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Learning Objectives @

» ldentify all the ways you can use Teams to
communicate, collaborate and share knowledge

» ldentify best practices for configuring your teams and
channels
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Nationally recognized thought leader, advisor, author and

speaker on CPA technology

sovege imorgypait |
Strategic Technology Advisor e

Former National Mid-market Technology Partner - BDO

CPA Practice advisor Top 25 Thought Leader for the CPA
profession

AICPA Business & Industry Hall of Fame Inductee

Past Chair of the Michigan Association of CPAs

john@higginsadvisoryllc.com
4 Passionate advocate for the CPA profession!
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Presentation Outline

»Teams Role in the Microsoft 365 Ecosystem

- »Orientation to the Teams App Features

> Best Practices for Organizing Teams & Channels ‘

> Leverage Teams for Meetings and Calls
»Wrap-up
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TEAMS ROLE IN THE MICROSOFT 365 ECOSYSTEM

@
PowerPoint
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Establish Teams as your hub
for communications,
collaboration and
knowledge sharing
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Communication, Collaboration & Knowledge Sharing
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v’ Centra
v’ Centra

repository for all your conversations

hub for accessing all your files

v’ Launch pad to access all your apps

v’ Communications gateway to external parties

v’ Email replacement

v’ Optimize Microsoft 365 integration value
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Teams Features Review

e Teams & Channels

v’ Posts (conversations)
v’ Files (SharePoint)
v’ Tabs (shortcuts)

* Chats
* Calendar / Meetings

e Calls
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ORIENTATION TO THE TEAMS’ APP FEATURES

r al
q o W

ﬁ < Q. Search (Ctrl+E) ‘% Higgins Advis... 4k @0 — O >
AC%W Teams == qe Cryptocurrency -15 Years Later Posts Files Notes ar v e D

2 <% Discover

@ Start a new post
[ 11}
| w» * Your teams

feams ] & Post <J Announcement

__ v ﬁ Demonstration Team
Calendar General

% Accounting I @é John Higgins 12/10/2024 831 PM

Calls See all channels

. el https://www.wsj.com/finance/currencies/bitcoin-supply-limit-crypto-value-29e068b4?
- C . . . . . . . .

() Curriculum wsj_native webview=android&ace environment=androidphone%2Cwebview&ace config=%

OneDrive General 7B%22wsj%22%3A%7B%22djcmp%22%3A%7B%22 propertyHref%22%3A%22httns%3A%2F%
) 2Fwsj.android.app%22%7D%7D%7D
& 1040 Tax Prep With Al
Eopict Adobe Tips for Working ... sitcoinsupgly
i w2 mibonbicsios Behind Bitcoin’s Rally Is a Simple Fact: Sup... X
ves Al Revolution 009 BUlls argue that the token’s scarcity will fuel rising prices,
Blockchain Technology miie  with buyers scrambling to acquire the last new coins to...
Bookings App = % WWW.Wsj.com
Apps ChatGPT Bootcamp
‘ . ‘ @
Client Advisory Services (...
‘ Cryptocurrency -15 ...+ a Reply

NP W o N N e
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Teams Conversation Posts Interface
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I 9@ John Higgins 10/8/2023 9:58 AM

Welcome

Hello John Doe NewCo CFO (Guest) and Nicole Doe NewCo Owner (Guest). | would like to
personally welcome you to this portal site that has been setup to allow you to communicate
and share files with us securely and efficiently. | would like to shcedule a brief 20 minute
training session with you to orient you to the system. Sincerely, John Higgins

@

NO_ Nicole Doe NewCo Owner (Guest) 10/8/2023 9:59 AM
~ That is great to hear John. We are ready when you are. Please let us know when we can
schedule the training. &

| a John Higgins 10/8/2023 10:01 AM
Please use this link to schedule a 30 minute meeting for a time that is convenient for
you. link

Higgins Advisory, LLC - You can book online! X

You can now book and manage appointments using our

Ol l booking page.

outlook.office365.com

@ repy b @ P + P
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Post Emails to Teams

File Message Help  Acrobat
[+] [ ~ =
5 lgnore m = @ @ = = %3 = ToMsnager = Team Email Eﬁ = Rules &= EE jeo)
%Junk* Delete Archive Reply Reply Forward N Share to All :/DOHE e)Reply&Delete Move uSEndtn OneNate Assign  Mark Categorize Follow =~
Al . | Teams  Apps || 7 CreateMew = © [ Actions ~ Policy ~ Unread U Iy v
Delete Respond Teams Apps Quick Steps [ Move Tags v Editing
Elsave © (& " Previous ftem |, Nextltem =

2024 First Quarter Evaluation Report

Sydney Pielak <spielak@cpacrossings.com> . . . -
Sh to T -++ Higgins Advisory, Litga £F — (m] %
@ To @ John Higgins e are to feams - EbEEE 3

®Ynu replied to this message on 4/4/2024 11:59 AM.
™ HA Webinar Evaluation Results 010124-033124.x! L] H
T meen ReE Y * Share to Microsoft Teams :;:i

Hi John, Share to

Dem:
We've created your 2024 first quarter evaluation report, which includes completg O|

Please reply to me if you have any questions.

People

Best regards, D John Doe
(DEMO) CFO

Sydney Pielak | Webinar Moderator Chats
CPA Crossings, LLC | {248) 963-0637 =
Connect with us: Sa\es and Marketing
CPACrossings.com | LinkedIn | Twitter

Channels

General )
[Demonstration Team

Include attachments
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Post Emails to Teams (continued)

o < Q. Search ‘_@ Higgins Advisnr% qi: = [} X
Q Teams - = 4+ General Posts Files Notes [H |@: R D
Activity
@ % Discover o
Chat {8 John Higgins 4:09 PM
(10
L ~ Your teams
Teams
~ Bal Demonstration Team £ 2024 First Quarter Evaluation Report
General Sydney Pielak =
Calendar
Accounting To John Higgins
Q;) Thu, Apr 4, 2024 10:16 AM
e Human Resources
Management Team Hi lohn,
(@] .
OneDrive Sales and Marketing We've created your 2024 first quarter evaluation report, which includes completed survey results for your courses. This is valuable

feedback you can use to help you develop your courses moving forward.

Business Operations

Please reply to me if you have any questions.

m
o
o
=
5
[+
-

Website

Curriculum Best regards,

Sydney Pielak | Webinar Moderator

Business Development

. CPA Crossings, LLC | (248) 963-063
NewCo Startup Coaching

Connect with us:

Clients
CPACrossings.com | LinkedIn | Twitter

Deployment team

-
-
>

=
o
a
-

CPA Associations HA Webinar Evaluation Results 010124-033124.xdsx

AICPA Engage 2024

‘ 9‘ Marcia Sheehy - 15t Q Evaluat\onsi for your review

b 2 PO BEF®EDSE G+ B
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WORKING WITH FILES IN TEAMS
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SharePoint Overview

* Storage of files and other content for “shared”
group access

* Files are organized by “SharePoint sites”

 1to 1 relationship between Teams and SharePoint
sites

e OneDrive is a SharePoint site for individual user
access only

* SharePoint’s purpose has evolved with
development of Teams app
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Teams & SharePoint Relationship
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Tj Q Search

Q

Activity

@ Your teams

Chat

Teams = |5 O

ie to the team!

Demonstration Team

([ ]]

Teams General e things to get going...
— Accountin
g

Calendar Human Resources .
Q:) Management Team & °
Calls Sales and Marketing !

23

~

ES Business Operations 2
Genera :
Contracts
Facilities
; Financial & Create more channels
Stock Photos and Images
Technology
ﬂ Business Development
@ coa Join or create a team €§3

Haln

4

:2:  SharePoint

+ Createsite + Create news post

< Following

Demonstration Team - CPA Associations
Management Team Group

] p—

Curriculum

Business Operations -
Financial Group

Business Operations

Business Development

Group Group

® ® 0 =
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Teams Files Tab

r v b
w < Higgins Adviso-'ﬁ :30
Ac%w Teams = 4 NewCo External Posts Files v 3 0 -

)

e &, Discover T Upload ~ B Editingrid view -+ = All Documents* v % O]
a

W eams NewCo External
Teams
T ﬁ £ SIS S (Y  Name v Modified ~ Modified By v + Addc
Calendar General
% Accounting Financial Sample.xlsx July 17, 2024 John Higgins
e see all channels ] GM 2022 Annual Report (FINAL). pdf October 8, 2023 John Higgins
) » Curriculum
OneDrive (35 VSCPA Demo.xlsx July 17, 2024 John Higgins
» B Business Development
@ 4 CPA Associations
Copilot
v u NewCo Startup Coachi...

NewCo External ©

See all channels
Apps » I AICPA Engage 2024

» Il Business Operations

‘ » Clients

» Hidden teams

»
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Q’ Teams

@ * Your teams

Calemgar
Engagement Management With Planner ...
s Integrating ChatGPT Into Your CAS
Microsoft 365 Apps Lightning Round Rev...
4@5 Microsoft 365 Deployment Best Practices
Outlook Must Know Email Tips
o Secure Your Data With Password Manag...

Teams Deployment Best Practices
Teams Features Every User Should Know
Teams Virtual Meetings Online

Using e-Signature Software

Using Microsoft Forms

L ﬂ Business Operations

» Business Development

1|
_l_

(A
&
=
O
8
©]
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Teams Channel — SharePoint Site Folders 1:1

SharePoint

Curriculum

Home
Conversations
Documents
Shared with us
Notebook
Pages
Site contents
Recycle bin

Edit

Return to classic SharePoint

£ Search this libre

Edit in grid view &3 Sync

Documents Wi~

> In channels

v In site library

Adobe Tips for Working With PDFs

Engagement Management With Planner App

General

Integrating ChatGPT Into Your CAS
Microsoft 365 Apps Lightning Round Review
Microsoft 365 Deployment Best Practices
Qutlook Must Know Email Tips

Secure Your Data With Password Management App
Teams Deployment Best Practices

Teams Features Every User Should Know
Teams Virtual Meetings Online

Technology Trends Update

Using e-Signature Software

Using Microsoft Forms 1 7
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LINKING TO CONTENT & APPS IN A CHANNEL

Website
Shortcuts

File Apps
Shortcuts Shortcuts

3

4
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Customize Teams Channel Tab

Calendar

Calls

Apps
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Teams

Your teams.

NewCo Startup Coaching
General
NewCo External

NewCo Internal &

Demonstration Team

Business Operations
General

Contracts

Facilities

Financial &

Stock Photos and Images

Technology

Business Development
General
Marketing Materials

Prospects

Curriculum

General
Adcbe Tips for Werking With PDFs
ChatGPT What Every CPA Should Know

Engagement Management With Planner App

Integrating ChatGPT Into Your CAS

Mimrmenft 166 Armer |inktnine Davind Do

Q, Search

n General FPosts

-4  NASBA_Learning_Objectives_AICPA.pdt

es

MNotes NASBA Learning Obj... ~

NASBA +

CPA)

NASBA Level

Basic or Overview

Knowledge and

Comprehension [revels of
Bloom's Taxono

Intermediate

Application and Analysis
Levels of Bloom's

Taxonomy

Job Aid

Advanced

Synthesis and Evaluation

Levels of Bloom's Taxonomy

Verbs

Identify, Recognize, Recall,
Select, Distinguish, Estimate,

Indicate

Apply, Determine, Choose,
Use, Analyze, Calculate,
Compare, Differentiate,

Distinguish, Identify, Select

Categorize, Formulate,
Reconstruct, Contrast,
Assess, Evaluate, Predict,

Interpret

Examples of Matching Assessment Question

Recognize the error in the
calculation of depreciation
and then click on the
answer choice that is

correct.

Apply the FASB standards to
this case scenario and then
click on the correct answer

choice.

Caleulate the carrect

Assess the situation in the
scenario and click on the
best response to the client

inquiry.

Evaluate the client reauest

sanpalqQ Buluiea A9 YISYN |

19
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Things to Know About Teams Channel Tabs

»You can create tabs to link to:
v'OneDrive / SharePoint Files
v'Other cloud storage file links
v'Internal and external software applications
v External websites

» Website tabs must be secure https://

‘6
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BEST PRACTICES FOR ORGANIZING YOUR
TEAMS AND CHANNELS

6
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Teams

Establish around activities where groups work
together

4
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Channels

Subset of a team to organize your content in
greater detail

4
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Teams & Channels Setup Best Practice Tips

v Think of it like establishing a chart of accounts

v’ Take time to plan with participation from across
the enterprise

v’ Document your plan before configuring
v’ Start broadly and evolve to narrower focus
v’ Get staff feedback early

O
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LEVERAGE TEAMS FOR MEETINGS & CALLS

‘6
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Things to Know About Teams Meetings

* Meetings can be scheduled or spontaneous
(meet now)

* Optional registration page

* Automatic or manual breakout rooms

* Record & transcribe option

* 1,000 participant max / 10,000 view only
* Copilot intelligent recap option available

O
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Recap Teams Meetings with Copilot

& Notes @ Al notes @ Mentions B Transcript
@ Generated by Al. Check for accuracy. O Copy all

Follow-up tasks

Meeting notes

> Meeting Agenda: John outlined the meeting agenda, which included a « Copilot Feature: Post information in the Teams channel about the current

recap of the previous session, a review of key features of OneNote, Stream, status and functionality of the bookmark feature in Teams. (John)
and Copilot, and any additional topics Richard might want to cover. . ) o
« Copilot Feature: Check and confirm the availability of the bookmark

> SharePoint Review: John reviewed the key points from the last session, . .
feature in Teams and update the team accordingly. (John)

focusing on SharePoint's file management features, link sharing, file version
tracking, and search functionality. - Copilot Access: Ensure that the Copilot button is enabled for all team

> OneNote Overview: John provided an overview of OneNote, describing it members in the Edge browser and provide necessary instructions for
as a digital 3-ring binder and highlighting its features such as sections, access. (Richard)

pages, containers, and tags. He also discussed the differences between the

browser and desktop versions. » Copilot Training: Offer training sessions or resources for team members
> OneNote Tags and Search: John explained the use of tags in OneNote for interested in learning more about Copilot for Office 365 and its
organizing content and demonstrated how to search for tagged items applications. (Richard)

across notebooks.
« Power Bl Training: |dentify a team member to become the expert in Power
+ OneNote Templates: John demonstrated how to create and use templates 9 fy P

in OneNote for consistent content, such as meeting agendas or course Bl and provide them with necessary training resources. (Lisa)

‘ descriptions.

& Shared with explicit permission from the client
HIGGINS plcitp 7
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Recap Teams Meetings Example (cont’d)

Did we review the Planner app in the meeting
Copilot /22 1:28 PM (]

The Planner app was mentioned briefly in the context of tasks
and to-do lists. It was noted that tasks assigned in the Planner
app would show up in the To Do app. allowing for centralized
task management across different 365 applications. However,
there was no detailed review or demonstration of the Planner
app itself. 1 Copilot 3/22 1:29 PM (]

Does it seem like the attendees were understanding the
concepts presented

Al-generated content may b incoract M) ] ) ; Did | discuss OneDrive security
T T T - Based on the meeting transcript, attendees engaged actively with

the concepts presented, asking relevant questions and providing

; 2 : S i /22 5:14 PM
feedback. For example, Richard and Lisa discussed the possibility Copilot 3/22 5:14 PA 0
of flagging discussion threads in Teams, and Mary Rae MacKay

shared a screenshot to assist with understanding a feature. Yes, OneDrive security was discussed briefly. John mentioned that
Additionally, Richard offered to help anyone interested in OneDrive stores files that only the user has access to unless they
learning more about Copilot for Office 365, indicating a proactive share specific files or folders with others. This ensures privacy and
approach to understanding and utilizing the tools discussed. ! control over the stored content. 1 2

2 3 B

Al-generated content may be incomect & 5

Ask me anything about this meeting

“ % More prompts =
HIGGINS Shared with explicit permission from the client 28
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Using Teams Calls Feature

Calls Personal View contacts (3
Type a name Filter by name or number e X Speed dial S
1 Marcia Sheehy Vesterd
¥® < Incoming forwarded to voicemail esterday BS  Bryan Smith (External)
@ Marcia Sheehy Tuesday
o & Outgoing 1m 46s @@ Marcia Sheehy
Marcia Sheehy
& Tuesd:
@@ R Incoming forwarded to voicemail uesaay
Marcia Sheehy
& Mond:
@G} Q' Incoming forwarded to voicemail onday
* Marcia Sheehy
& Mond:
@G} " Outgoing onday
@ Marcia Sheehy Monday
¥® & Outgoing 2m 35s
@ Marcia Sheehy Monday
#® ¥ Outgoing 4ds
@ Marcia Sheehy 2/21/2025
qge ¥ Outgoing 8s
@ Marcia Sheehy 2/20/2025
#® & Outgoing 1m 12s
Marcia Sheehy
@@ &' Outgoing 2/20/2025
@ Marcia Sheehy 2/20/2025
g ¥ Outgoing 39s
@ Marcia Sheehy 2/20/2025
@ & Outgoing 3m 51s
gs Bryan Smith (External) 2/13/2025
%" Outgoing 11m 10s
‘ Marcia Sheehy
& 1/31/2025
@@ %" Outgoing B
‘ © Forward to voicemail -~ )
@ Marcia Sheehy 1/31/2025
H I G G I N s g3 2- Plantronics Savi 7xx-M o ' Outgoing 465 29

— ADVISORY, L Lc — N



Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

Replace Your Phone System with Microsoft Business

Voice
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» Establish local phone numbers

» Voice mail

» Call forwarding

» Auto attendants

» Call routing

» Domestic / Toll-free / International call plans

30
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WRAP-UP
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Common Teams Deployment Failures

Little or no Little or no
planning training

Using Chat Using
vs. Team OneDrive
Channel VS.
Posts SharePoint
4
- |
HIGGINS N
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In Summary

* Teams is a powerful resource to foster
communication, collaboration and knowledge
sharing

* Focus on using Teams as the launchpad for all
you do in Microsoft 365

* Use Teams for all meetings

* Set a goal to eliminate internal email!
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Questions ?
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