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Learning Objectives @

» ldentify hidden features of Microsoft 365 to boost your
productivity

» ldentify specific, actionable initiatives to do more
across the Microsoft 365 ecosystem

4

LLLLLLLLLLL -/



Copyright (c) 2086sEinei [ [ [ ibi
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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MICROSOFT 365 — THE BIG PICTURE
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Microsoft 365 Application Suite

Traditional Office
Desktop Apps °

e Calendar

. * _ e QOutlook

* People

* Excel

Al Add-in

&’

Copilot

 Word

‘6 * * PowerPoint
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TEAMS’ ROLE IN THE MICROSOFT 365
ECOSYSTEM

SharePoint

g—

All Apps

\

\ \,
@
OneNote | PowerPoint

‘ N A

»
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HIDDEN GEMS IN MICROSOFT 365 ECOSYSTEM
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Tips for Getting The Most Out of M365

v' Make Teams the priority v Create surveys and quizzes with

v’ Store shared files in SharePoint Forms app

v' Streamline appointment

v' Manage engagements and scheduling with Bookings app

projects with Planner , . ,
v" Communicate financial data

v' Get organized with OneNote visually with Power Bl

v' Manage lists with Lists app v Manage your time with To Do app

v' Document processes and v' Automate processes with Power
meeting with Clipchamp Automate / Copilot Cowork

o Use Copilot Al to help with all of it!
HIGGINS 0
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Top Teams Tips

v’ Converse in channels not chat

v’ Use Channel tabs for efficient access

v’ Use Teams for phone calls (internal / external)
v’ Transfer email conversations to Teams

v Conduct and record all meetings in Teams

v Use Copilot to recap meetings
4
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Eliminate Internal Emails

File Message Help  Acrobat
[+] [ ~ =
5 lgnore m = @ @ = = %3 = ToMsnager = Team Email Eﬁ = Rules &= EE jeo)
p Junk - Delete Archive Reply Reply Forward by~ Share to All :;DOHE e)Reply&Delete Move uSEndtn Onehate Assign  Mark Categorize Follow =~
© Al By~ Teams  Apps 7 CreateNew = ~ [ Actions~ Policy ~ Unread  ~ Up* [y -
Delete Respond Teams Apps Quick Steps [ Move Tags v Editing
Save (& " 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 : ii

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

‘6
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Eliminate Internal Emails (continued)

o < Q. Search ‘@ Higgins Advisnr% -‘3 = [} X
- «o
Q Teams = = 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

-
f
>

=
o
a
-

CPA Associations HA Webinar Evaluation Results 010124-033124.xdsx

AICPA Engage 2024

v
=

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

b 2 PO BEF®EDSE G+ B

»
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Recap Teams Meetings Example

& 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.

4
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Storing and Sharing Files
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Store Shared Files in SharePoint & Personal Work Files in
OneDrive

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

HIGGINS »

T ADVISORY, LLC—
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SharePoint Best Practices

v' Manage SharePoint site creation and folder management
through Teams

v Learn how file versioning works and manage appropriately
v" Minimize the use of OneDrive

v' Use Teams & SharePoint as a client portal for
communication and file exchange

v Share files via email links, not attachments

v' Automate routine file processing with Power Automate and
Copilot

‘6
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Teams / SharePoint Relationship

_ + Createsite + Create news post
h{% Teams = + G P
ctivity -~
,@ Your teams < Following
Chat
w @ oeren e to The team” ISR | S
([ 1]
Teams General e things to get going...
— Accountin . ..
9 Demonstration Team - CPA Associations
Calendar Human Resources . Management Team Group
% Management Team & ®
Calls Sales and Marketing .ﬂ
P ] R
P Business Operations E
les
enera Business Operations - Curriculum
. Contracts Financial Group
Facilities -
Apps
Stock Photos and Images H
Technology . . .
Business Development Business Operations
ﬂ Business Development Group Group
A4
‘ ® && Join or create a team £
® @ 0 = ®

Haln

»
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Teams Channels & SharePoint File Folders

[;1 SharePoint O Search this librz
- Teams = +
Activity A A
(@8 Curriculum =
) ’
¥ Your teams Home T Upload ~ EH Editingridview 23 Sync
Chat
— . Curriculum . Conversations
s D | Documents Wt~
. Documents
Teams g Shared with us > In channels
® Notebock “ In site library
Calengar Pages
L
Engagement Management With Planner ... Site contents -
Adobe Tips for Warking With PDFs.
- Recycle bin
Calls | ntegratlng ChatG PT |nto YCIU r CAS ChatGPT What Every CPA Should Know
- - - Edit
Microsoft 365 Apps Lightning Round Rev... Engagement Management With Planner App
= Microsoft 365 Deployment Best Practices R
- - Integrating ChatGPT Into Your CAS
Outlook Must Know Email Tips
Microsoft 365 Apps Lightning Round Review
Secure Your Data With Password Manag...
Microsoft 365 Deployment Best Practices
— Teams Deployment Best Practices Outonk Must Know Erail Tigs
-Dﬂ
Apps Teams Features E\.'Efy User Should Know Secure Your Data With Password Management App
Teams Virtual Meetings Online Teams Deployment Best Practices

Teams Features Every User Should Know

Using e-Signature Software
Teams Virtual Meetings Online

Using Microsoft Forms
Technology Trends Update

‘ * Business Operations Using e-Signature Software

M Using Microsoft Forms
L ﬂ Business Development

»
HIGGINS 18

= ADVISORY, LLC =——




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

Sending Files Securely: Use File Link

File Message Inset Draw  Options  Format Text  Review Help

N R G TR =h = g8 | Jamane b » B 8§

— @ Li -
Paste B I U £« A . |E| = —= = 5= Address Check @ Link Attach File Copilat Loop Assign  * Dictate
= - - == == = Book MNames  [J Signature v via Link ~ ~ Components~ | Policy~ |,
Clipboard Basic Text M3 Mames Include Adobe Acrobat Collaborate Tags a Voice
LT - . .
4] Higgins Advisory LLC W9.pdf
B | From | joehn@higginsadvisoryllc.com —
L - - .
— [Z] Anyone with the link can view
Send | To |
How do you want to attach this file? = *
B 3 Manage access
o« ]
e [ Share ink | | k& Openlink
cc
5 Recipients can see the latest changes and respond in real time.
_ T2y Copy Link
Subject

™ Attach as copy

Everyone receives a separate copy of this file,

Regards, \

John Requires file to be
s s SHEEE) D QIR
‘ E !Esgvl. Ltl § %— f:;;::::iizryllc,mm

or SharePoint

»
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Establish File Link Access Controls

‘6
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Sharing settings
Higgins Advisory LLC W3.pdf

Share the link with

Anyone

Share with anyone, doesn't require sign-in

@ People in Higgins Advisory, LLC @
@ Recipients of this message

@ Pecple with existing access (0
a

More settings

S Can view

Expires Sunday, Apr 6, 2025

& Setpassword

S

&

Apply ‘ Cancel

S

Establish file sharing
link permissions

20
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MANAGE ENGAGEMENTS AND PROJECTS WITH
THE PLANNER APP
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Planner App Home Screen

A ‘ Planner

i3]

-+ Create a plan '

‘8- My day

)] My tasks

Plans
92 My plans

Pinned

@ Audit Engagement - Premium
o

~  Demonstration Team

Audit Engagement Demao
Demonstration Team

" Demonstration Team

1040 Engagements - Premium
" Demonstration Team

Courseware Development

Courseware Development

a Tax Engagement Demonstration
o

" Demonstration Team
B vwo

»
HIGGINS
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88 My plans > ﬁ Audit Engagement Demo  #

2 Goals B Grid Calendar @ Reports @& Charts

Planning Fieldwork

+ Add task + Add task

Planning & Risk...  Scope

() Develop Audit Plan

Deliverables

() Workpaper completion

Woaorkpapers documenting all

C) Add to audit engagement software
testing and recalculations.

B Pz [Fare

07722 S @
04/03 S @

Reporting

() Summarize testing results

Planning & Risk...

(O) Assess inherent risks (O Identify root causes for inaccuracies
Cj Provide recommendations

Cj Potential incentives for misreparting

' e @ [ EREE

04/29 S @

07115 S @

|
O

Review

+ Add task

Compliance Tes...

() Verify measure alignment

Verify that reported measures align
with statutory requirements,
legislative mandates, or agency
strategic goals.

o701 % {E’

Analytical Proc...

(O) Assess reasonableness

Assess reasonableness in context of
operations,

06/24 S (o

= Group by: Bucket -

Reporting

+ Add task

Deliverables

() Management Response

Management response and
corrective action plan.

08/05 S ﬁ

Deliverables

() Draft audit report
Draft audit report with findings.
conclusions, and recommendations.
07729 S (o

Objective

Y Nefine Audit Ohisrtive

22
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Project Plan Board View

B8 My plans > L@ Audit Engagement Demo #

O Goals H Grid Calendar @ Reports
Planning Individual Fieldwork
Tasks
Add task Add task
Planning & Risk...  Scope Deliverables
() Develop Audit Plan () Workpaper completion

f:::' Add to audit engagement software

G Charts

Woaorkpapers documenting all

testing and recalculations.

5 Pz [z
= o722

4 = o04/03 <o 3
y 4
HIGGINS
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Reporting

S

=

Add task

Compliance Tes...

Organizing Buckets

() Verify measure alignment

Verify that reported measures align
with statutory requirements,
legislative mandates, or agency
strategic goals.

07/01

S

23
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Task Card Details

Task Name

/—

Audit Engagement Demo

Task classification labels

O Develop Audit Plan Task chat

Created Apr 1 by you - Last changed just now by you (&

Q'  Connect to a goal

O Planning & Risk Assessment X Scope X [Mg[eeliEliams

—

N Y —

Task Detailed Assigned to
Description /

Notes

kb:/‘_‘

oo |\ L
¥ oop
conversation

B Task details 79 Attachments (2) () Comments

Status Priority
@ In progress v ® Medium v
Start the
Start date Due date .
conversation
03/29/2026 || 04/03/2026 _ Use @mentions to loop
in teammates and emaiji
Repeat ® Bucket (O reactions to quickly share
T k Ch kI' t what you think.
a S ec IS 2 Does not repeat v Planning v
Ite S Checklist (3 of 4 items done) Show in board view

@  Review GAO Standards
@  Review last year's audit program
@ Update for current year audit

‘ Type a massage

() Add to audit engagement software

b | B

HIGGINS oo 24
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Task Card Details (continued

Audit Engagement Demo

O Develop Audit Plan

Created Apr 1 by you - Last changed 1m ago by you ()

TP  Connecttoagoal

{J Planning & Risk Assessment > Scope X [QlgsslEl]

lf—_j.n. O Marcia Sheehy

E Task details ( %’ Attachments (2) ) @ Comments

Attachments
o GAO 2024 Auditing Standards Update.pdf
PDF

sample audit program for performance measures.xlsx

File attachment links

/

[] Show in board view

https://higginsadvisorylic sharepointcom,/sites,/DemonstrationTeam,Shared¥%2(

[] Show in board view

https://higginsadvisoryllcsharepointcom,/sites/DemonstrationTeam,/Shared¥%2(

#} Add attachment

25
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Task Card Details (continued

Audit Engagement Demo

O Develop Audit Plan

Created Apr 1 by you - Last changed 6m ago by you (@]

®  Connecttoagoal

' Planning & Risk Assessment > Scope X Bzl

&% 9 Marcia Sheehy

B Taskdetails £ Attachments (2) Task notes

journal

@ We have upgraded the comment experience to a Task chat on the side panel. Previous
comments are available as read-only below.

JH John Higgins 4/1/2026, 12:53:23 PM

Reviewed PY plan and updated for current year

JH John Higgins 4/1/2026, 12:52:52 PM
Reviewed the updated 2024 GAQ standards.

‘?
HIGGINS 26
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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!

‘6
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OneNote Home Screen

@ ® “) < LinktoTaxPlan - OneNote

o

Search

File Home Insert Draw  History Review View Help

| 8 Sticky Notes
ﬁj - | Calibri : : = A Heading 1 © High Effort (Ctri+1) . ?-5\ |:D @ ‘Q) ) ﬁ
B L A

Paste =

=.|x } B eson pres ToDo Find Outlook Emal | Mesting Dictate Transcribe  Copilot
~  <¥ Format Painter - - Heading 2 1l Feran e Tag  Tags Tasks~ Page Details - ~
Clipboard Basic Text Styles Tags Email | Meetings Voice ~
ii Dermonstration Team Notebook v General Accounting Contracts Courseware Auditing Human Resource Sales and Marketing +
Q7 [ Add Page F
Link to Tax Plan -
‘Webinar Demo
Friday, October 17, 2025 11:36 AM Friday Weekend Planning
Link to Tax Plan
TS

Planner - Tax Engagement Dbmonstration

Need to review all extensions

‘6
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OneNote Content Organization

2
x
¥
\ B Containers
%;
% \,‘Z’é
&
o -
®
4 Notebook Sections Pages \j

»
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OneNote Notebook Storage

e OneDrive

Pe rsonal ® Pre-established
e Private to you
Notebooks

N\

* SharePoint

S h ad red e Created with Team /

SharePoint Site

N Ote bOO kS e Shared with Team / Site
. \ members

y 4
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Lists App - Create and Manage Custom Lists s

Microsoft Lists

+ Add new item (B Editingrid view <) Undo [ Share © Copylink E8 Export v Formsm % Automate v P Integrate v ---

My lists  Copylink [F ~ X
o Higgins Advisory, LLC Expense Tracker +r ©
New item
O () Item & Date © (1) Amount (& Category = Description
(=] Item *
Postage stamps September 29, 2023 $15.00 Postage 20 Forever stamps

Enter value here

You can't leave this blank.

Lunch with ABC Co December 15, 2023 $45.00 Meals / Entertainmer
Date

Dinner July 17, 2024 $50.00  Meals / Entertainmer Enter a date

@ Amount
Sum 110.00

5 Enter a number

(& Category

= Description

Enter value here

[ Receipt

Add an image

4 .

% Attachments

Add attachments

»
HIGGINS 32
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Recording and editing videos with Clipchamp
(formerly stream)

4
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Applications for Clipchamp

v’ Manage Teams meeting recordings
v’ Document internal business processes
v’ Create promotional videos

v’ Create on demand learning videos

v’ Use Copilot to create, summarize and query
videos

‘6
HIGGINS 54
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Clipchamp Home Screen

s s 2 @

Go back

L Search

‘ Clipchamp
ﬁ New home page Welcome to the new Clipchamp video hub! Try the new experience, we would love your feedback,

one place

8™ Create a new video ¢ Editavideo

'@ g/

Screen recording Camera recording Video project

Upload a video
Recent & Created by me Meetings @) Playlists B Projects 7 Favorites
MName Opened Owner
Friat 12:39 PM John Higgins

HeyGen Demo Video
CPA Associations

L]

‘6
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Create and watch videos, all in

BERE

Playlist

F—
=

Activity

Filter by name or person

o
o

o
o

35




Document Processes
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Stream

Recording in progress )

€ Planner

©: My Day

O My Tasks

83 My Plans

Pinned
| g Coursevare Deveiopment

Courseware Development
@ S Teams Deployment
@@ > Engagement Demonstrat

@ Project Management Example

a e

O Record again

£ Search

Live Presentation

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

P AAG X

Step 1: Open Microsoft

Teams "First, open the

. Microsoft Teams app on

WCPE Mast
Stowe VT 8/11/25

0509 9

CPABC

05/01/2026 a

ChatGPT and Microsoft
Copilot Hands-on Bootcamp

Livevirtual 50 minutes

WICPA School District Conference -
Virtual 5/29/25

g

<]

Camera

Webinar rebroadcast 50 minute:

CPAx Update - Synchronize Files t
h OneDrive and

Webinar rebrosdcast 50 munutes

CPAX Update - Microsoft 365
Applications Lightning Round

1 0831 o
‘Webinar rebroadcast 50 manutes.

CPAX Update - Microsoft Outlook
Must Know Email Tips

os OD[} 13:34‘ )

S]

Seript

Completed tasks 1 v

2 A

Draw Effects

(D By recording, you agree to comply with your organization's terms, that you have the necessary permissions from people in your video, and that you will respect the copyright and privacy rights of others.

& Share

= Filters Group by Bucket

Task Templates Ad

e Virtual Template

Webinar rebroadcast 100 minutes

Pre-recorded Presentation Task
Template

36
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CREATE FORMS, SURVEYS AND QUIZZES WITH
FORMS

‘6
HIGGINS 37
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Applications for the Forms App

v’ Training / meeting evaluations

v’ Performance appraisals

v’ Customer / client satisfaction surveys

v’ Skills assessment quizzes (internal / client)

‘6
HIGGINS 55
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Streamline Appointment Scheduling
With Bookings App

.4
HIGGINS

— ADVISORY, LLC —

Higgins Advisory, LLC

@ SELECT A SERVICE

1-hour meeting 30-minute meeting
Schedule a one-hour mesting Read more ¢ Read mars
Thour & P
Select a service to see available dates and times
O, SELECT STAFF (OPTIONAL)

DATE © TIME

Select a service and date to see available times

‘6
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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

‘6
HIGGINS 40
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https://learn.microsoft.com/en-us/microsoft-365/bookings/
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Personal Booking Page

John Higgins

Booking Page

Choose a meeting type

D 60 Minute Meeting 30 Minute Meeting
1HR 30 MIN
Appointment for up to 1 hour meeting Appointment for a 30-minute meeting
Available times @ You are available = )

Tuesday, November 28

November 2023 N

S M T W T F S 10:10 AM (-]
10:40 AM (-]
11:10 AM o

FY - ’

0 B0 : °

3 4 5 6 7 @ 9
12:10 PM [}

‘6
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Web Page Booking Confirmation

‘0
HIGGINS

— ADVISORY, LLC =

Higgins Advisory, LLC

@Thana you for booking with us! You will get a confirmation message in email shortly

1-hour meeting

hursday, January 04, 2024 Reschedule

Cancel booking

New booking

All times are in (UTC-05:00) Eastern Time (US & Canada)

‘6
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Client / Customer Booking Email Confirmation

Higgins Advisory, LLC
248.390.9754

http://www.higginsadvisoryllc.com/

-~
HIGGINS

Hi John Doe,
Your booking is updated.

Booking details

Service Name 1-hour meeting

When Thursday, January 4, 2024
12:15 PM - 1:15 PM
(UTC-05:00) Eastern Time (US & Canada)

a Reschedule iﬁJnin your appointment

Higgins Advisory, LLC

The Policies and Practices of Higgins Advisory, LLC apply to the use of your data

‘6
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" SetAsDefault () Refresh All & Open

Contoso Analytics v

Q Conteso  SALLS PIPCLIMEG

Revenue Wen

L $29.461,417

Product Category, Product

Revenue Open by Sales Stage
100
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Communicate Financial Data Visually
With Power Bl

in Power Bl

Qualifiad Fipaline Revenise Goal

o $25,912,607 & $45,000,000

Territary, State Cr Provi
e 1 rrevinee WHAT IF the Qualified

Forecast was Adjustad by

Oppartunities Ersatad - Manth avar Manth % Change

Increase @ Decrease O Tatal

tlase

Qualified Pipeline by Territory
Amount in Pipeline: Low cseee

Overview Win/Loss Ratio Indlustries

}
e —
“

HEE 1113%
Wi Ll B |
a4a%

Mo Lec lan Fel Mar Apr lotal
Faeal 201 2022 2022 2022 022

Territory Revenue Won Qualified Pipeline
-

vssoun | $10,577,0280

l US-WEST R 5 0150 S7.6502270
as-irwest (G 290.275.0 §5568,5720

us-norike. [l S28601530 $21163800

Total 120,461,417.0 125,912 607.0

Trend Analytics Insights

Product Category
Accessorias
Black cover 6°
Black conar 7
E-reader pen

Devices

E-reader Diamand 7° 1...

E-reacher Diamond 7° 8.,

£ reader Platinum & 3.,

E-reader Platinum B 6...

t-resder standard & 8
Warranties

1 Year Warranty

wdustries T Analtics il

Farecast

al 123%

Revenue Wan In Pipeline Forecast %

5803550 @ 104%
$320348 @ 115%

D e $4doo, 127 @ 121%

515 £2.404,210 128%
B gsooaor 5452,985 145%
125%

C iemzAs £5.605.230

A
@]

| FERFERE Sedagase A 107
A

I troum0s 5023082 @

163%

I | STonzend A 120%

)
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https://m365.cloud.microsoft/m365apps/1c4340de-2a85-40e5-8eb0-4f295368978b/?auth=2&home=1
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Manage Your Time With To Do App

To Do App

Planner EE Outlook

“ Unified Task Management Through Integration
HIGGINS 45
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To Do App Interface

To Do 0
= () Tasks --- @a Grid = List Tl Sort [ Group
‘G- My Day 1
+  Addatask
9% Important 7
Title Due Date Importance

Planned 105

O Get conference room reserved 03/02/2026 f}'
oo Al 157

O 9:15 Teams & SharePoint Deep Dive 04/06/2026 bird
() Completed

() Pick up milk on way home 7
& Assigned to me 46 ) ) ) . _

O Webinar and Conference list for 2027 (catalog to go out first 10 days in November) 10/16/2026 i
F  Flagged email 105 () Pick up milk today 7
@ Tasks 5

> Completed 4

JHH Personal 22

Higgins Advisory, LLC 22 1

—|— Mew list ’l_'o
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Power Automate

‘:
HIGGINS
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Notify and Email when a new file is
uploaded to OneDrive

By Microsoft Power Automate Community

Automated 24682

(~Ja]-

Notify me and store the response
when a student completes a quiz

By Microsoft Power Automate Community

Automated 100975

Get a push notification when a new
file is added in OneDrive for
Business

By Microsoft

Automated 100826

a0

Send an email when a survey
response is submitted on
Survey123

By Microsoft Power Automate Community

Automated 12850
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Automate Business Processes With

a B

Trigger a flow with a Power Bl
data-driven alert

By Microsoft

Automated 185669

Send me an email when a new
message is added in Microsoft
Teams channel

By Microsoft Power Automate Community

Automated 152645

Form processing to email and
SharePoint

By Microsoft

Automated 318651

(o]=Jal.]

Email me with a list of upcoming
Calendar events

By Microsoft Power Automate Community

Scheduled 54469

Save Office 365 email attachments
to specified OneDrive for Business
folder

By Microsoft Power Automate Community

Automated 341615

Create a task in Planner from
Microsoft Forms and post message
in Teams

By Microsoft Power Automate Community

Automated 212161

Save Gmail attachments to your
Google Drive

By Microsoft

Automated 76803

Email yourself new Tweets about a
certain keyword

By Microsoft

Automated 6657

cgao

Notify about rows in a SQL DB

By Microsoft Power Automate Community

Scheduled 11016

Send an email to responder when
response submitted in Microsoft
Forms

By Microsoft Power Automate Community

o] bicon

Send specific files created in
OneDrive for Business as email
attachments

By Microsoft Power Automate Community

Automated 40495

caa

Add Planner tasks to an Excel
Online Business spreadsheet on
weekly basis

By Microsoft Power Automate Community

Scheduled 36428
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Microsoft Copilot Preview

Empowering Creativity and Productivity
Presentation

‘6
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Copilot Home Page

Copilot

Chat Cowork

(# New chat
Q Search
[ Library

B MNotebooks

Agents

& Researcher

4 Analyst

Email Actions Required
B¥ Prompt Coach

(% Contract Sign Assistant
(g New agent

+»+ More agents

Chats

‘6
HIGGINS
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Agent Store

(Q Search for an agent

Your agents

&» Researcher .f Analyst @ Email Actions Required ¥ Prompt Coach
G Contract Sign Assistant @ Learning [£]  Finance Admin for Xero & Planner Agent
l‘) Surveys b Microsoft 365 Admin & Excel . Workflows (Frontier)
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Microsoft Self-service Support

% Self Help  Contact Support  Support History

& Back X

Self Help  Contact Support  Support History

2@ Help & support

Get support from an agent

How can we help?

EI Give Feedback @ Please include #M365Capilot in the Title if you are
Tell us your problem so we can get you the right help and support. 4 contacting us for a Copilot issue

‘ 2 How do | configure to allow guest usersin Te... X |. .
Title®

How do | configure to allow guest users in Teams

) Adding external guest users to Teams is a powerful
collaboration tool. Lets learn more about the problem you

are having so we can provide the best solution. Description () (Stronger descriptions result in quicker resolutions)

Help Support History

MNote that in many cases, the best step is to run the Describe your issue in detail
support diagnostic we offer which will run comprehensive
tests on your configuration and offer the most accurate

HOW Can we help? solution. )

Is your Guest access issue affecting specific guests, or all
guest accounts? Confirm your number*

Tell us your problem so we can get you the right help and support.

: -1 3l
Issue is with all guest accounts

Please enter a valid phone number

‘ 2 How do | configure to allow guest users in Teams X ‘

‘ Only happens to specific guests ‘ Confirm email addresses of authorized contacts* (i)

Microsoft will work directly with contacts listed to resolve this

How do | enable Teams Guest Access service request.

Cannot add guest to teams More Help

Please enter a valid email address
P . -
Guest access in Microsoft Teams - Microsoft Teams &

How do | allow Skype for Business users to communicate Guest access in Teams requires configuring other settings in

Consent to the recording of all calls necessary to resolve this
with people with regular Skype Microsoft 365, including settings in Microsoft Entra ID, Microsof...

service request. This can be changed at any time.* ()

Turn guest access in Microsoft Teams on or off &

) ) c , —ch - “ ‘
Guest user is unable to access files in Teams Configure guest access in the Teams admin center. Sign in to the | chooseone

Microsoft Teams admin center. Select Users > Guest access. Set...
How do | configure Teams Direct Routing Use guest access and external access to collaborate with p... & Attachments (7)

1 Provided that the user has been added as a guest and is signed
in with the guest account. 2 Only by email or Session Initiation...
Add a file or screenshot or video

4 ‘
I Legal | Privacy & Cookies Contact me Legal | Privacy & Cookies
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Microsoft Business Partners

Microsoft | AppSource

= All Apps ~ Categories ~ Industries

Browse partners

Filter and sort partners to refine the results.

Microsoft 365 X

Filters
Clear all
All results
,O Search filters
© 48306, Rochester, Michigan,
United States (100 mi radius) RED
LEVEL
Edit location
Red Level

~ Microsoft Customer Size
Nowi, Michigan, United States

~ Partner capabilities
A Azure 412

~ Industries

Red Level is multi-year Microsoft

Partner of the Year award winner
based in Michigan with offices in
Metro Detroit an...

~ Products (1)

~ Solution category

~ Services

~ Environmental, Social, Govern...

4

CrucialLogics Inc.

Okemos, Michigan, United States

Enterprise Mobility & S... +13

2022 Microsoft Impact Award
Winner Welcome to CrucialLogics

HIGGINS
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Inc., a Micro:
with a mission to s...

Consulting Services

Partners ~ | O cygnus

B o »

Partners ~

7IMRC

TMR Consulting
(Private) Limited
Flat Rock, Michiga

i Team: +16

nited States

TMR Censulting, a Microsoft
Dynamics Partner company official
Tier 1 CSP and Gold Partner in MBs
Busii i

Sentinel Technologies
Inc.
Livonia, Michigan, United States

Microsoft 365 +8

At Sentinel, we've always taken the
lead. Since 1982, Sentinel
Technologies has been recognized
as a premier business...

o

oo
Apex Digital Solutions

Southfield, Michigan, United States
A Azure 412

Apex Digital Solutions is a
technology success provider
enabling business transformation
for customers to be more sec..

Communication
Square

FARMINGTON HILLS, Michigan,
United States

A rure <12

A Microsoft FastTrack partner,
Microsoft Co-sell ready partner and
a Mic tier one cloud solutions
provider. Als...

Worksighted LLC

Wixom, Michigan, United Stat
A rzure +16

Grow your business with a
technology partner that pu
business goals fi
industries but hav.

v
TechHouse

Plymouth, Michigan, United States
A rzure 16

TechHouse works with small and
mid-market organizations to

ensure tes
accelerats

¥

8 & United States | EN

Tl Sortby: Best match ~

D OnPar

OnPar Technologies

Troy, Michigan, United States
A Azure 48

OnPar Technalogies is @ ful
Microsoft solutions provider
delivering innovative business
solutions to custome...

EEC Services FZ LLC

Detroit, Michigan, United States
A reure 49

EEC Services is a channel-centric IT
consulting firm, servicing EMEA
and the Americas. We specialise in
workspace, mo..

@

& B O L
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WRAP-UP
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Common Deployment Failures

Little or no Little or no
planning training

Failure to Continuing
commit to to do things
see it the previous
through way
4
»
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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

4
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