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Learning Goals

 Identify opportunities to leverage lesser-known
Microsoft 365 apps to maximize your ROI

 Identify how the Copilot generative AI app can super 
charge your use of Microsoft 365
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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

 Microsoft 365 Ecosystem Overview
 Teams / SharePoint Review
 Use OneNote to Manage Your Notes
 Use Planner to Manage Projects
 Use Stream to Document Policies & Procedures
 Use Bookings to Manage Your Appointments
 Use Copilot AI to Super Charge Your Productivity
 Wrap-up
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MICROSOFT 365 ECOSYSTEM OVERVIEW

Teams

SharePoint 
/ OneDrive

Outlook

OneNote

Planner

To Do

Bookings

Stream

Other Apps
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Microsoft 365 Application Suite

• Admin

• Bookings

• Calendar

• Clipchamp

• Compliance

• Delve

• Excel

• Forms

• Insights

• Lists

• Purview

• Security

• SharePoint

• Stream

• Sway

• Teams

• To-Do

• Viva Insights

• Whiteboard

• Word

Traditional Office 
Desktop Apps

AI Add-in 

IT Technical Apps

Primary End User 
Apps

• Loop

• OneDrive

• OneNote

• Outlook

• People

• Planner

• Power Apps

• Power Automate

• Power BI Pro

• PowerPoint
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TEAMS / SHAREPOINT REVIEW
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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 / SharePoint Relationship

Team

SharePoint 
Site
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Teams / SharePoint Sites 1:1 Relationship
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Teams Channel – SharePoint Site Folders 1:1
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USE ONENOTE TO MANAGE YOUR NOTES
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OneNote Content Organization

Notebook Sections Pages

Containers
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The OneNote Apps

Notebooks

OneNote 
Desktop

OneNote 
Cloud / 
Portal

OneNote 
Mobile – 

Android / iOS
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OneNote Notebook Storage

• OneDrive
• Pre-established
• Private to you

Personal 
Notebooks

• SharePoint
• Created with Team / 

SharePoint Site
• Shared with Team / Site 

members

Shared 
Notebooks
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OneNote App Things to Know

• Text / audio / video / files / drawing / links

Supports multiple content formats

Dictate option

One to one Teams / SharePoint / Notebook relationship

Shared access to notebooks

Custom note page templates
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USE PLANNER TO MANAGE PROJECTS
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Planner APP Features

Project / Plan

Individual 
Tasks

Task 
Organization

Project 
Schedule

Project 
Reporting
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Planner App Home Screen

Plans
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Project Plan Board View

Individual 
Tasks

Organizing Buckets
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Task Card Details

Task 
Details

Task Detailed 
Description / 

Notes

Task Checklist Items File attachments / links

Comments / activity journal

Task classification labels
Assigned to

Task Description / Name
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USE STREAM TO DOCUMENT POLICIES & 
PROCEDURES
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Stream App Home Screen
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Stream App Recording Screen
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Edit Stream Recordings with Clipchamp
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USE BOOKINGS TO MANAGE YOUR 
APPOINTMENTS
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Personal Bookings Page
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Bookings App Things to Know

Streamline meeting scheduling

Direct integration with Outlook & Teams

Create custom booking page website

Define meeting / service types

Individual or team bookings page
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Streamline the Bookings App with Quick Parts
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USE COPILOT AI TO SUPER CHARGE YOUR 
PRODUCTIVITY
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Things to Know About Copilot Ecosystem

Copilot is ChatGPT technology embedded into Microsoft applications

Microsoft owns a 49% stake in OpenAI the creator of ChatGPT

There are multiple Copilot products

Copilot for Microsoft 365  is $30 per user, per month license fee

Microsoft Commercial Data Protection secures your data privacy in Copilot
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Microsoft Copilot Apps

Microsoft 
Copilot

Copilot for 
Microsoft 

365

Copilot for 
Windows

Copilot for 
Security

Copilot 
Studio

Others

Free or Pro version for 
$20 per month

$30 per month
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Accessing Copilot

Use Copilot side-by-side 
with Edge browser
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Copilot Prompt Screen - Web
Copilot “Web” is free
Copilot Pro is $20 monthly
Copilot “Work” requires Microsoft 
365 Copilot is $30 monthly

Conversations and data are kept private 
with Commercial Data Protection

Prompt data is not used for 
LLM training 

Include text, audio, images 
and files with prompt for 

“Retrieval Augmented 
Generation” (RAG)

Chat history
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Copilot Web Example
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Copilot Web Example
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MICROSOFT 365 COPILOT DEEP DIVE
Teams

Word

Excel

PowerPoint

Outlook

OneNote

Forms

Whiteboard
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Copilot Prompt Screen - Work

“Work” requires Copilot for 
Microsoft 365 subscription ($30 
per month) and supports 
prompting your company data 
securely. Chat history

Prompt data is 
not used

 for LLM training 

Includes your Microsoft 365 
data for “Retrieval Augmented 

Generation” (RAG)

Suggested prompts

Option to 
access web 

data
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Copilot Work Example
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Copilot for Excel
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Preparing Your Organization for Copilot

 Get your Microsoft 365 data governance 
managed

 Store files in SharePoint and OneDrive
 Use Teams & Channels vs. Chats
 Use Teams Meetings vs. Zoom
 Educate your staff on Generative AI & Copilot
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WRAP-UP
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In Summary
The lesser know Microsoft 365 apps can significantly 

increase your ROI
Focus on Teams and SharePoint as the foundation
Copilot is your Microsoft 365 jet pack
Make the effort to explore all the apps!
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Questions ?
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Thank you!!!

Let’s connect on LinkedIn
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