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Nationally recognized thought leader, advisor, author and 
speaker on CPA technology

Strategic technology advisor to the profession w/ 35+ 
years of experience

Founded and sold two CPA technology advisory startups

Former National Mid-market Technology Partner - BDO

CPA Practice advisor Top 25 Thought Leader for the CPA 
profession

AICPA Business & Industry Hall of Fame Inductee

Past Chair of the Michigan Association of CPAs

Passionate advocate for the CPA profession!

John H. Higgins, CPA.CITP
Strategic Technology Advisor

john@higginsadvisoryllc.com
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Learning Goals

 Identify many ways that you can tap into the full 
potential of Microsoft 365.

 Identify 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
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Microsoft 365 Value Proposition is Compelling

Enhance Communication & Collaboration

Simplify tech stack

Enhance data security and disaster recovery protection 

Enable a hybrid work environment

Future proof your business - create the foundation for using AI

Reduce costs & infinitely scalable

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

6



Microsoft 365 – What You Start With
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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

• Make Teams the priority
(including online meetings)

• Store shared files in SharePoint 
(including client file uploads)

• Manage engagements with 
Planner 

• Get organized with OneNote
• Manage lists with Lists app

• Document processes with 
Clipchamp (formerly Stream)

• Create forms and surveys with 
Forms app

• Manage your schedule with the 
Bookings app

• Communicate financial data visually 
with Power BI

• Automate workflows with Power 
Automate & Copilot Studio

Use Copilot AI to help with all of it!
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TEAMS ROLE IN THE MICROSOFT 365 
ECOSYSTEM

Teams

SharePoint

Outlook

Excel

Word

PowerPointOneNote

Planner

Power BI

All Apps

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

10



Communication - Make Teams the Priority

 Plan your Teams / Channels setup
 Use Chat within Team Channels
 Use Channel tabs for maximum efficiency
 Replace your phone system with Teams and 

Microsoft Voice
 Transfer email conversations to Teams
 Conduct and record all meetings in Teams
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Document Meetings With Teams
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Recap Teams Meetings Example

Shared with explicit permission from the client
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Recap Teams Meetings Example (continued)

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

SharePoint = shared file sites

Share files internally & externally

Simultaneous Office file editing

Eliminate email file attachments

Synchronize with local PC

Maintain file version history

Set custom alerts

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

• Manage SharePoint site creation and folder management through  
Teams

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

exchange
• Share files via email links, not attachments
• Automate routine file processing with Power Automate and Copilot
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Teams / SharePoint Relationship
Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

18



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

Requires file to be 
stored in OneDrive 

or SharePoint
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Establish File Link Access Controls

Establish file sharing 
link permissions
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Create a Secure Client Portal Using Teams
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Establish Client Portal Model (continued)

Firm view
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Establish Client Portal Model (continued)

Private channel site
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Establish Client Portal Model (continued)

Client invitation 
email
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Establish Client Portal Model (continued)

Client Teams view
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Manage Engagements & Projects with 
Planner

Plans
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Task Card Details

Task 
Details

Task Detailed 
Description / 

Notes

Task Checklist Items File attachments / links

Comments / activity journal

Task classification labels
Assigned to

Task Description / Name
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ORIENTATION TO THE PLANNER APP
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Planner App Home Screen

Plans
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Project Plan Board View

Individual 
Tasks

Organizing Buckets
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DEEP DIVE FEATURES REVIEW
Project / Plan

Individual 
Tasks

Task 
Organization

Project 
Schedule

Project 
Reporting
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Creating A Plan

All team members will have 
access to the plan

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

33



Individual Task Card Details

Task 
Details

Task Detailed 
Description / 

Notes

Task Checklist Items File attachments / links

Comments / activity journal

Task classification labels
Assigned to

Task Description / Name

Setup recurring tasks
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Board View
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Grid View

Individual 
Tasks

Organizing Buckets
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Reporting – Chart View
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Reporting – Schedule View

Unscheduled Tasks
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Reporting – View Options

Task filtering options

Task grouping options
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Additional Plan Features

 Plan details
 Copy link to plan
 Export plan to Excel
 Copy Plan
 Add plan to Outlook calendar
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Planner / Teams Integration
Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

41



Planner / OneNote Integration
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Planner / Copilot AI Integration
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Planner App Licensing Plans
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ORGANIZING NOTES AND IDEAS WITH ONENOTE
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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!
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OneNote Home Screen
Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

47



OneNote Content Organization

Notebook Sections Pages

Containers
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The OneNote Apps

Notebooks

OneNote 
Desktop

OneNote 
Cloud / 
Portal

OneNote 
Mobile – 

Android / iOS
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OneNote Notebook Storage

• OneDrive
• Pre-established
• Private to you

Personal 
Notebooks

• SharePoint
• Created with Team / 

SharePoint Site
• Shared with Team / Site 

members

Shared 
Notebooks
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OneNote App Things to Know

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

Supports multiple content formats

Dictate option

One to one Teams / SharePoint / Notebook relationship

Shared access to notebooks

Custom note page templates
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OneNote Features Review

 Navigating OneNote
 Creating and sharing notebooks
 Adding content to OneNote
 Tagging and searching content
 Using templates
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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)
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Things to Know About the Forms App

Create surveys & quizzes

Not designed to create a fillable form

Simple and intuitive interface

“Responsive” display formatting

Pre-formatted response analysis

Direct integration with Excel for analysis
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Forms App User Interface
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Forms App Features to Review

 Creating a survey
 Survey question types
 Collecting and analyzing responses
 Leveraging Copilot AI in Forms app
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Create Title and Introduction
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Create Sections, Questions & Branches
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Add Branching If Applicable
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“Text” Question Type
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“Date” Question Type
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“Choice” Question Type
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“Rating” Question Type
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“Ranking” Question Type
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“Likert” Question Type
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“File Upload” Question Type

File uploads are available only for surveys sent 
to people within your organization
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“Net Promoter Score” Question Type
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Update Survey Settings
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Preview & Test Survey
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DISTRIBUTING SURVEYS AND COLLECTING 
RESPONSES
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Send and Collect Responses
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Send Survey Link via Outlook or Teams
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Invite via QR Code
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Embed Survey Link in Website
Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

75



ANALYZING SURVEY RESULTS
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Review Response Summary

View individual 
responses

Analyze results in 
Excel
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RECORDING AND EDITING VIDEOS WITH 
CLIPCHAMP AND STREAM
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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. 
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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
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Document Processes
Copyright (c) 2025 Higgins Advisory, LLC - Unauthorized Reproduction Prohibited.

82



Bookings App – Streamline appointment
 scheduling
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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

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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Personal Booking Page
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Shared Booking Page
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Web Page Booking Confirmation
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Client / Customer Booking Email Confirmation
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Configure Staff
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Configure Services
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Configure Business Information
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Personal Booking Page Meeting Type
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Lists App - Create and manage customized lists
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Power Automate – Automate business processes
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GETTING HELP
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Where Can I 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
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Microsoft Self-service Support
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Microsoft Business Partners
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WRAP-UP
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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
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Questions ?
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Thank you!!!

Let’s connect on LinkedIn
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