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Supercharging CPA Productivity

Presented By

John H. Higgins
Higgins Advisory, LLC

4
Rochester, Michigan

y
HIGGINS

AAAAAAAA L -/



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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Learning Goals @

» ldentify many ways that you can tap into the full
potential of Microsoft 365.

» ldentify a series of specific initiatives and apps that
you can implement to optimize Your Microsoft 365
ROI.
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Presentation Outline
—'
[ » Microsoft 365 Value Proposition
| > Top Apps and Initiatives to Focus On
» Getting Help
» Wrap-up
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MICROSOFT 365 VALUE PROPOSITION FOR
YOUR PRACTICE

VALUE
, PROPOSITION,




Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

Microsoft 365 Value Proposition is Compelling

, Enhance Communication & Collaboration
, Simplify tech stack

l Enhance data security and disaster recovery protection

l Enable a hybrid work environment

l Future proof your business - create the foundation for using Al

R l Reduce costs & infinitely scalable

»
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Microsoft 365 — What You Start With

Hﬁ‘ Add-Ins ﬂ Bookings ‘ Calendar : Clipchamp ‘ Connections

Add-Ins Simplify how you schedule and manage appointments Manage and share your schedule. Make and edit videos. Access personalized tools, news, and resources.
both inside and outside your organization.

a Engage a Excel E Forms ‘ Insights @ Kaizala

Connect with coworkers and classmates, share Budget, plan, and calculate. Customize surveys and quizzes, get real-time results. Improve your productivity and wellbeing with A simple and secure mobile chat app for work
information, and organize around projects. Microsoft Viva Insights.

Gl Learning B lsts n Loop @ OneDrive OneNote

Keep learning, keep growing with Viva Learning. Allows users to create, share, and track data inside lists. Enabling teams to think, plan, and create together. Safely store files, photos, and more. Create a digital notebook.

E Qutlook ((6 People ‘ Planner ‘ Power Apps ’ Power Automate

Email, schedule, and set tasks. Group, share, and manage contacts. Create plans, organize and assign tasks, share files, and Build mobile and web apps with the data your Sync files and more to simplify your work.
get progress updates. organization already uses.

'ower Fages 'owerPoint roject arePoint tream
@  Power Pag PowerPoi Proj SharePoi 5

Unleash the power of Copilot to craft secure, low-code Easily make presentations. Develop project plans, assign tasks, track progress, and Share and manage content, knowledge, and Share videos of dasses, meetings, presentations, and
business websites with ease. manage budgets. applications to empower teamwork. training sessions.

m Sway ﬁ Teams v To Do w Visio é Viva

Create interactive reports and presentations. Meet, share, and chat. List and manage your tasks. Simplify and communicate complex information Explore Viva apps that improve the way you work
visually.

M Whiteboard @ word

‘ Ideate and collaborate on a freeform canvas designed Write, share, and make real time edits.
for pen, touch and keyboard.

»
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TOP MICROSOFT 365 INITIATIVES AND APPS TO
FOCUS ON
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Tips for Getting The Most Out of M365

* Document processes with

* Make Teams the priority Clipchamp (formerly Stream)

(including online meetings) * Create forms and surveys with

» Store shared files in SharePoint Forms app
(including client file uploads) * Manage your schedule with the
» Manage engagements with Bookings app
Planner * Communicate financial data visually

with Power Bl

* Get organized with OneNote « Automate workflows with Power

* Manage lists with Lists app Automate & Copilot Studio

N Use Copilot Al to help with all of it!
HIGGINS 9
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TEAMS ROLE IN THE MICROSOFT 365
ECOSYSTEM

@
‘
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Communication - Make Teams the Priority

Plan your Teams / Channels setup
Jse Chat within Team Channels
UJse Channel tabs for maximum efficiency

Replace your phone system with Teams and
Microsoft Voice

v’ Transfer email conversations to Teams
v Conduct and record all meetings in Teams

ENEA NN
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Document Meetings With Teams

‘__9 Higgins Advisory... ql‘ A - a e

# Join with an ID 1 Meet now .

Meeting with John Higgins «+- Higgins Advisory, LLC 3 — o %
o )
P & & 0 B8 8 @ [ 2
Chat People Raize React View Rooms Copilot Apps Maore Camera Mic Share
(@ Record and transcribe >

(@ Start recording
() Meeting info

&% Video effects and settings
tly Audio settings
A Language and speech b

£83 Settings >

(7) Help
4
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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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Recap Teams Meetings Example (continued)

Did we review the Planner app in the meeting
Copilot /22 1:28 PM (]

The Planner app was mentioned briefly in the context of tasks
and to-do lists. It was noted that tasks assigned in the Planner
app would show up in the To Do app. allowing for centralized
task management across different 365 applications. However,
there was no detailed review or demonstration of the Planner
app itself. 1 Copilot 3/22 1:29 PM 0

Does it seem like the attendees were understanding the
concepts presented

Al-generated content may b incoract M) ] ) ; Did | discuss OneDrive security
T T T - Based on the meeting transcript, attendees engaged actively with

the concepts presented, asking relevant questions and providing

3 " 3 H i /22 514 PM
feedback. For example, Richard and Lisa discussed the possibility Copilot 3/22 5:14 PA 0
of flagging discussion threads in Teams, and Mary Rae MacKay

shared a screenshot to assist with understanding a feature. Yes, OneDrive security was discussed briefly. John mentioned that
Additionally, Richard offered to help anyone interested in OneDrive stores files that only the user has access to unless they
learning more about Copilot for Office 365, indicating a proactive share specific files or folders with others. This ensures privacy and
approach to understanding and utilizing the tools discussed. ! control over the stored content. 1 2

2| (3 .

A -generated content may be incommect ,"_'\ I‘.l"

Ask me anything about this meeting

“ ¥ More prompts =3
HIGGINS Shared with explicit permission from the client 14
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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

N Set custom alerts

R |
HIGGINS b
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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

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

e Share files via email links, not attachments
 Automate routine file processing with Power Automate and Copilot

‘6
HIGGINS ”

AAAAAAAA L -/



Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

Teams / SharePoint Relationship

Teams

@ Your teams

Chat

il|
+

e to the team!

+ Createsite + Create news post

< Following

Demonstration Team

(111

([ ]] . .

Teams General e things to get going... DT CA

— Accountin . ..

9 Demonstration Team - CPA Associations
Calendar Human Resources . Management Team Group

% Management Team & ®

Calls Sales and Marketing .”,

: I SR
0O Business Operations E
Files
enera Business Operations - Curriculum
o Contracts Financial Group
Facilities
Frereel & Create more channels

Stock Photos and Images

Technology . ] .
Business Development Business Operations
ﬂ Business Development Group Group
‘ ® & Join or create a team £e3
@ e O =

»
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Activity
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Teams

* Your teams

Engagement Management With Planner ...

Integrating ChatGPT Into Your CAS

Microsoft 365 Apps Lightning Round Rev...

Microsoft 365 Deployment Best Practices

Outlook Must Know Email Tips

Secure Your Data With Password Manag...

Teams Deployment Best Practices
Teams Features Every User Should Know
Teams Virtual Meetings Online

Using e-Signature Software

Using Microsoft Forms

» Business Operations

L ﬂ Business Development

@
@

® O ©

SharePoint

Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

Teams Channels & SharePoint File Folders

Curriculum

Home
Conversations
Documents
Shared with us
Notebock

Pages

Site contents

Recycle bin

Edit

Return to classic SharePoint

O Search this librz

Edit in grid view 23 Sync

Documents Wt~

> In channels

 In site library

Adobe Tips for Working With PDFs

ChatGPT What Every CPA Sheuld Know

Engagement Management With Planner App

General

Integrating ChatGPT Into Your CAS

Microsoft 365 Apps Lightning Round Review

Microsoft 365 Deployment Best Practices

Outlook Must Know Email Tips

Secure Your Data With Password Management App

Teams Deployment Best Practices

Teams Features Every User Should Know

Teams Virtual Meetings Online

Technology Trends Update

Using e-Signature Software

Using Microsaft Forms

19
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Sending Files Securely: Use File Link

‘6
HIGGINS

= ADVISORY, LLC =

File Message Inset Draw  Options  Format Text  Review

Help
) [ xsz-mn B8 e B OO D B8
Paste ED B I U £« A . |§| = —= = 5= Address Check @ lLink ~ Attach File Copilat Loop Assign I Dictate
= - - == == = Book MNames  [J Signature v via Link ~ ~ Components~ | Policy~ |,
Clipboard Basic Text M3 Mames Include Adobe Acrobat Collaborate Tags a Voice
LT - . .
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? = *
E— 3 Manage access
o« ]
e [ Share ink | | k& Openlink
5 Recipients can see the latest changes and respond in real time.
. | | %@ Copylink
Subject
™ Attach as copy
Everyone receives a separate copy of this file,
Regards, \
John . .
Requires file to be
John Higgins, CPA.CITP . .
.‘ Strategic Technology Advisor Stored In OneDrIve
. 248-390-9754
HIGGINS | _ | o
A & higginsadvisoryllc.com

or SharePoint

20
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Establish File Link Access Controls

Sharing settings
Higgins Advisory LLC W3.pdf

S

Share the link with

Anyone ©

Share with anyone, doesn't require sign-in

Establish file sharing
@ People in Higgins Advisory, LLC @ Iink permiSSionS

@ Recipients of this message

@ Pecple with existing access (0

@

More settings

T Can view W

&

Expires Sunday, Apr 6, 2025

& Setpassword

K e
HIGGINS 3
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Create a Secure Client Portal Using Teams

4
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Establish Client Portal Model (continued)

‘Q‘ ; Teams
Firm view .
o €, Discover

~ Your teams

Demonstration Team
- N Business Operations

L Website

» Curriculurn
T 2 ﬂ Business Development
@ v ﬂ NewCo Startup Coaching Portal
C=ziigs General

MewCo External 4

NewCo Internal &

L Clients
Apps

» ﬂ Deployment team
» CPA Associations

» Hidden teams

‘6
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< Q Search ‘@ HgginsAdvisor}EE]. G! -
B NewCo External Posts Files [ B o~
I =E 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

No_ Nicole Doe NewCo Owner (Guest) 10/8/2023 2:59 AM
That is great to hear John. We are ready when you are. Please let us know when we can schedule the training. &

| 3. John Higgins 10/8/2023 10:01 AM

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! <
I ' You can now book and manage appointments using our
l l booking page.

outlook office365.com

3’ Reply

I ;E John Higgins 10/8/2023 11:55 AM

Financial Analysis Sample

Niccle Doe NewCo Owner (Guest) and John Doe Newcao CFO (Guest) - This a sample of how we will structure the data for financial analysis.

Financial Sample.xlsx
MewCo Startup Coaching > New

o External

9’ Reply

23
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Establish Client Portal Model (continued)

SharePoint S Search this library

SharePoint O Search this library
Q . .
NewCo Startup Coaching Portal A
8 NewCo Startup Coaching - NewCo External
Home T Upload ~ B Edit &
Home T Upload ~ 8 Fditin grid view
Converszations
P
O Documents [ ~ w9
Documents [—_D] Documents &
% Documents
i > In channels
Shared with
arec wih b % Parent Team m
® Notebook v In site library ® Site contents NewCo External
Pages
Site contents
Recycle bin
Edit
4 Private channel site

»
HIGGINS “
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Establish Client Portal Model (continued)

< B O m B O & m D i 40f7 € >
You have been added to a team in Microsoft Teams  inbox = a @
Microsoft Teams <noreply@email teams.microsoft.coms Sun, Oct 8, 2023, 11:31AM 5} @ €«

. tome =

Microsoft Teams

John added you to the NewCo Startup Coaching team!

NS

Cllent |nV|tat|0n MewCo Startup Coaching
emall 2 members

This team is intended to manage the
conversations and documents related to
Higgins Advisor...

‘ Open Microsoft Teams

»
HIGGINS ®
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Establish Client Portal Model (continued)

i b |
i Q,  Search R
T4 2, Searc -
Stay in the know. Turn on desktop notifications. Turn on #
?‘“ Teams = “ NewCo External Posts Files ) O e - @D
Activity
9 = Your teams .
Chat i John Higgins 10/8/23 9:58 AM
- n NewCo Startup Coaching Portal
-ne
wr
_:__ General Welcome
NewCo External 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
NO Nicole Doe NewCo Owner (Guest) 10/8/23 9:59 AM

That is great to hear John. We are ready when you are. Please let us know when we can schedule the training. (&

Client Teams view @ Jom g 10231001 A

Please use this link to schedule a 30 minute meeting for a time that is convenient for you. link

«, Reply

:E John Higgins 10/8/23 11:35 AM @

Financial Analysis Sample

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

3 Financial Sample.xlsx
MewCo Startup Coaching > New

‘6
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Planner

Bt ' Planner

My Day
-

(2 My Tasks

g8 My Plans

Pinned

Plans

ﬂ Tax Engagement Demonstrat...

Demanstration Team

’ Courseware Development
Courseware Development

MMO
MMO

‘6
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+ New plan v

My Plans > [ MS Teams Deployment v 5>

Q =
Set up this planner Get ready
+ Add task + Add task
Project management Adoption

() Project kickoff

You've read the introduction to this "Chat,
teams, channels, and apps” plan. You've
done all the preliminary tasks.

Now you're ready to hold a kickoff meeting
for your Teams rollout project. The project...

o
8o

Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibi

Manage Engagements & Projects with

B Grid Schedule

#? Board

(O Build your Teams adoption plan
A successful Teams rollout needs a well-
thought-out adoption plan to help your
users make the move to Teams Hnd !_]l."'. the
most out of it, right from the start.
Use our adoption guidance to create a pla...

#3 (@o/s

[ 1273172024 [s)
31/ S

Configuration
() Address deployment prerequisites

Before you roll out Teams across your

organiza ake time to confirm that your

ent is ready for

£ oo, oo d ek caoa o b s

enviro

g &

@ Charts € Timeline -~ &

Filters ~ (= Group by Bucket

Roll out to early adopters

+  Add task

Project management  Adoption

(O Implement your adoption plan

You created an adoption plan under "Get
ready.” Now it's time to implement it.

If you need further guidance, check out ¢
“Adopt Teams" resources in the attachme
below.

1 @on
02/28

Project management  Configuration

() Roll out Teams to pilot users

To get started quickly on Teams, we
recommend you create two or three tear
and channels for a select group of early

T AP U O et | AR, | AR P

27




Task Card Details

Task
Details

Task Detailed
Description /
Notes

Task Checklist Items

r)
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(O Implement the adoption plan you created under Get ready

(O Add an item

M5 Teams Deployment

O Implement your adoption plan
anged 11/12/2023 by you

Assigned to

Coo Assign

Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

Task Description / Name

Task classification labels

{? Project management X  Adoption X
Bucket Progress Priority IJJ I:Dp‘:!‘." taSk
Roll out to early adopters ~ (O Not started “ s Medium v
Start date Due date Repeat } M ove taSk
Start anytime 01/29/2024 2 Does not repeat v
=2 Copy link to task
MNotes Show on card

You created an adoption plan under "Get ready.” Now it's time to implement it.

If you need further guidance, check out our "Adopt Teams" resources in the attachment below.

Checklist 0 /1 ] show

Attachments

| | 1. Adopt Microsoft Teams
| https://docsmicrosoft.com/Mi
P

Add attachment

Comments

[ Show on card

W Delete

... | File attachments / links

Type your message here

—'ﬁ Comments / activity journal N

1
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ORIENTATION TO THE PLANNER APP




Planner App H

Plans

‘6
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852 ‘ Planner

0> My Day
¥

© My Tasks

g8 My Plans

Pinned
@ Tax Engagement Demonstrat...
< Demonstration Team

a Courseware Development
Courseware Development

MMO
n MMO

-+ New plan N

Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

ome Screen

My Plans > MS Teams Deployment ~ =7

Q

Set up this planner

+  Add task

Project management

(O Project kickoff

You've read the introduction to this "Chat,
teams, channels, and apps” plan. You've
done all the preliminary tasks.

Now you're ready to hold a kickoff meeting
for your Teams rollout project. The project...

)
<%

B Grid a2 Board Schedule

Get ready

+  Add task

Adoption
(O Build your Teams adoption plan

A successful Teams rollout needs a well-
thought-out adoption plan to help your
users make the move to Teams and get the
most out of it, right from the start.

Use our adoption guidance to create a pla...

)
<%

Configuration

(O Address deployment prerequisites

Before you roll out Teams across your
organization, take time to confirm that your
environment is ready for Teams.

7 Y < S S S SR | P DA R

s & 2 @

@) Charts € Timeline -+ &

Filters ~ t= Group by Bucket

Roll out to early adopters

+  Add task

Project management  Adoption

(O Implement your adoption plan

You created an adoption plan under "Ge
ready.” Now it's time to implement it.

If you need further guidance, check out ¢
"Adopt Teams” resources in the attachms
below.

Project management  Configuration

(O Roll out Teams to pilot users

To get started quickly on Teams, we
recommend you create two or three tear
and channels for a select group of early

b Pt M T e

30
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Project Plan Board View

‘6
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33 ‘ Planner View Board gy a2 ? a:ﬁ

=D My Plans > MS Teams Deployment v Q H Gri #® Board )] Schedule Cﬁ Charts @ Timeline e COO
Q = Filters ~ = Group by Bucket
Set up this planner Get ready Roll out to early adopters Org-wide rollout
+ Add task + Add task + Add task Organlz|ng Buckets
Project management Adoption Project management  Adoption Adoption
(O Project kickoff (O Build your Teams adoption plan (O Implement your adoption plan (O Update your adoptior
You've read the introduction to this “Chat, A successful Teams rollout needs a well- You created an adoption plan under "Get Using what you learned fi
teams, channels, and apps" plan. You've thought-out adoption plan to help your ready.” Now it's time to implement it. pilot, update your adoptic
done all the preliminary tasks. users make the move to Teams and get the If you need further guidance, check out our to get ready for your org-
Now you're ready to hold a kickoff meeting most out of it, right from the start. “Adopt Teams" resources in the attachment Teams. Use the "Adopt Te
for your Teams rollout project. The project... Use our adoption guidanceff below. the attachment below to
— e —— O A8
“orss 2?3 Do/s IndIVIduaI 21 Do/ 271 o/
12/31 % 12/31 L TaSkS 03/28 % 03/11

31
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DEEP DIVE FEATURES REVIEW

Project / Plan

\3

Individual
IENS

IEN
Organization

\3

Project
Schedule

Project
4 Reporting

P \
HIGGINS
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Creating A Plan

& Plan

3 Portfolio

<+ New plan

‘6
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Create new b

®

£9 Preview

plan with Project Manager
gigg and execution

Basic
Start with grid and board

Project Manager Templates 2 Preview

B ) .. 2 B v —tﬁ
= Q e
Research Report Competitive Analysis SWOT Analysis Market Study
Templates
j - %
-
™ 5 w
4 . Y ¥y
Simple Plan Project Management Software Development Business Plan

See all templates >

All team members will have

Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

< Create a basic plan from scratch x

Name *

Audit Engagement Demo - Standard
Add to my pinned plans

Demonstration Team bt

Search for a group

Business Operations
Private

Business Dewvelopment
Private

Curriculum
Private

CPA Associations
Private

180600800

Demonstration Team

access to the plan

[
i

Private

33




Individual Task Card Details

Task
Details

Task Detailed
Description /
Notes

Task Checklist Items
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MS Teams Deployment

O Implement your adoption plan
anged 11/12/2023 by you

Assigned to

cog Assign

{? Project management X  Adoption X

Bucket Progress Priority

Roll out to early adopters (O Not started “ s Medium
Start date Due date Repeat

Start anytime 01/29/2024 2 Does not repeat
MNotes Show

You created an adoption plan under "Get ready.” Now it's time to implement it.

If you need further guidance, check out our "Adopt Teams" resources in the attachment below.

Checklist 0 /1 ] show

. 0

() Implement the adoption plan you created under Get ready
(O Add an item
Attachments

| | 1. Adopt Microsoft Teams

| https://docs.microsaft.com/Mi

Add attachment

Comments

[ Show on card

Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

Task Description / Name

Task classification labels

1 (Coeny foclk

Setup recurring tasks

—

=2 Copy link to task

on card

W Delete

... | File attachments / links

Type your message here

—'ﬁ Comments / activity journal N

1




Board

&0
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View

‘ Planner

My Plans > ([l] MS Teams Deployment ~ ff Grid

Q

Set up this planner

Add task

Project management
() Project kickaff

You've read the introduction to this "Chat,

teams, channels, and apps” plan. You've

done all the preliminary tasks.

Now you're ready to hald a kickoff meeting
@ose

12731 o

Board

Get ready

Add task

~ Identify Teams champions and early
adopters

Adoption
(O Build your Teams adoption plan

) Assess end user readiness

Create a learning plan
® Pz @asa
12731 3

Configuration

O Address deployment prerequisites

Before you roll out Teams across
organization, take time to confirm that your
enviranment is ready for Teams,

If you used "Get started” to get early
@ #s Quis

12731 g

Configuration

() Configure and validate Teams settings

Identify any changes you need to make to

the default Teams settings. If you don't need
to change any settings for an item in the

checklist, mark it complete.

Schedule

(& Charts

Rell out to early adopters

Add task

Project management  Adoption

() Implement your adoption plan

You created an adoption plan under "Get
ready." Now it's time to implement it.
If you need further guidance, check out our

"Adopt Teams" resources in the attachment

21 @it

Project management | Configuration

() Roll out Teams to pilot users

Te get started guickly on Teams, we
recommend you create two or three teams

and channels for a select group of early

adopters. By first rolling out Teams on a

Za Dosa

Configuration
(O) Turn on Teams for pilot users

Use the instructions in the article below to
turn on Teams when you're ready for the
next group of users to get started using

Teams!

21 Qo
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QOrg-wide rollout Add a new bucket

Add task

Adoption
(O) Update your adoption plan as needed

Using what you leamed from your Teams
pilat, update your adoption plan as needed
to get ready for your org-wide rollout of

Teams. Use the "Adopt Teams" guidance in
27 @01
03/11

Adoption

A 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 rollout.

Repeat this task until you've completed your

e Z1 Qo

Adoption

() Turn on Teams

Use the instructions in the article below to
turn on Teams when you're ready for the
next group of users to get started using
Teams!

21 @o

S

* @

& Share ~

= Filters ~» [= Group by Bucket
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Grid View

B ‘ Planner g @ ? 3

] My Plans > (B MS Teams Deployment g oard Schedule (& Charts Sp Share ~
Q = Filters
Task Name ~/ Assignment Start date ~ Due date @ Progress ~ Priority s Labels @
O Get your helpdesk ready to support Teams Get ready O Not started * Medium Operations X +1 O les @03
(:) Configure and validate Teams settings I n d ivid u a I 12/31/2025 Get ready O Not started * Medium +1 O bs @oe
() Monitor usage and feedback Roll out to early a O Not started * Medium Operations X 0 @os
O Address deployment prerequisites Ta S ks 12/31/2025 Get ready @ In progress * Medium =1 0 0s @oms
O Manitor Teams usage and feedback Org-wide rollout @ In progress ¢ Medium Operations X 0 01 @oe
() Turn on Teams Org-wide rollout O Not started ¢ Medium Adoption X O 01 @on
O Build your Teams adoption plan a John Higgins 12/31/2025 Get ready © Not started ¢ Medium Adoption X Oz @24
(O Turn on Teams for pilot users 2/28/2025 Roll out to early a © Not started * Medium 21 O b1 @on
(@) Roll out chat. teams, channels, and apps to the next gro Org-wide rollout @ In progress * Medium Adoption X O b1 @on
Q@  Eefireusagescenarios a John Higgins 12/11/2024 Get ready © Completed «  Medium Adoption X +1 [N - NOEN
(:) Roll out Teams to pilot users Roll out to early a O Not started * Medium =2 O 04 @om4
@ tesrreboutdeptoying Teams 3 John Higgins 11/20/2024 Get ready @ Completed * Medium +1 O b2 @as3
O Project kickoff 12/31/202 Set up this planne O Not started * Medium =1 0 ®os
(i) Implement your adoption plan Roll out to early a O Not started e Medium Adoption X +1 [N MJ 1 @ 01
O Update your adoption plan as needed Org-wide rollout O Not started ¢ Medium Adoption X g 07 @on
O Identify Teams champions and early adopters Get ready O Not started ¢ Medium Add label
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Reporting — Chart View
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Planner

4+ Newplan
(A Hub

& Assigned to me

Pinned

All
MS Teams Deployment
. Courseware Development

[ [ —

. Client Projects
“ MMO

Show more

[0  Getthe Planner app

MS Teams Deployment 7

Deployment team

Board  Charts

e John Higgins

Status Bucket Priority
6 16
, 5 14
13 12
Tasks left 4
10
3
8
2
6
13
0 ! 4
0
0 2
Completed 2 i ol > i
\Ev@f& o o
«®*® N
) o o
o Urgent  Important  Medium
Members
[} 2 4 6 10 12
Unassigned

Jonn Higgins - EEG——
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Low

Members > Filter (0) Greup by Bucket ™
Tasks
+  Add task
Set up this planner ~

Project management

O Project kickoff

Qors

Get ready ~

Adoption

() Build your Teams adoption plan

?3 Qo

Configuration

() Address deployment prerequisites

s @oss

Configuration

() Configure and validate Teams settings

s @oss

Project management  Operations

~ Get your helpdesk ready to support
~ Teams

26 Quis

Roll out to early adopters ~

Project management  Adoption

(O Implement your adoption plan

21 @oin

Project management | Configuration

(O Roll out Teams to pilot users

LLC - Unauthorized Reproduction

Prohibited.

37
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Reporting — Schedule View

Planner

MS Teams Deployment 5 Grid  Board C

Deployment team

Schedule e John Higgins Members ™~ Filter (0) ™~ Group by Bucket ™~

+ New plan
< > January 2024 Hide future recurring tasks (@ ) Week Month Unscheduled tasks
(A)  Hub
Sunday Monday Tuesday Wednesday Thursday Friday Saturday I ' h d | d I k
& Assigned to me -+ Add task n S C e u e a S S
1 2 3 4 5 6
v Pinned Set up this planner ~
~ Al
MS Teams Deployment Get ready ~
T 8 9 10 n 12 13
Get your helpdesk ready to support
Tax Engagement Demonstration e e e} ; ¥ P Y PP
eams
. Client Projects Pe @oss
B e
Show more
14 15 16 17 18 19 20 Roll out to early adopters ~
Build your Teams a...
Org-wide rollout ~
Completed AV

21 22 23 24 25 26 27

Address deployme... | Configure and vali...

28 29 30 3

Implement your ad...

»
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Reporting — View Options
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MS Teams Deployment <* Grid  Board

Deployment team

Not started In progress
+  Add task +  Add task
Adoption

() Turn on Teams

-
Org-wide rollout

Use the instructions in the article below to
turn on Teams when you're ready for the
next group of users to get started using
Teams!

21 Do

03/25/2024 S

Configuration
() Configure and validate Teams settings

Get ready

Identify any changes you need to make to
the default Teams settings. If you den't need
to change any settings for an item in the
checklist, mark it complete.

Use the attachments below to walk you...

Pse Qors

01/23/2024 =3

Project management  Adoption

() Implement your adoption plan

J
Roll out to early adopters

‘You created an adoption plan under "Get
ready.” Now it's time to implement it.

If you need further guidance, check out our
"Adopt Teams" resources in the attachment
below.

use Mic
% challeng

Charts Schedule

6 John Higgins Memb

~ Filter (0 ™ Group by Progress ™

Filter Clear
Completed i
Fllter by keyword
+ Addtask Filter {0y Group by Progress
Due (0)
Late
Project management BUCkEt
Toda
@ tearmraboutdeptoyimgfeam v
Tomorrow .
Get ready Assigned to
The project leader should review the  This week
to roll out Teams" arti et famili
the recommended paths forrallinga o k
Teams. Use this guidance to plan you extwee v P ro g ress
Teams deployment project. It'll help y Future
2 2/3
7: @ No date Due date
e Completed by John Higgins ol Priority (0) ~
Labels
Project management ~ Adoption Progress (0) e
° e N Priority
Get ready Bucket (0) v
Scenarios cover the ways your peoplt
ft Teams to address busir Assignment (0) ~

nd achieve organizationz
cultural, tangible or individual adopti o
outcomes.... =

e John Higgins

e Completed by John Higgins ol. ...

Unassigned

® 21 @z3ss

Task filtering options

Task grouping options

39




Additional Plan Features

" Plan details
" Copy link to plan
" Export plan to Excel

" Copy Plan
" Add plan to Outlook calendar

4
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Planner / Teams Integration

(177 < Q  Search (Ctrl+E) <+ &> Higgins Advisory, LLC a - 8 X
Af‘% Teams - QO ﬁ Auditing Conversation Files Notes Audit Engagement Il Meetnow ~ ) Q
vity
Unread @ A channel owner set this channel to a threads layout. Learn how threads work X
Chat
I-;'I <% Discover
3:43 PM
Teams @ Mentions
Marcia Sheehy - | have created a plan in the Planner app for the demonstration audit program plan. You can use the tab at the
Q; @1 Followed threads top to access the plan, as well as this link.
calls
Teams and channels Planner - Audit Engagement Demo - Standard °
B
Calendar @ Demonstration Team
General
Accounting
Auditing
e Contracts

‘6
HIGGINS 3
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Planner / OneNote Integration

File Home Insert Draw  History Review View Help

Fe-a

+E B ) B pERe P B HAOE B TQ O &

Insert Table File File Spreadsheet Screen Pictures  Online Link Loop Transcribe Record Date  Time Date & Page Equation Symbal  Stickers Math
Space ~ Printout Attachment ~ Clipping v Video Components ~ - Video Time Templates ~ - v Assistant
Insert Tables Files Images Media Links Collaborate Recording Time Stamp Pages Symbaols Mare Math
ii Demonstration Team Notebook ~ General Accounting Contracts Coursewa @ man Resource Sales and Marketing +
. Q v
Audit Program Excel Template
Tuesday, September 2, 2025 2:12 PM

& Demo Audit Plan in Planner App

[N
sample audit program for performance measures

Audit Program: Accuracy of Performance

Measures WPreference  preparedby reviewedby

Audit Objective

To determine whether the agency’s reported performance measures are accurate, supported,
‘ and consistent with underlyingsource data, definitions, and applicable laws, rules, and

idancn

»
HIGGINS *
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Planner / Copilot Al Integration

My plans > ﬁ Audit Engagement Demo - Al Generated - Preview # P Goals B Grid  §® Board (& Reports (5 Charts @ Whiteboard ~ H SharePoint

G Copilot - Share v

9 Project Manager is an Al agent that can help you plan and execute your projects. Learn more

Q) Filter by keyword

= Filters (= Group by Project Manager v

All incomplete tasks @ Assign to Project Manager Needs your input Ready for review
Enter a task name

I Set bucket

Finish

g‘, Assign to

‘6
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Planner App L
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Microsoft Planner

Included

in Microsoft 365

Sign in to Planner

See Microsoft 365 plans >

Planner in Microsoft 365 includes:

v

<

NN N

Real-time collaboration, commenting, and
sharing using the Planner app in Microsoft
Teams or the Planner web app

Creation and management of content-rich tasks
with features including files, checklists, and
labels

Tasks organized by My Day, My Tasks, and
Assigned to me

Basic plan templates

Ability to view reports and dashboards2
Grid, Board, Schedule, and Charts views
Ability to view task dependencies

Security, compliance, data privacy, accessibility,

and Microsoft 365 customer support

Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

icensing Plans

Formerly Project Plan 1

Planner Plan 1

$ 1 0 .0 0 user/month, paid yearly

(Annual subscription auto—renews):

Or try free for one month >

Trial cancellation terms apply1

Planner Plan 1 includes:

v Creation and management of content-rich tasks

R N S

with features including files, checklists, and

labels

Project goals

Backlogs and sprints

Premium plan templates

Ability to build reports and dashboards2

Grid, Board, Timeline (Gantt), and Charts views
Task dependencies

Customization and integration

Security, compliance, data privacy, accessibility,

and Microsoft 365 customer support

Planner and Project Plan

Includes everything in Planner Plan 1, plus:

Formerly Project Plan 3

3
$ 3 0-00 user/menth, paid yearly

«

(Annual subscription auto-renews)

Or try free for one month >

Trial cancellation terms apply‘1

v Microsoft 365 Copilot in Planner (prev'\ew]é o
as oty

v
Roadmaps

A N N N N N

Baselines and critical path

Resources request capabilities

Program management

Portfolios in Planner

Project financials, budgeting, and costing
Advanced dependencies with lead and lag
Project Online desktop dlient

Project Online

Formerly Project Plan 5

Planner and Project Plan

5

$ 5 5 . 00 user/month, paid yearly

=

(Annual subscription auto-renews)

Buy now

Try now with a partner >

Includes everything in Planner and Project Plan 3,
plus:

Advanced portfolio management

Enterprise resource management and allocation

44



https://www.microsoft.com/en-us/microsoft-365/planner/microsoft-planner-plans-and-pricing?
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ORGANIZING NOTES AND IDEAS WITH ONENOTE




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 you paper notepad!

4
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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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The OneNote Apps

OneNote
Cloud /

Portal

OneNote
Desktop

o

/Notebooks

6
HIGGINS
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OneNote
Mobile —

Android / iOS

49
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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
HIGGINS .
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OneNote App Things to Know Il

I Supports multiple content formats

e Text / audio / video / files / drawing / links

l Dictate option

l One to one Teams / SharePoint / Notebook relationship

l Shared access to notebooks
l Custom note page templates
4

»
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OneNote Features Review

v’ Navigating OneNote

v’ Creating and sharing notebooks
v Adding content to OneNote

v’ Tagging and searching content
v Using templates

4
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CREATING SURVEYS AND FORMS FOR DATA
COLLECTION
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Applications for the Forms App

* Training / meeting evaluations

" Performance appraisals

= Customer / client satisfaction surveys

" 1040 Tax client organizer

= Skills assessment quizzes (internal / client)

4
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Things to Know About the Forms App

I Create surveys & quizzes

I Not designed to create a fillable form

I Simple and intuitive interface

“Responsive” display formatting

l Pre-formatted response analysis

l Direct integration with Excel for analysis

‘6
HIGGINS N
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Forms App User Interface

Forms Microsoft Teams User Satisfaction Survey - Saved '7 D 3

@D
G Style 63 Settings 5\ Preview P> Collect responses dl) View responses | TJ Present

‘:'u I have 5 suggestions to your form View details X

Templates.
Mi ftT User Satisfacti
= .
A
Nov 5, 2025
.
* Now that you're up and running with Microsoft Teams, please take a moment to share your experience and feedback with us. Your in-
* formation will be used to ensure you have what you need to efficiently use Teams, and help us streamline our organization’s roll out
‘ 1. How would you rate your overall experience with Microsoft Teams?

o
HIGGINS 56
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Forms App Features to Review

= Creating a survey

= Survey question types

" Collecting and analyzing responses
" |Leveraging Copilot Al in Forms app

4
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Create Title and Introduction

Webinar Attendee Evaluation - Saved -

Questions Responses o S Preview % Style Collect responses J Present

H’**é

Webinar Attendee Evaluation g

Please complete this evaluation of the course instructor and materials to assist us in improving the quality and relevance
of future courses. Thank you!

‘6
HIGGINS ”
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Part 1 - Attendee information

Pleasze complete the attendee information below

Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

Create Sections, Questions & Branches

1. Full name

Enter your answer

@ Choice Text

ff‘} Rating

Date

vI

2. Email

Enter your answer

_}
{_

0O w
>
(.::' Long answer (.:) Required
o sSubtitle
Ranking Restrictions
Likert (D)
Add branching
Upload File

0 3 -

Met Promotear Score®

Section

59
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Add Branching It Applicable

18. Would you like to receive printed promotional information from us?

Pt
() Yes Goto Next v
o
() No Goto  Next v
Goto  End of the form R
Sectio Next

~+" End of the form

C Other sections
Ple . )
1. Part 1 - Attendee information

3. Contact Information

4 Go to
y 4
HIGGINS ”
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“Text” Question Type

Copyright (c) 2025 Higgins Advisory, LLC

- Unauthorized Reproduction Prohibited.

2. Question

Enter your answer

‘6
HIGGINS
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o w v 1

L

'i.':;' Long answer 'i.':;' Required e
Subtitle

Restrictions

Add branching

61
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“Date” Question Type

2. Question B
Please input date (M/d/yyyy)

@ ) Required

Subtitle

i:j
Add branching

‘6
HIGGINS ”
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“Choice” Question Type

o w 4
2. Question z
Option 1 b
Option 2 b

-+ Add option Add "Other” option

@ Multiple answers @ Required e

Shuffle options
II;}

Drop-down

Subtitle
4

» . Add branching
3. Email
HIGGINS
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“Rating” Question Type

2. Question

Levels: & N Symbol: ¥ Star N

@ Required e

Subtitle
‘?

Label

Add branching

‘6
HIGGINS
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“Ranking” Question Type

a w +v 1

2. Question L
Option 1
Cption 2
Cption 3

—|— Add option

]
=

@ Required e

Shuffle options
‘;}

‘ Add branching

»
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“Likert” Question Type

‘6
HIGGINS
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2. Question

Statement 1

Statement 2

-+ Add statement

J?

Cption 1

Cption 2

Cption 3

o w ¥ 1
Ly
Option 4 Option 5 -+

@ Required e

Subtitle

Add branching

66
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“File Upload” Question Type

o w 4 M

2. Question (5

File number limit: 1 N Single file size limit:  10ME N

i.:: Required
Subtitle

i;.!’ i
File type

Add branching

File uploads are available only for surveys sent
4 to people within your organization

o
HIGGINS 67
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“Net Promoter Score” Question Type

o w v
2. How likely are you to recommend us to a friend or colleague? (o
Mot at all likely Extremely likely

@ Required e

Subtitle

II;;
Add branching

‘6
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Update Survey Settings

Settings

Who can fill out this form

P
(_ ) Anyone can respond

@ Only people in Higgins Advisory, LLC can res
pond

Sign-in required to validate access within Higgins A
dvisory, LLC

ﬂ Record name

|:| One rasponse per person

£ s 5 5 s -
() S5pecific people in Higgins Advisory, LLC can

respond

‘6
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Options for responses

OO0

B[]

Accept responses
Start date
End date

Set time duration @

Shuffle questions
Disable question number for respondents
Show progress bar

Hide Submit another response

Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

n Customize thank you message

Thank you for completing this evaluation
survey. Your feedback is important to us
and much appreciated.

n Allow respondents to save their responses

n Allow respondents to edit their
responses

Response receipts

n Allow receipt of responses after submission

n Get email notification of each response

®
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Preview & Test Survey

& Back J Computer  [] Mohile

& English (United States)
@ English (United States)

% J

Webinar Attendee Evaluation

Webinar Attendee Evaluation

Please complete this evaluation of the course instructor and materials to assist us in improving the quality and

relevance of future courses. Thank you! Please complete this evaluation of the course instructor

and materials to assist us in improving the quality and
relevance of future courses. Thank you!

Hi. John. When you submit this form. the owner will see your name and email address.

Hi, John. When you submit this form, the owner will
Part 1 - Attendee information see your name and email address.

Please complete the attendee information below " :
Part 1 - Attendee information

1. Full name Please complete the attendee information below

-‘ Enter your answer l 1. Full name

Enter your answer

2. Email Address

Enter your answer

‘6
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DISTRIBUTING SURVEYS AND COLLECTING
RESPONSES
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Send and Collect Responses

Send and collect responses X

Y = 22
() Anyone can respond e = ox >

@ Only people in Higgins Advisory, LLC can respond Comy link
opy lin
Sign-in required to validate access within Higgins Advisory, =

LLC
https://forms.office.com/Pages/ResponsePag... Copy link

H Record name
Shorten URL

D One response per person

(:) Specific people in Higgins Advisory, LLC can respo
nd

Webinar Attendee Evaluation

Responders will see the form like this.

() Feedback

‘6
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Send Survey Link via Outlook or Teams

Send and collect responses X
'::?,’ Anyone can respond & e o% &
@ Only people in Higgins Advisory, LLC can respond
Sign-in required to validate access within Higgins Advisory,
LLC To: Name, group, chat or channel... =
Record name
D One response per person
() specific people in Higgins Advisory, LLC can respo
nd o ;
You are invited to take this:
Webinar Attendee Evaluation
Hi! Would you mind taking 7 minutes to complete this form?
It would be great if you can submit your response by Feb 2,
2024. Thank you!
v
. ra
& Outlook K5 Teams (Message only) m
Invitation will be sent via Outlook
() Feedback
4 —

R —
HIGGINS "
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Invite via QR Code

Send and collect responses X

.:::- Anyone can respond ) S @ o

@ Only people in Higgins Advisory, LLC can respond

Sign-in required to validate access within Higgins Advisory,
LLC

n Record name

D One response per person Webinar Attendee Evaluation
'::jl Specific people in Higgins Advisory, LLC can respo
nd
Recipients can scan the code on a phone or tablet to Download
access the form.
() Feedback

: — —
HIGGINS b

= ADVISORY, LLC =——




Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

Embed Survey Link in Website

Send and collect responses X

P — 8] as
() Anyone can respond e =] ox o

@ Only people in Higgins Advisory, LLC can respond
Sign-in required to validate access within Higgins Advisory,
LLC

Copy this code and paste it in a webpage or Sway.
n Record name

D One response per person <iframe width="640px" height="480px" src="https://forms.office...
Py - - - . -
(/) Specific people in Higgins Advisory, LLC can respo m
nd
D Feedback

‘6
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ANALYZING SURVEY RESULTS

Microsoft Teams User Satisfaction Survey

9 03:12 Active

Responses Average time to complete Status

1. How would you rate your overall experience with Microsoft Teams?

More Details

433 2

Average Rating

2. Which feature(s) have you found helpful?

More Details

E]
@ Channel Conversations 3 8
7
@ Chat (1:1 and Group) 9 .
@ Apps (Forms, Planner, PowerBl, .. 1 5
@ Online meetings 8 4
® caling 2 3
2
@ Other 0
. |
. n
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Review Response Summary

Microsoft Teams User Satisfaction Survey Analyze results in
VI Excel
Iew Indiviaua .
11 02:48 Active
reS pO n SeS Responses Average time to complete Status

-
()

Delete all responses
1. How would you rate your overall experience with Microsoft Teams?

™ ey & Print summary
Mare Details AF Insights
[ Share a summary link
6
5
4
4.27 3
Average Rating 5
1
0 -
1 2 3 4 5
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RECORDING AND EDITING VIDEOS WITH
CLIPCHAMP ANDSTHREAM
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Important Note

= Effective mid 2025, Microsoft has combined the
Stream and Clipchamp apps into a unified
interface under the Clipchamp brand

" You may still see the Stream app in your M365
portal.

= Recommendation is to use Clipchamp

exclusively going forward.
4
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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

g ? @

Go back

0

L Search

‘ Clipchamp
= 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

- |l
'@ g/

Upload a video Screen recording Camera recording Video project

B Projects 7 Favorites

Recent & Created by me Meetings 3 Playlists

MName

Opened Owner

HeyGen:DemioVideo Fri at 12:39 PM John Higgins
CPA Associations

L]
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Create and watch videos, all in

BERE

Playlist

F_
=

Activity

Filter by name or person

o
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o
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Document Processes

Stream £ Search

0%
&
~

Recording in progress )

P AAG X

Step 1: Open Microsoft | RS

13 My Pians > ([} [} & Share

4§ Planner

Teams "First, open the e
, Op

(3 My Tasks Live Presentation Task Templates Ad
92 My Plans t Addtask .

Microsoft Teams app on
Pinned

Live virtual 100 minutes
| a Courseware Development ve In person v Live Virtual Template
Courseware Development -

WCPE Mast J .~ i .- 4

(@ S Teams Deployment Stowe VT 8/11/25 ¥ -

=) Tax Engagement Demonstrat. s ) 1010 a b 3

0509 (5] Webinar rebrosdcast 100 minutes
@ Project Management Example Webinar rebroadcast 50 minutes o
] s o g Pre-recorded Presentation Task
Ol ' e | CPAX Update - Synchronize Files to Template
e e Cloud with O
, CPABC - BC Hydro ChatGPT and Taniouid wrs Cerive Gt

5 8 5/22 SharePoint -

Copilot Bootcamp - 5 Completed tasks 1 v

e vl (ETIENED Webinar rebroadcat 50 mtes

c hatGPT and Microsoft CPAx Update - Microsol
Copilot Hands-on Bootcamp Applications Lightning Round
5728725

1 0831 o

Webinar rebroadcast 50 manutes

g

Livevirtual 50 minutes

CPAx Update - Microsoft Outlook
WICPA School District Conference - = Must Know Email Tips

Virtual 5/29/25

= Dare o o 00 1334 ‘ O
= a 200
[ 1 B 2 &

~
Camera Seript Draw Effects

» Eltagrast
H I G G I N s (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.

= ADVISORY, LLC =




Copyright (c) 2025 Higgins Advisory, LLC - U

Bookings App — Streamline appointment
scheduling

duction 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

SELECT STAFF (OPTIONAL)

Jo

DATE © TIME

Select a service and date to see available times
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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  |S—

Directly integrates with Outlook and Teams —
Available as an app in Teams —
Personal or shared booking page option —

Detailed setup instructions provided by Microsoft Bookings support page
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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
HIGGINS »

T ADVISORY, LLC—



Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

Shared Booking Page

4
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Higgins Advisory, LLC

(© SELECT A SERVICE

2-hour Advisory Meeting 1-hour meeting )

2 hours ¢ Thour @

30-minute meeting
30minutes &
Booking for 1-hour meeting
January 04, 10:15 am

fE DATE ® TIME

January 2024 9:15 AM 9:45 AM 10:15 AM

Su Mo Tu We Th Fr Sa

. ° 10:45 AM 11:15 AM 11:45 AM
1215 PM 12:45 PM 115 PM

24 25 1:45 PM 215PM 245PM
315 PM 3:45 PM

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

(E ADD YOUR DETAILS

First and last name * & Notes

John Doe This is a demonstration of booking an appointment

on the bookings page

Email *

jhh2211@gmail.com

0 the informat
a will not be sold or shared with external partie

When booking an

[ Data Coli v
tored. Higgin 7, LLC quarantees ¢
trust are our top priori

y 4
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Web Page Booking Confirmation
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Higgins Advisory, LLC

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

1-hour meeting

Cancel booking

New booking

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

87



Client /
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Customer Booking Email Confirmation

-~
HIGGINS

Higgins Advisory, LLC
248.390.9754

http://www.higginsadvisoryllc.com/

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
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Configure Staff

Bookings
& Back to all booking pages ® Add new staff
John Higgins
{ i i Search Staff All roles v
ﬁ Demonstration Booking ...  ~ Q, Search Sta roles [ —
My profile f Edit staff Book appointment
Calendar
[ Booking page e John Higgins Administrator
jehn@higginsadvisoryllc.com Overview Contact Calendar and Availability Services

No upcoming appeintments

= - E B Show in calendar
Business information

% Integrations Contact Information

Email o Phone number Teams

john@higginsadvisoryllc.com = 248-390-9754 e john@higginsadvisoryllc.com
Membership information

Status: Bookable
Last changed: Sun 11/26/2023 2:53 PM
Email last sent: Sun 11/26/2023 2:53 PM | Re-send

Show mare contact information

Services

‘ Show services
»
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Configure Services

Bookings

« Back to all booking pages ® Add new service

30-min meeting
| : : Q. Search
ﬂ P R s 1) 1:1 service . @ Online Meeting
. . £ Edit service Book appointment
Calendar 30-min meeting &
30 minutes
[L] Booking page ) ) ) I
Qverview Service details Calendar and Availability Staff
Customers
Mo upcoming appointments
Show calendar
X Integrations
Service Details
Service booking page @ Duration e Default price
= Red
https://outlook.office365.co... 30 minutes Price not set
- Description
- Grab some time with us for ...
Show all service details
Staff
Show all assigned staff

»
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Configure Business Information

&« Back to all booking pages

ﬁ Demonstration Booking ... -~
L Business information
Calendar
= Basic details Includes business name, address, o
[J Boocking page - phone, links and other basic details
Customers
8\03 Staff Privacy policy and Terms and Enter business Privacy policy and —
conditions @ Terms and conditions details
= Services
ﬁ Blsinesslipiormation Add or change your business logo
. [# Businesslogo that your customers will see in your
o4 Integrations booking page, reminders and
messages.
Change logo  Delete logo
@ Business hours Enter information about your o

business hours

Connect your Azure Communication
Service App with Bookings

»
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Personal Booking Page Meeting Type

New meeting type

Add a title

<_) @ Category
= Add a description
©® Location D w Teams meeting
©  30mins ~
-
— Public Private
These will appear en your booking page Only people with a booking link can view this

Schedule customization (1

= Use my regular meeting hours ™ [ See regular meeting hours

‘ Advanced options

»
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Lists App - Create and manage customized lists .

11t 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

»
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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

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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GETTING HELP
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Where Can | Get Help?

Implementation & Support Resources:

" Probably not your current IT support!

= Microsoft sponsored 365 training & support
= LinkedIn Learning

" Microsoft 365 CPE programs

" Microsoft 365 Admin support
= Microsoft Support Offering

= Microsoft Business Partners

= Upwork for Microsoft support

@ Help & support
[-] Give Feedback

‘6
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https://support.microsoft.com/en-us/training
https://support.microsoft.com/en-us/training
https://www.linkedin.com/learning/topics/microsoft-365
https://www.linkedin.com/learning/topics/microsoft-365
https://www.microsoft.com/en-us/microsoft-365/business/microsoft-365-for-business-support-options
https://www.microsoft.com/en-us/microsoft-365/business/microsoft-365-for-business-support-options
https://www.upwork.com/
https://www.upwork.com/
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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 ‘
Legal | Privacy & Cookies Contact me Legal | Privacy & Cookies
HIGGINS ) .
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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

Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

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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https://appsource.microsoft.com/en-US/marketplace/partner-dir?filter=products%3DMicrosoft365%3Bsort%3D0%3BpageSize%3D18%3BonlyThisCountry%3Dtrue%3Blat%3D42.7177%3Blng%3D-83.1519%3Bcountry%3DUS%3Bradius%3D100%3Blocname%3D48306%252C%2520Rochester%252C%2520Michigan%252C%2520United%2520States%3BlocationNotRequired%3Dtrue
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WRAP-UP
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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

= Take advantage of the “low hanging fruit”
opportunities throughout the Microsoft 365
ecosystem of apps

4
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Questions ?
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