
  
Frequently Asked Questions: Office 365 Changes – Updated 02/02/26 
 
Q:  How do I set my emails to come from the correct person? 
A:  See these, “Show From” instructions:  Show From Instructions.  You will 
need to tick the box each time you send a new email. 

 
 
Q:  I’m still having difficulty – I can see CoPilot when I try and log in. 
A:  This is because you have not logged off from your President/Treasurer 
account.  Go to the little circle at the top right of the page and select “sign 
out” 

 
Then you will be able to sign in as the Secretary via the Hampshire Hub. 

https://www.hampshirewi.org.uk/wp-content/uploads/2025/12/Office-365_-Send-As-instructions.pdf


Q:  Can I see my Inbox on my phone. 
A:  Yes, if you have a smart phone you can access your President/Treasurer 
mailbox  
 
Q:  Can I redirect my emails to my Gmail account 
A:  No, sorry you can’t redirect your emails to an external account, only 
somewhere@hampshirewi.org.uk ones.  This is a Microsoft restriction and 
out of our control. 
 
Q: Can I still use my President/Treasurer email address to log on to the 
Learning Hub and MyWI? 
A:  Yes, you will not lose your email address. 
 
Q:  What about my Contact Lists; will I have to recreate them? 
A:  All of your existing emails, calendar information, and contacts will be 
retained and come with the mailbox when we convert a user mailbox to a 
shared mailbox in Microsoft 365.  The conversion process simply changes 
the type of the mailbox and its associated properties, but the data within it 
remains intact and accessible in the new shared format.  
Accessibility: After the conversion, the existing data will be accessible to all 
users who are granted permissions to the shared mailbox. 
 
Q:  Can more than one user at a time log into a shared mailbox? 
A:  Yes, more than one can log in at the same time.   Shared mailboxes are 
designed for multiple users and Microsoft limits it to 25 users. 
 
Q:  Is there a size limit? 
A:  Yes, Once converted, a shared mailbox does not require a license if its 
total size (including the archive) is under 50 GB.  This is a large amount of 
storage, but will be quickly eaten up by large attachments or lots of photos. 
 
 
 
 
 
 
 
Q:  I can’t visualise what the new setup will look like; can I see a picture? 
 
 



 
 
 

 
 
Q: Why is the change happening?  
A: Microsoft has updated its policy to limit the number of free Office 365 
licences charities can use. We’ve gone from an allowance of over 900 to 
just 300. This isn’t negotiable, and failing to comply risks substantial 
financial penalties.  
 
 
 
Q: What will be happening?  
A: As we need to reduce the number of licences we use by two-thirds, we 
will be reducing the number of licences used for each WI to one - this will 



be yourWIsec@hampshirewi.org.uk. Therefore the officers of each WI will 
share access to this account.  
 
Q: Will sharing login details be safe? Yes, shared mailboxes are common 
throughout industry but you might want to change the Secretary password 
to something memorable for your Officers. 
A: To change the password on the Secretary’s account. 
 
Hints for Creating Secure Passwords 

• Pick 3 random words, i.e. banana potato book 
• Push them together, i.e bananapotatobook 
• Change some letters to uppercase, numbers and special characters, 

i.e. b@nanaPota7o8ook  
   
Q:  Can we request additional email addresses if needed?  
A:  Unfortunately, no. The limit of 300 licences is firm, so we must work 
within that constraint.   
 
What about OneDrive?  
Q:  I do not use OneDrive, do I now have to? 
A:  Not at all – carry on as before. 
 
Q:  What if I have more questions or concerns?  
A:  Please send them to info@hampshirewi.org.uk, with “Office 365” as the 
subject line. To help our admin team manage the workload, we kindly ask 
that you avoid phoning the office about these changes.  
 
Q:  Who is going to move all the data?  
A:  We are working closely with our IT provider to coordinate these changes. 
The dedicated project team will provide instructions and support, but each 
WI may need to do some light preparation—such as cleaning inboxes and 
identifying what needs to be kept. 
 
 
 
 
 
Q:  Do I have to continue using Office 365?  
A:  It’s strongly recommended. Office 365 provides a secure, professional 
system with support structures already in place. Alternatives may not 

mailto:yourWIsec@hampshirewi.org.uk
mailto:info@hampshirewi.org.uk


integrate as well with WI operations, and managing a different setup could 
make things more difficult—especially for communication and record-
keeping.   
 
Q:  What guarantee do we have that Microsoft won’t move the goalposts 
again?  
A:  Sadly, there is no guarantee. Technology companies review their policies 
regularly. What we can do is create a setup that’s flexible and easier to 
adapt if future changes occur—minimizing disruption down the line.  
 
Q:  What if I just ignore this?  
A:  We totally understand the impulse—but ignoring the change could 
result in loss of access, possible loss of WI documents and records, 
service interruptions, or unexpected costs. The best way forward is to be 
proactive and lean into the support being provided.  
 
Q:  It’s taken us a while to get used to Office 365 in the first place, how do 
we manage these changes now?  
A:  We suggest framing the change as a simplified version of what’s already 
familiar: one inbox, one password, less confusion. Our project team is 
happy to provide assistance, tips for training, and support along the way. 
And you might just discover that shared access actually makes things 
easier for Officers who were hesitant before.  
   
 


