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Questions:
• Put questions into chat
• I will try and answer them today
• Otherwise, I will get back to you
• We can arrange 1-1 chats about specific topics



From 1983 to Microsoft 365: The 
Evolution of Productivity Suites

1983: Microsoft Word is 
introduced.

1985: Microsoft Excel is 
released

1987: Microsoft acquires 
PowerPoint

1990: Microsoft Office for 
Windows is launched, 

featuring Word, Excel, and 
PowerPoint

1995: Office 95 is 
introduced

1997: Office 97 is released, 
featuring Clippy, the Office 

Assistant.

1999: Office 2000 is 
launched

2001: Office XP is released, 
focusing on user 

experience and interface 
enhancements.

2003: Microsoft Office 2003 
significant updates to 

Outlook 

2007: Office 2007 is 
launched 2010: Office 2010

2013: Office 2013 cloud 
integration and a touch-

friendly interface

2011: Office 365 is launched, 
transitioning Microsoft's 

business model to a 
subscription-based 

service.

2015: Office 2016 is 
released, emphasizing 
collaboration tools and 

integration with Windows 
10.

2019: Office 2019 is 
launched, 

2021: Microsoft 365 is the 
current evolution of Office, 

providing cloud-based 
services and apps to users 

globally. 
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How to get M365 for free!
Register your Charity with 
Charity Digital
https://charitydigital.org.uk/

Apply via Microsoft Non-
Profit Grants & Discounts
Microsoft 365 Nonprofit
Solutions | Microsoft 
Nonprofits



Accessing M365 via the web portal

• Log in at www.office.com 
with your email and 
password

• Choose the apps from the 
landing page or the App 
launched grid of 9 squares 
always at the top right of 
your screen



Installing Microsoft 365 Desktop Apps
Seamless Productivity: Installing Office Apps Across Your Devices
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Launching local M365 apps 
Using the Windows 
Start Menu, or Search 
for anything box.

Right click to Pin to 
Start or click More and 
also Pin to taskbar



Updating Desktop Apps
Staying Current: Updating 
Your Microsoft 365 Apps

Word, Excel, PowerPoint
File > Account > Update



Security with Microsoft Authenticator

Extra Layer of Security: Protects 
you from over 99% of hacking 
attacks.

You’ll be asked for further 
information when logging in



Security with Microsoft Authenticator

MFA methods include:

SMS
Phone Call
Authenticator 
Security Key
Hardware Tokens
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Cyber Aware - NCSC.GOV.UK
A poster with text and images
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Syncing with OneDrive
OneDrive: Your Files, Synced and Accessible
A computer with a blue screen
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Collaboration and File Sharing
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 OneDrive

• 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)

• Don’t save files locally to your laptop (if your laptop fails or is lost or stolen – your files are 

lost)



Data storage



How do OneDrive, Teams and 
SharePoint work together?

SharePoint Teams One Drive

Laptop

Personal files

Organisational files



AutoSave

• If AutoSave is On at the top right of 
your screen, as indicated, changes to 
your document will automatically be 
saved

• If you want to create a new version of a 
document, remember to Save As and 
give the file a new name. Otherwise 
changes will overwrite the original





What can a GB and a TB hold?

1 GB = 1,000 books or 
250 songs or 500 
photos

1 TB = 1,000,000 books 
or 250,000 songs or 
500,000 photos
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Some of the other M365 
Applications



To Do – Your personal tasks list



✓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



✓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



✓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



✓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



Watch video here
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CoPilot for M365
£21 per user per month
I year contract



Subscription and Account Management
Managing Your Microsoft 365 Experience



M365 Non-Profit Licencing



Microsoft 365 Business Basic

✓ Free for up to 300 users (not volunteers)

✓ Web and mobile versions of Microsoft 365 apps

✓ 1 TB of cloud file storage per user



Microsoft 365 Business Standard

✓ £2.50 per user/per month (min 1 year 

commitment)

✓ Web, mobile & desktop versions of M365 apps

✓ 1 TB of cloud file storage per user

✓ License to use for volunteers



Microsoft 365 Business Premium

✓ Free for up to 10 users (not volunteers)

✓ Costs £4.50 per user per month for additional users. 

✓ Web, mobile and desktop versions of M365 apps

✓ Plus advanced security features, cyber threat 

protection, and advanced device management.



Which M365 Licences do I have?

After your organisation signs up for 
Microsoft 365, the Admin can assign 
different Microsoft 365 licenses to 
each user account.

• 300 Business Basic are 
granted/free

• 10 Business Premium are 
granted/free

How to view licensing info
✓To see how many licenses you have assigned 

and unassigned, in the admin centre, go to 
the Billing > Licenses page.

✓To see who is licensed, unlicensed, or guest, 
in the admin centre, go to the Users > Active 
users page.



Microsoft 85% policy for nonprofits

✓Nonprofits must use 85% of granted licenses

✓ Licenses must be assigned to active users

✓Active users must use cloud services in 90 days

✓Non-compliance may result in subscription loss

✓Microsoft do monitor usage and will contact you if 

you fall below 85% usage





Further Information
Crash Course in Microsoft 365 Business Premium for Nonprofits
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Digital Foundations programme
Screen shot from our digital foundations programme web page - click to go to the page.  Communications made easy; Digital basics  Websites for communities

Find out more about the Digital Foundations programme



About Superhighways
Providing tech support to small local charities in London 
for over 25 years

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

✓ E-news sign up



Get the help you need

Book some 1-1 time with us 
or sign up for our regular e-
news to find out about new 
opportunities and training.
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PAUL FIRBY

paulfirby@superhighways.org.uk
@SuperhighwaysUK

Thank you for listening


