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Learning Goals @

»Recognize the full value potential of Microsoft 365 in your
accounting practice

»ldentify which apps to use for specific business purposes

»Recognize best practices for optimizing your Microsoft 365
deployment

Set your browser to

HIGGINS.CNF.IO
For interactive polling
and Q & A
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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
Passionate advocate for the CPA profession!
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Microsoft 365 Power Series for CPAs

Building the Foundation

Understanding the Role with Teams for

of Microsoft 365 in an Communication,
Accounting Practice Collaboration and

Knowledge Sharing

Establishing a Cloud
Based File Storage
System with SharePoint
& OneDrive

N\

Managing Client
Engagements and
Internal Projects with
the Planner App

Enhancing Productivity
with OneNote, Stream,
Forms and More

Mastering Microsoft
Copilot Al for CPAs
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Presentation Outline

»The Microsoft 365 Value Proposition
' »Microsoft 365 Apps Ecosystem

» Understanding the Role of Key Apps ‘

» Microsoft Copilot Apps
»Wrap-up
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THE MICROSOFT 365 VALUE PROPOSITION

VALUE
, PROPOSITION




Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized reproduction prohibited

THE “BIG PICTURE"
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Microsoft 365 Features

@ Over 25 integrated desktop, mobile and cloud-based applications

B

100% cloud-based infrastructure / data management / data security

Subscription based licensing model scales up and down

Perpetual upgrades / enhancements applied consistently across the organization

e & <

N Al powered with Microsoft 365 Copilot
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The Microsoft 365 Ecosystem
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Key Strategic Benefits of Deploying Microsoft 365

| Enhance communication, collaboration and knowledge sharing

| Simplify your tech stack

| Minimize redundant data handling |

| World class data security and disaster recovery protection

| Enable hybrid work environment |
| Facilitate business process automation |

| Provides foundation for leveraging the potential of Al
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UNDERSTANDING THE ROLE OF KEY APPS

SharePoint

Other Apps
. > A D 4
Admin .
Apps /7 \/\‘ Office Apps
|
\/\ 4 (
\

/ OneDrive e
.

|

,7

( y OneNote

Power
Automate

Power BI
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Microsoft 365 Apps Ecosystem

' Traditional ' Enterprise , Personal Artificial
Office Apps Apps Productivity Intelligence
e Outlook e Teams e OneNote e Copilot
* Excel e SharePoint e Bookings  Copilot Pro
e Word e Planner e To Do e Copilot 365
e PowerPoint e Power Bl e Lists e Copilotin
e Power e Stream Windows
Automate e Forms e Copilot
e Security & Studio
Compliance e Copilot
Security
4
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Knowledge Sharing

i
A

Activity

Chat

Calendar

%

Calls

[}

OneDrive

D

Copilot

Apps
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Chat Qv

Unread Chats || Meeting chats

@ Copilot

@ Mentions

Teams and channels
ﬁ Demonstration Team 7
ﬂ CPA Associations
n Business Operations
Facilities
Invoices
See all channels
' Curriculum
Business Development

. NewCo Startup Coaching Portal

General
NewCo External
NewCo Internal &

B ciients

See all your teams

Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized reprod

Teams App — Communication / Collaboration /

Higgins Ad

H NewCo External Posts Files 5
I @ 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

wo  Nicole Doe NewCo Owner (Guest) 10/8/2023 9:39 AM
That is great to hear John. We are ready when you are. Please let us know when we can schedule the training. &

| @ John Higgins 10/8/2023 10:01 &M
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!
‘You can now book and manage appointments using our

OI ' booking page.

outlook.office365.com

a Reply

I @ John Higgins 10/8/2023 11:55 AM

Financial Analysis Sample
Nicole Doe NewCo Owner (Guest) and Jehn Doe Newco CFO (Guest) - This a sample of how we will structure the data for financial analysis.

Financial Sample.xlsx
MewCo Startup Coaching > NewCo External
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Teams App Value Proposition

H Manage internal conversations and files ]

Establish external communications and external document
exchange portal

‘ Host, document and recap meetings (Internal & external) ]
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SharePoint - Shared File Cloud Storage

SharePoint

2 Search in SharePoint

A + Createsite -+ Create news post
e .
< Following
IR [ (=T
m m
NewCo Startup Coaching - NewCo Startup Coaching - Demonstration Team -
e NewCo External NewCo Internal Management Team
H
Curriculum Business Development Business Operations
Group Group Group
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SharePoint Value Proposition

| Direct Team / SharePoint relationship

| Simultaneous Office file collaboration

| Version history / archive

| Eliminate email attachments

I Internal and external file sharing
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Power Bl — Interactive Visual Reporting

" Set As Default O Refresh All ji Open in Power Bl

Contoso Analytics v

¢ Conteso  SALLS PIPCLIMNE m WiryLass Ratia st Toem Aralytics uiahs

Revanue Won Qualified Pipeline Revarise Goal Farecast
L $29,461,417 o $25,912,607 % $45,000,000 Al 123%
Praduct Categary, Product Territary, State Or Province e o

Al Al Forocast was Adjustad by:

S Opprie - M o e
! I Increase @ Docresse O Tatal
I
Cualify $11.9M .
B 27%

Product Category Rewvenue Won In Pipeline Forecast %
NS
449%
0.7% —
Propc: e —
s P— Black cover & | R SR03,550 4 104%
5 Black cover 7° | ESEIRE sa20098 @ 115w
— | pec  Jan  keb Mar  Apr ol
021 2021 022 2022 W2 02 E-reader pen Iz $ilics 127 @ 121%
Devices
Gualified Fipeline by Territory
Amountin Pipeline: Low s @ 8e oy - ] B E-reader Diamond 7 1. [B2724515 52401210 A 128%
sssovtd [ $10,517,0280 E-reacter Diamend 78 ] §999.497 sas29a5 @ 145%
- . US-WIST g s 0100 §7.650.227.0 Ereador Platinem s 3. [l 42,141,702 $ou30052 A 127
‘-ﬂ
o ] s-rerwest G 2005750 §5.562.5720 e-resder platinum & 6. [ TS $5Eas00 A 125%
ssnoriee. [l 28681530 52,116,3600 tresdersmandand e 8. | $701704 sozzoar @ 163%
Total 120,461,417.0 125,912 6O07.0 ‘Warranties
1 ear Warranty G | Somenl A 120%
Overview Win/Loss Ratio Inclustries Trend Analytics Insights
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https://powerbi.microsoft.com/en-us/
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Planner — Manage projects from start

to finish

Planner

ized reproduction prohibited

+ New plan
o

Hub
& Assigned to me
~  Pinned
~ Al

Chat, teams, channels and apps

Tax Engagement Demonstration
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Chat, teams, channels an...

Set up this planner

+  Add task

Project management

() Project kickoff

L

done all the preliminary tasks.
MNow you're ready to hold a kickoff meeting
f r Teams rollout project. The project.

P Grid  Board Charts  Schedule
Get ready
+  Add task

Project management

() Learn about deploying Teams

L/

Teams. Use this guidance to plan
Teams deployment project. €1 he

22 @osz

Project management  Adoption

() Define usage scenarios

ur people wi
ress business

tangible or individual

outcomes....
21 @uss
Adoption

O Build your Teams adoption plan

A successful Teams rollout needs a well-
ught-out adoption plan to help your

s make the move to Teams and get the
most right from the start.
Use our adoption guidance to create a pla...

23 @orss

Roll out to early adopters

+  Addtask

Project management  Adoption

O Implement your adoption plan

jon plan under "Get
to implement it

f you need further guidance, check out our

Adopt Teams" resources in the attachment

below.
?1 @0
[ Project management | [ Configuration |

() Roll out Teams to pilot users

To get started quickly on Team:

we
three teams

recommend you create tw
and channels for a select group of early
adopters. By first rolling out Teams on a

small scale, you'll learn Teams by using.
P2 @oia
Configuration

(O Turn on Teams for pilot users

Use the instructions in the article below to

turn on Team en e rea the
next group of users to get started using
Teams!

9 1 @ 0/

Members

e John Higgins

Org-wide rollout

+  Add task

Adoption
O Update your adoption plan as needed
om your Teams

plan as needed
e rollout of

Use the “Adopt Teams" guidance in

the attachment below to help you

21 Do

Adoption

o) Roll out chat. teams, channels, and
' apps to the next group of users

Use the "Chat, teams, channels, and apps”
guidance in the attachment below to guide

your rol
Repeat thi ‘ve completed your
org-wide Teams rollout.

7?1 @o

Adaption

() Turn on Teams

Use the inst; 5 in the article below to
turn on Teams when re ready for the
next group of users to get started using
Tea

P21 @osa

b Filter (0) ™

Add new bucket

Group by Bucket
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OneNote - Organized Notes Repository

NewCo Startup Coaching Notebaok -

OneNote
gy

File Home Insert Draw View Help Q  Tell me what you want to do
BH Teble~ [ File v Picture v @ Insertlink (@ Audic () Symbol v %3 MathAssistant (Z) Emoji v G Office Add-ins @ Stickers 7% Meeting Details
v
| IIN [ NewCo Startup Coaching Notebook .
SWOT Analysis
pel ' Strategic Planning No. SWOT Analysis Tuesday, September 26,2023  3:37 PM
' Coaching Session Not... Client Interviews

Sample Strategic Plan Session Completed.vsd

L

Strategic Plan Report

Sample
Shrmennic
>
— AOVISORY, LG —
! Les technalo
Primarily desktop BCs e e Remote Access et
with 16 M8 RAM productivity o Conferencing Develop spec (1) Increase the
dations for F the
NEWCO to leverage firms leaders in
el pg:‘ﬁ’ﬁg‘?}g:M Eliminate manual and Document Poperiess Tec%ﬂgl;gv more r'w;d! o cpa firm
i"‘ *rhMWi roms 2010 redundant tas| o ..A:u.mgzmam Faxing effectively rechnology
Phone: System (2) Assess NEWEO.
Copture, process. Clectrom alton technolagy model and
. store an lectronic iple. identi otential IT
Mix of printers disseminate Workpapers Monitors ‘ .?.'MZS ¢
information digitally
More Training
Anytime, anywhere
. Workflow Information
Practice €5 access toall
P Management Security
Update/Improve °° oo
Website Secure, reliable, low
UltraTax L‘CSS-’BInnmr costIT client portal
infrastructure °
Slow Camputers
CSA/ cs Insfrdmnliml
o
Paperless
GQuickBooks Practice
Management
A s

Add section Add page
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Stream App — Document Processes
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Stream

Recording in progress )

@ Planner

O: My Day

B My Tasks

88 My Pians

Pinned

| g Coursevare Deveiopment

Courseware Development

(@ S Team: Deployment

@@ > Engagement Demonstrat

@ Project Management Example

a e

O Record again

£ Search

Live Presentation
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P AAG X

Step 1: Open Microsoft

Teams "First, open the

.. Microsoft Teams app on

WCPE Mast

Stowe VT 8/11/25

0509 (5]
e v (EETIENESY

CPABC - BC Hydro ChatGPT and
Copilot Bootcamp - 5/15 & 5/22

a

Copilot Hands-on Bootcamp
5/

Livevirtial 50 minutes
WICPA School District Conference -
Virtual 25

<]

Camera

‘Webinar rebrosdcast 50 menutes.
CPAx Update - Synchronize Files to

the Cloud with OneDrive and
SharePoint

Webinar rebrosdcast 50 munutes

CPAX Update - Microsoft 365
Applications Lightning Round

L)

Webinar rebroadcast 50 manutes

CPAx Update - Microsoft Outlook
Must Know Email Tips

os ODD 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.

9%

& Share

= Filters £= Group by Bucket

Task Templates

Live virtual 100 minctes

Live Virtual Template

Webinar rebroadcast 100 minutes

Pre-recorded Presentation Task
Template

Ad

rized reproduction prohibited




Forms App - Gather data from clients, €mpIoyeEs,
colleagues

Customer Voice

Preview |/ Share
f Home o
Periodic customer survey
[J Al projects

Design  Send

Periodic customer feedbal} <
[Ty Surveys ~ o
g
Periodic customer ... 3
&
New survey =
. - S

B Fepors A Periodic customer feedback

Alerts

Satisfaction metrics

Periodic customer survey

1. How would you rate your overall satisfaction with our company?

Dissatisfied jﬁf jﬁf ﬂf i\‘z 7{{( Satisfied

2.Based on your experience with our company in the last three months, please rate how much you
agree with the following statements:

Strongly Does not
disagree Disagree Neutral Agree Strongly agree apply

I've been satisfied with
the way support
responded to my cases.

It is easy to conduct
business with

. {{companyname}}.

I have all the resources
and information | need
(website, customer

y
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Bookings App — Streamline appointment
scheduling

oduction prohibited
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Higgins Advisory, LLC

@ SELECT A SERVICE

1-hour meeting 30-minute meeting

Schedule a one-hour meeting Read more Schedule a 30 minute mesting Read more

Thour & 30 minutes () :

Select 3 service to see available dates and times

g SELECT STAFF (OPTIONAL)

DATE © TIME

Select a service and date to see available times
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Lists App - Create and manage customized lists .

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
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# Attachments

Add attachments




Power Automate — Automate business processes 2
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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

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

Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized reproduction prohibited

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

Environments

Higgins Advisory, LLC (...

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 Apps

P —

Microsoft
Copilot

\Chat

Copilot for
Microsoft

\365

\

Copilot -' Copilot for

\Studio \Windows

Copilot for

\Secu rity
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Microsoft Copilot — Prompt across all your data

Work Web {(+) New chat © B - @&

& Copilot

Stay informed 77 Improve your writing (?) Find that meeting
What's the latest from Rewrite this to sound more When's my next [Quarterly Review
e Elbert Lilly , organized by professional and less verbose: meeting] ?

emails, chats, and files?

Z7 Make it accessible {2y Decode acronyms Z7 Sharpen your writing
Create alt text to describe this What does [LLM] stand for? Analyze the text in the following

and make suggestions on how to

image and its context to someone
improve it: [text]

who is blind or low vision: [upload
image or insert link herg]
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Copilot Chat Prompt Screen

[
Copilot “Web” is free

Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized reproduction prohibited

phog

&

() New chat @ |

| (s Copilot

Copilot Pro is $20 monthly
Copilot “Work” requires Microsoft

\365 Copilot is $30 monthly

Pages (2 Prep for an interview

ﬁ Provide 5 interview questions for
an administrative assistant role

(@} .
OneDrive /. Get hiring tips
How can | evaluate an interview
candidate’s soft skills?
Apps

Prompt data is not used for
LLM training

Ask me anything

“ -
HIGGINS
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Agents
W Visual Creator
B Get agents

[# Create an agent

Recent chats

Conversations and data are kept private
with Commercial Data Protection

Where can | find guidance on M

What is a good resource to ide

What are some tips for writing a Did apple discountinue the app

great LinkedIn post?

Write some funny Out of Office
email responses to use while I'm

i . See more
on vacation from [January 25 to

February 9]

\_

Include text, audio, images
and files with prompt for

Chat history

“Retrieval Augmented
Generation” (RAG)

%) View prompts

N



https://learn.microsoft.com/en-us/copilot/microsoft-365/enterprise-data-protection
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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

* The Microsoft 365 ecosystem can play a strategic
role in your tech stack

* Develop a strategy optimize your ROI

* Copilot Al functionality is a productivity game
changer!
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