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Learning Objectives

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

 Identify best practices for configuring your teams and 
channels
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Nationally recognized thought leader, advisor, author and 
speaker on CPA technology

Strategic technology advisor to the profession w/ 35+ 
years of experience

Founded and sold two CPA technology advisory startups

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

Passionate advocate for the CPA profession!

John H. Higgins, CPA.CITP
Strategic Technology Advisor

john@higginsadvisoryllc.com
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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

Teams

SharePoint

Outlook

Excel

Word

PowerPointOneNote

Planner

Power BI

All Apps
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Establish Teams as your hub 
for communications, 

collaboration and 
knowledge sharing
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Communication, Collaboration & Knowledge Sharing

 Central repository for all your conversations
 Central hub for accessing all your files
 Launch pad to access all your apps
 Communications gateway to external parties
 Email replacement
 Optimize Microsoft 365 integration value
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Teams Features Review

• Teams & Channels
 Posts (conversations)
 Files (SharePoint)
 Tabs  (shortcuts)

• Chats
• Calendar / Meetings
• Calls
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ORIENTATION TO THE TEAMS’ APP FEATURES
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Teams Conversation Posts Interface
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Post Emails to Teams
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Post Emails to Teams (continued)
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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”
• 1 to 1 relationship between Teams and SharePoint 

sites
• 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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Teams Files Tab
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Teams Channel – SharePoint Site Folders 1:1
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LINKING TO CONTENT & APPS IN A CHANNEL

Team 
Channels

File 
Shortcuts

Website 
Shortcuts

Apps 
Shortcuts
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Customize Teams Channel Tabs
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Things to Know About Teams Channel Tabs

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

Website tabs must be secure https://
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BEST PRACTICES FOR ORGANIZING YOUR 
TEAMS AND CHANNELS

Team 1

Channel 
1

Channel 
2

Channel 
3

Team 2

Channel 
1

Channel 
2

Channel 
3

Team 3

Channel 
1

Channel 
2

Channel 
3
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Teams

Establish around activities where groups work 
together 

Teams

Departments

Products & 
Services

Clients / 
CustomersProjects

Events 
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Channels

Subset of a team to organize your content in 
greater detail

Channels

Individual 
departments

Individual 
products / 

services 

Individual 
clients / 

customers

Individual 
projects

Individual 
events 
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Teams & Channels Setup Best Practice Tips

 Think of it like establishing a chart of accounts
 Take time to plan with participation from across 

the enterprise
 Document your plan before configuring
 Start broadly and evolve to narrower focus
 Get staff feedback early
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LEVERAGE TEAMS FOR MEETINGS & CALLS
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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
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Recap Teams Meetings with Copilot

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

Shared with explicit permission from the client
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Using Teams Calls Feature
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Replace Your Phone System with Microsoft Business 
Voice

 Establish local phone numbers
 Voice mail
 Call forwarding
 Auto attendants
 Call routing
 Domestic / Toll-free / International call plans
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WRAP-UP
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Common Teams Deployment Failures

Little or no 
planning

Little or no 
training

Using Chat 
vs. Team 
Channel 

Posts

Using 
OneDrive 

vs. 
SharePoint
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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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Thank you!!!

Let’s connect on LinkedIn
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