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Learning Objectives

 Identify hidden features of Microsoft 365 to boost your 
productivity

 Identify specific, actionable initiatives to do more 
across the Microsoft 365 ecosystem 
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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 – The Big Picture
 Hidden Gems in the Microsoft 365 Ecosystem
 Additional Resources
 Wrap-up
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MICROSOFT 365 – THE BIG PICTURE
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Microsoft 365 Application Suite

• Admin

• Bookings

• Calendar

• Clipchamp

• Compliance

• Delve

• Excel

• Forms

• Insights

• Lists

• Purview

• Security

• SharePoint

• 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’ ROLE IN THE MICROSOFT 365 
ECOSYSTEM

Teams

SharePoint

Outlook

Excel

Word

PowerPointOneNote

Planner

Power BI

All Apps
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HIDDEN GEMS IN MICROSOFT 365 ECOSYSTEM
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Tips for Getting The Most Out of M365
 Make Teams the priority
 Store shared files in SharePoint 
 Manage engagements and 

projects with Planner
 Get organized with OneNote
 Manage lists with Lists app
 Document processes and      

meeting with Clipchamp

 Create surveys and quizzes with 
Forms app

 Streamline appointment 
scheduling with Bookings app

 Communicate financial data 
visually with Power BI

 Manage your time with To Do app
 Automate processes with Power 

Automate / Copilot Cowork

Use Copilot AI to help with all of it!
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Top Teams Tips

 Converse in channels not chat
 Use Channel tabs for efficient access
 Use Teams for phone calls  (internal / external)
 Transfer email conversations to Teams
 Conduct and record all meetings in Teams
 Use Copilot to recap meetings
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Eliminate Internal Emails
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Eliminate Internal Emails (continued)
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Recap Teams Meetings Example

Shared with explicit permission from the client
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Storing and Sharing Files
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OneDrive = your personal (business) files 

SharePoint = shared file sites

Share files internally & externally

Simultaneous Office file editing

Eliminate email file attachments

Synchronize with local PC

Maintain file version history

Store Shared Files in SharePoint & Personal Work Files in 
OneDrive
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SharePoint Best Practices

 Manage SharePoint site creation and folder management 
through  Teams

 Learn how file versioning works and manage appropriately
 Minimize the use of OneDrive
 Use Teams & SharePoint as a client portal for 

communication and file exchange
 Share files via email links, not attachments
 Automate routine file processing with Power Automate and 

Copilot
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Teams / SharePoint Relationship
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Teams Channels & SharePoint File Folders
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Sending Files Securely: Use File Link

Requires file to be 
stored in OneDrive 

or SharePoint
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Establish File Link Access Controls

Establish file sharing 
link permissions
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MANAGE ENGAGEMENTS AND PROJECTS WITH 
THE PLANNER APP
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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 Detailed 
Description / 

Notes

Task Checklist 
Items

Task classification labels

Assigned to

Task Name

Loop 
conversation
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Task Card Details (continued)

File attachment links
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Task Card Details (continued)

Task notes 
journal
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ORGANIZING NOTES AND IDEAS WITH ONENOTE
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Top Applications for OneNote

 Document and organize notes
 Create and standardized meeting agendas
 Document and share meeting notes
 Maintain working documents
 Replace internal use of Microsoft Word
 Replace your paper notepad!
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OneNote Home Screen
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OneNote Content Organization

Notebook Sections Pages

Containers
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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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Lists App - Create and Manage Custom Lists
Copyright (c) 2026 Higgins Advisory, LLC - Unauthorized reproduction prohibited

32



Recording and editing videos with Clipchamp 
(formerly stream)
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Applications for Clipchamp

Manage Teams meeting recordings
 Document internal business processes
 Create promotional videos
 Create on demand learning videos
 Use Copilot to create, summarize and query 

videos
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Clipchamp Home Screen
Copyright (c) 2026 Higgins Advisory, LLC - Unauthorized reproduction prohibited

35



Document Processes
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CREATE FORMS, SURVEYS AND QUIZZES WITH 
FORMS
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Applications for the Forms App

 Training / meeting evaluations
 Performance appraisals
 Customer / client satisfaction surveys
 Skills assessment quizzes (internal / client)
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Streamline Appointment Scheduling
With Bookings App
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Things to Know About the Bookings App

Bookings app is included with all Microsoft 365 subscription plans

Streamlines and automates internal and external appointment scheduling

Directly integrates with Outlook and Teams

Personal or group booking page option

Detailed setup instructions provided by Microsoft Bookings support page
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Personal Booking Page
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Web Page Booking Confirmation
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Client / Customer Booking Email Confirmation
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Communicate Financial Data Visually
 With Power BI
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Manage Your Time With To Do App

Unified Task Management Through Integration

To Do App

Planner Outlook
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To Do App Interface
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Automate Business Processes With
Power Automate
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Copilot Home Page
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ADDITIONAL RESOURCES
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Microsoft Self-service Support
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Microsoft Business Partners
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WRAP-UP
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Common Deployment Failures

Little or no 
planning

Little or no 
training

Failure to 
commit to 

see it 
through

Continuing 
to do things 
the previous 

way

Copyright (c) 2026 Higgins Advisory, LLC - Unauthorized reproduction prohibited

54



In Summary
 Microsoft 365 is one of the most underutilized 

software investments in business
 The full value of Microsoft 365 is based in the 

integration of the apps
 Copilot will exponentially accelerate the value of your 

Microsoft 365 deployment
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Thank you!!!

Let’s connect on LinkedIn
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