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Microsoft Outlook “Must Know” Email Tips

Presented By
John H. Higgins, CPA.CITP

¢ Rochester, Michigan
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Learning Objectives @

» ldentify Outlook features to help you compose email
messages faster and better

> ldentify the Outlook features you can use to process
and organize your inbox more efficiently

» Configure your Outlook to create customized views
and feature settings.

» Learn to leverage the integration of Outlook with other
Microsoft 365 apps
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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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Presentation Outline

_—'
» Email Composition Tools

» Inbox Processing & Organization
» Outlook Office 365 Integrations !.
» New Outlook Desktop Interface

» Wrap-up
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EMAIL COMPOSITION TOOLS
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New Message Toolbar

o

File  Message Insert Draw Options FormatText Review Help Acrobat

Al 0 B O p B8 E 2T o6 oo

Paste Basic  Names Include = AttachFile Copilot Tags Dictate All Editor = Immersive New View Viva
v ¢ Textv M ¥ via Link ¥ hd M Apps Reader Scheduling Poll = Templates  Insights

Clipboard Adobe Acrobat Collaborate Voice Apps Sensitivity Editor Immersive Find Time My Templates  Add-in v

E ‘ From ~ | john@higginsadvisoryllc.com

Send ‘ To |

e
Subject

Regards,
John

John Higgins, CPA.CITP

‘ Strategic Technology Advisor
HIGa[NS . 248-390-9754
e Y &> higginsadvisoryllc.com
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Email Composition Tools

= Dictate

= Quick Parts / Templates
= Using Tags

" Scheduling Poll

" |nsert Toolbar

= Option Settings

= Copilot
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INBOX PROCESSING & ORGANIZATION
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View Management

" Focused Inbox

" Message Preview
" Arrangement

= Reading Pane

= To Do Bar

" Close All Items

= View Settings
4
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Inbox Organization

= Folders — Search / Clean-up / Favorites
= Rules

" Quick Steps

" Archive
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OUTLOOK OFFICE 365 INTEGRATIONS

SharePoint OneNote

»
Teams / Bookings
| 4
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Share to Teams

| = File Home Send/Receive Folder View Help  Acrobat
= o I -
E % s m E el‘g @ heehy  — To Manager Cl Move FlE @ B8 Categorize ~
— . [} -
Mew  Mew 'E’( Delete Archive Reply Reply Share to i _;_/ Done 3 Rules Assign  Unread/ FU Follow Up ~
Email Items ~ 5~ All Teams elete 7:; Create New ¥ ] Send to OneMote Policy ~  Read ’
RQ New Delete Respond Teams Quick Steps ] Move Tags
<
«Favorites Focused Other
v e ! a D @ — _
Sent ltems ~ Today
Charismalnk Ap) Charlotte Sin
[] . {
Drafts ali Micrasoft on * Share to Microsoft Teams 0
Qutbox CP&x Reports
Unread Mail ~ Yesterday Share to
Kelly Slavik Marcia Sheek
) new
Marcia Sheehy e) RODE Micrap
[} sydney Pielak People
jaichn@higginsadusorylics help@websti no  Nicole Doe NewCo Owner
~ Inbox o Denise Baum NEWCOOWNERT_GMAILCOMEEXT#
Accounting Today
€3 Denise Baum jc John Doe Newco CFO
Adobe Acrobat 1 YECF( BEXTE
obe Acrobal S Denise Baum JOHNDOECFOT_GMAILCOMZ#EXTS
American Express
—>  CPAxReports Channels
ATD Detroit i
. E  ewansmith MewCo External
Charismalnk ~
NewCo Startup Coaching
CPA Practice Advisor
New York - NYSSCPA
CPA Trend|
rendiines CPA Associations
CPACharge
- New Mexico - NMCPA
Elbert Lilly (P& Bezaristinns
JHH CPAx Here is a question that was submitted during your webinar today. | have copied the attendee
Kelly Slavik on this e-mail with the question, so please Reply All when sending your response.
Marcia Sheehy [P
Microsoft

Midwest Warehausing
Drafts M
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Sending SharePoint Files Securely: Use File Link
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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
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Establish File Link Access Controls

‘6
HIGGINS

= ADVISORY, LLC =

Sharing settings
Higgins Advisory LLC W3.pdf

Share the link with

Anyone

Share with anyone, doesn't require sign-

@ People in Higgins Advisory, LLC @
@ Recipients of this message
@ Pecple with existing access (0

@

More settings

@ Can view
Expires Sunday, Apr 6, 2025

& Setpassword

S

. @®

&

Apply ‘ Cancel

Establish file sharing
link permissions




Sent to OneNote

‘6
HIGGINS

= ADVISORY, LLC =——

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

v

EGl
i

File Home Send/Receive Folder  View

°
A =
New New '™ Delete Archive
Email femsv Q.

New Delete

wFavorites
Inbox
Sent Items
Charismalnk
Drafts m
Outbox
Unread Mail
Kelly Slavik
Marcia Sheehy

~john@higginsadvisorylic....
v Inbox
Accounting Today
Adobe Acrobat
American Express
ATD Detroit
Charismalnk
CPA Practice Advisor
CPA Trendlines
CPACharge
Elbert Lilly
JHH CPAx
Kelly Slavik
Marcia Sheehy
Microsaft

Midwest Warchousing

Drafts m
Sent ltems

> Deleted Items 67
Archive

> Conversation History
IPM_SUBTREE
Junk Email

Outbox

er)? @ g i Q%ﬁ Bl Morcia Sheehy 7 To Manager

Help  Acrobat

. =] .
Reply Reply Forwerd “5 Shareto | Team Email :/DDHE 1 Rules
Al By Teams  “DReplyaDelete 7 CreatelNe 3] Send to OneNate <y
Respond Teams Quick Steps Move
Focused Other
(o o |From | subject | received ¥ | size
v Today .
Select Location in Onelote m
Ap) 5 KB
Pick a section or a page in which to put the e-mail:
| 189 KB
CP 2 KB
~ Yesterday Recent picks
mq| [ AlcPA (CPA Associations Notebook) 52 KB
& rg| [ Neacea (CPA Associations Notebook) e
s { MigMurphy Sistrom (Clients Notebook) -
| Prospects (Business Development Notebook)
he| 128 KB
[ Course Descriptions (Curriculum Notebook)
© e { Planning (Curriculum Notebook) g B
< o Quick Notes (John @ Higgins Advisory, LLC) 5 kB
€3 De| [ Presentstion Scripts (current section) (Curriculum Notebook) 05 KB
- P Outlook Email Tips (current page) (Curriculum Notebook » Presentation Scripts) 1k8
[ enf| All Notebooks 7 ks

@ John @ Higgins Advisery, LLC
@ John's Personal Notebook

Business Development Notebook

Curriculum Notebook

Business Operations Notebook
NewCo Startup Coaching Notebook
Clients Notebook

CPA Associations Notebook

[] Aways send e-mail notes to the selected location (customizable later in OneNote Options).

Cancel

Select an item to read

sign Unread

Read




Bookings App
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@ SELECT A SERVICE
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2-hour Advisory Meeting

Please use this option 1o book a meeting fo... Read more

®
2hours ©

30-minute meeting

Schedule a 30 minute meeting Read more

30 minutes D)

1-hour meeting

Schedule a one-hour meeting

Thour @

Read more | presentation last saved: Just nc

Booking for 1-hour meeting

g SELECT STAFF (OPTIONAL)

Anyone

v
October 24
DATE © TIME
< > December 2023 9:15 AM 9:45 AM 10:15 AM
Su Mo Tu We Th Fr Sa
1045AM  TT1SAM 1145 AM
1
8
12:15 PM 12:45 PM
11 12 14 15

18 19 20 21 22
25 2 27 28 29
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THE NEW OUTLOOK DESKTOP INTERFACE

itlook L Search & L &3 = (m]] X
—_ - AICPA Engage
— Home View Help Now New Outlook e
4} Quick steps -~ &) Mark all as read WV ",5 Copilot V‘
~ Favorites Focused Other O Select = Filter =| ByDate
&3 Inbox 4 I &8 Focused Emails (1) LinkedIn
B> Sent ltems From Subject Received
£ Marcia Sheehy v Today -
B3 Charismalnk | Wolters Kluwer Your Guide to Navigating Tariff and Tax Changes 119 PM I
o
&5 Outbox | Bloomberg Tax [REPORT] U.S. Tax Shifts: Domestic & Global Impact 1.01PM
7 B v Yesterday
B3 Webinar Attendee Questions
Lenovo US You'll love these popular products from ThinkPad Tue 1:55 PM
~ john@higginsadvisoryllc.co... v Last week
> &8 Inbox 4 AICPA Conferences Meet up with tech-minded CPAs at ENGAGE25 Wed 6/4
7 Drafts v Last month
B> Sentltems Homes & Villas by Marriott Bonvoy You've got early access to 40K bonus points 5/5/2025
> T Deleted ltems 1831
Efile4Biz.com 1099 or W-2 Corrections Needed Fast? 5/1/2025
E3 Junk Email 7
~  April
T Archive
TechSmith 20% Off Sitewide — Spring Savings are Almost Over! 4/30/2025
(@ Notes
B Conversation History The Ritz-Carlton INSIDE THE RITZiARLTON: John's Guide to Long Weeken... 4/29/2025 -

£ Outbox
B3 RSS Feeds ‘ \

£a Search Folders

v

(3 Shared with me

‘ %3 Go to Groups
o
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THE OUTLOOK ON THE WEB INTERFACE

Mail - John Higgins - Outlook - o X
< O @ & hitps//outlook.office.com/mail/ ® By B O a 1= @ O ]
O 31 Outlook Q search F=] N[ B L0 = : éi

— - __ AICPAEngage -
| (=) —  Home View Help -
0] -
- [ New mail % Quick steps v &) Mark all as read v |',5 Copilot v|
e« 8 e
() o ~ Favorites Focused Other O Select = Filter =| By Date
0 & Inbox 4 From Subject Received v
L 1
E> Sent Items v Today
o
v £ Marcia Sheehy 1 I Linkedin Amer Taleb wants to join your network 134.. B £ W
o )
B3 Charismalnk LinkedIn News Google Search staff offered buyouts 1:22 PM
77 Draft:
+ ‘!‘ v D I CPA Crossings 7 Microsoft 365: Save More Time, Make Mor... 12:59 PM
2 Webinar Attendee Questions
) LinkedIn Sales Navigator Try Sales Navigator at 50% off for 2 months 12:02 PM
v Folders ] .
=5 AICPAConferences Support Use code NQQIDP to Confirm Your Login for... 11:58 AM
00
>
& Inbox - Brenda Jordan (Sabi Analytics) RE: SOBI Analytics on Moving the Needle 11:56 AM
77 Drafts
CPA Crossings via LinkedIn Bridging the Gap Between Al and Traditional... 11:33 AM
B> Sent Items
Lizzy Grant B 2 Speaker Confirmation - Real E... RSVP 848.. K
3 Conversation History
5 T Deleted ltems 1831 Automation Alley You're Invited: MI Hub for Manufacturers La... 8:31 AM <
‘ = Archive ‘ \
£@ Junk Email 20

M oA
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WRAP-UP
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In Summary

= Take time to explore and experiment the
features we have reviewed

" |everage the integrations between Outlook and
the other Microsoft 365 apps

" Use Copilot as your “just in time” Outlook tutor

4

LLLLLLLLLLL




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

Questions ?
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