
M365 apps: 
A powerful toolkit you 
should get to know!
Part of our Digital 
Foundations programme



What we’ll cover today
• Useful apps demo with Q and A

• Forms
• Planner
• Sway
• Bookings 
• WhiteBoard
• OneNote

• Highlighting a few more!





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


https://forms.office.com/


https://forms.office.com/


Demo time 
followed by Q and A

bit.ly/TheBigOne365

https://bit.ly/TheBigOne365


• Multi question types available (including quizzes)
• No limit on number of questions
• Branching options e.g. if answer Yes, jump to Q5
• Share to collaborate with colleagues
• Click to get an email alert for each response
• Remember to copy link allowing anyone with link to respond
• See visualisations, response summaries, or individual responses or 

download into Excel for further analysis
• Set up from Teams for new responses to appear in the associated 

spreadsheet live (for ongoing routine data collection)
• Further info

M365 Forms – a summary

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


To Do – Your personal tasks list



https://products.office.com/en-us/business/task-management-software


Demo time 
followed by Q and A



• Use to manage projects and collaborate with your team
• Add your own Buckets (columns) e.g. To do, In progress, Completed 

or Jan, Feb, March etc
• Add tasks and allocate to colleagues & set deadlines
• Add checklists, upload files and make comments
• Colour code / categorise tasks
• View as buckets, as a calendar or filter on e.g. categories, tasks 

allocated to you, outstanding tasks 
• Planner video training

M365 Planner – a summary

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


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


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


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


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


Demo time 
followed by Q and A



• 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

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


M365 Bookings - two options
✓Create your own 

personal booking 
page to share with 
others & reduce to and 
fro emailing

✓Create a Shared 
booking page with 
Services and booking 
across multiple staff 
(via calendar 
integrations)



Two components
✓ Bookings admin app – customise the Bookings page

to for your needs - define appointment types & details,
manage staff schedules & availability, set business hours,
and customise how appointments are booked including
adding extra questions to the standard booking form

✓ Booking web page – share a direct link (including 
adding to your email signature), post to Facebook or 
embed in a web page and people can book appointments 
for a specific service and / or with a specific person



Add info & choose options

✓Add a title, select
appointment duration and
set your availability

✓Choose whether you want to 
share Publicly or Privately

✓Finally select Teams meeting 
(as appropriate) and add a 
description



Personal booking page

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

all Bookings offline)



Demo time 
followed by Q and A



• An online booking calendar which integrates with Outlook (& Teams), set 
up directly from Outlook on the web or the Bookings app

• Saves time when arranging appointments giving flexibility for people to 
book a time that works best for them

• Email (& SMS text) notifications can reduce no-shows
• Choose a Personal booking page or a Team booking page linking to 

multiple calendars
• Collect additional custom data via the booking form
• Further info
• Superhighways Step by step instructions for a Personal bookings page

M365 Bookings – a summary

https://www.microsoft.com/en-gb/microsoft-365/business/scheduling-and-booking-app
https://superhighways.org.uk/files/view/digital-foundations/Bookings_app_-_creating_a_personal_booking_page_.pdf








Demo time 
followed by Q and A



• An online collaborative space similar to Jamboard, Mural & Miro
• Share a link or launch directly in a Teams meeting (Share screen and 

choose Whiteboard)
• Pick from a range of templates e.g. brainstorming, kanban boards, 

moodboards
• Export as an image

• Further info

M365 Whiteboard summary

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


Watch video here

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


Watch video here

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






Demo time 
followed by Q and A



• Use via the Windows or Mobile App or directly within Teams
• Store all your notes in one place (the paper notebook alternative)
• Organise in Pages & Sections
• Add text, multimedia & annotate via ink
• Share and collaborate with others
• Search for notes via tags & keywords

• Further info
• Cheat sheet download

M365 OneNote

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


Data analysis & visualisation tool

https://powerbi.microsoft.com/en-us/


Power Automate

https://make.powerautomate.com/environments/Default-5bcd2573-e8c4-46c8-b940-2046c9bc1785/templates


Digital Foundations programme

Find out more about the Digital Foundations programme

https://superhighways.org.uk/who-we-are/partners-and-programmes/digital-foundations
https://superhighways.org.uk/who-we-are/partners-and-programmes/digital-foundations


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

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


#DigitalFoundations    

PAUL FIRBY
KATE WHITE

info@superhighways.org.uk
@SuperhighwaysUK

Thank you for listening

mailto:info@superhighways.org.uk
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