report or 
web article



Upload your 
document to 
summarise



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

We asked 
CoPilot to read a 
recent 
Superhighways 
website entry 
and suggest a 
series of Social 
media posts for 
Facebook, X, etc

Our prompt:

For this task act as an expert in: UK charities, Social media in the UK, best 
practice in UK charities social media use, the demographics of different 
users for each Social media platform 
You will need to be: detailed, honest, creative, articulate 
Please read the blog post uploaded from the Superhighways web site and 
then: 
Your task is to: create a series of social media posts that will encourage 
readers to visit the blog post on the superhighways website. The social 
media posts will be for the charities account on Facebook, Linkedin, 
Twitter/X, Instagram, Snapchat and TikTok. 
For each: create a post that targets the most likely demographic to 
responds to the post and that will then read the blog post. 
For each result: please give 5 appropriate hashtags that should be 
attached to the post, a different image or graphic for each and explain 
which demographic is being targeted
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.



Promoting a website page via Social Media

We asked Chat 
GPT and Copilot
to read a recent 
Superhighways 
blog and suggest 
a series of Social 
media posts.

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, 
graphic design
You will need to be: 
Warm, approachable and talk in plain, conversational English, avoiding 
technical jargon. Be aware of charity speech such as ‘make a difference’.
Your task is to:
Generate text for social media posts that share this blog post about website-
accessibility: https://superhighways.org.uk/latest/website-accessibility/
Our audience is staff and volunteers for small charities and community 
organisations who are often pressed for time and have limited capacity to 
learn. Small charities and community organisations also have little or no 
budget for technology, so this blog is focused on free and affordable tools.
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.



When 
prompted 
CoPilot said…



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)



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:

As of 2023, around 700,000 children in London are living in poverty after housing costs1.

The poverty rate for children in London remains high, with 33% of children aged 5-9 living in poverty2.

Certain boroughs, such as Tower Hamlets, continue to have particularly high rates of child poverty3.

The cost of living crisis has further impacted families, making it increasingly difficult for many to afford 
basic necessities45.

If you need more detailed information or have specific questions, feel free to ask!



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



Analysing 
data



An example: Getting a quick summary 
of our course attendee survey results
 Downloaded the survey data

 Removed any personal information

 Uploaded to AI (CoPilot and Claude so far)

 Detailed Prompt: 

o 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



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



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



Idea 
generation / 
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



Premium Teams

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

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

AI Recap –
available in Teams 
Premium

and M365 paid 
Copilot





Funding 
applications 
based on 
organisational 
docs



How could you be using AI for fundraising?

Search for funding 
opportunities

Put together a 
fundraising plan with 

timetable

Find external data to 
evidence need from 

across the web

Look across your own 
documents to find 

examples of why you 
are a good fit

Brainstorming service 
& activity ideas (to fit 

criteria)

First drafts of funding 
application answers & 

budgets

Re-phrasing answers 
to fit criteria (referring 

to guidance docs)

Checking grammar, 
changing tone, fitting 

word count

Critiqueing your final 
application form

Creating a portfolio of 
relevant short case 

studies to include with 
your application

Putting together 
workplans (where you 

need to submit)

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



Using with Excel 
(free)



Free version - Excel



Using with 
Forms (paid)



Paid version - Forms



Using with 
PowerPoint



Free version - PowerPoint



CoPilot Create 
(paid)



Create – images, video, posters



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



Copilot is also 
integrated within 
your M365 apps



Chat prompts



Small charity example – creating presentations



Small charity example – completing funding bids



In app Copilot - Outlook



Email thread summary



In app Copilot -
Calendar



In app Copilot - Word



In app Copilot - PowerPoint



In app Copilot - Excel



In app Copilot - Forms



Concerns

Do you have any 
concerns about your 
organisation using 
Copilot? 



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



AI for public good – Joseph Rowntree Foundation



Tips and Resources
To help you plan your use of AI and follow best practice



Training and resources

Superhighways training
 Full training programme

AI learning
1. Superhighways’ Resource round 

up
2. Superhighways’ How can AI help 

your small charity work smarter 
training slides



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

 Support
 Training
 Consultancy
 Digital inclusion
 Datawise London
 See all services

 E-news sign up



#DigitalFoundations    

PAUL FIRBY

info@superhighways.org.uk
@SuperhighwaysUK

Thank you for listening


