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SESSION AGENDA
• Most organizations use less than 40% of the tools they already 

pay for.
• Why This Matters — There’s untapped value sitting in your 

subscription. You might be paying for a different tool that does the 
same thing.

• Seven Hidden Gems — Tools you didn’t know you had that could 
replace ones you’re paying for

• Key Takeaways — Start small, unlock more value



OneNote To Do Bookings Forms

Clipchamp Loop Planner

THE HIDDEN GEMS
Seven tools that can transform how your team works:



ORGANIZE YOUR WORLD
Turn ideas into action—organize your thoughts in OneNote and stay on track with To Do.



Microsoft OneNote
Your digital notebook

Stay Organized
• Notebooks, sections, and pages — 

organize everything from work projects to 
personal notes in a structure that makes 
sense

Templates & Tags
• Use built-in templates for meeting notes, 

to-do lists, and more — plus custom tags 
to flag and find key items fast

Voice Transcription
• Capture notes hands-free, focus on what’s 

important, and review your content later

AI-Powered Notes
• Copilot in OneNote uses your prompts to 

draft plans, generate ideas, create lists, 
and organize information



Microsoft OneNote



Microsoft To Do
Plan your day, manage your life

My Day
• A personalized daily planner with 

intelligent task suggestions to keep you 
focused on what matters

Syncs with Outlook
• Flagged emails become tasks, due dates 

sync with your calendar — one connected 
system across all your devices

Available Everywhere
• Get your lists on any device, whether it’s 

for work, school, or home — your tasks 
are always with you

Never Forget
• Set one-time or recurring reminders, add 

notes and file attachments — nothing falls 
through the cracks



Microsoft To Do



CONNECT & COLLECT
Reach people and gather insights with Bookings and Forms. 



Microsoft Bookings
A simpler way to organize schedules and manage appointments

Smart Scheduling
• Syncs with your Microsoft 365 calendar so 

customers find available times instantly — 
no double-booking

Flexible & Customizable
• Create multiple booking calendars with 

unique setups for different departments, 
staff, and appointment types

Self-Service for Customers
• Customers book, reschedule, or cancel 

online — they get confirmations and 
reminders automatically

Less Scheduling, More Meeting
• Customize appointment details and 

requirements, specify service providers, 
and track all changes in one place



Microsoft Bookings



Microsoft Forms
Create surveys and quizzes in minutes — get insights that matter

Surveys, Quizzes & Polls
• Create forms in minutes and easily see 

results as they come in

Respond Anywhere
• Invite others to respond using any web 

browser or mobile device

Copilot-Powered
• Describe what you need and Copilot drafts 

the form for you — questions, options, and 
all

Export to Excel
• Export form data like quiz results for 

additional analysis or grading



Microsoft Forms



CREATE & COLLABORATE
Build content together in real time with Clipchamp, Loop, and Planner.



Microsoft Clipchamp
Create, edit, and share — all in one place

Copilot AI Voiceovers
• Turn text into lifelike speech — choose 

from global languages, unique voices, and 
adjust pitch and pace

Screen & Webcam Recording
• Record your screen, webcam, or both with 

unlimited retakes and export in HD quality

Copilot AI Audio Cleanup
• Remove background noise, filler words, 

and awkward pauses — instantly polish 
meeting recordings and presentations

Stock Content Library
• Access royalty-free videos, images, music, 

and sound effects for any project



Microsoft Clipchamp



Microsoft Loop
Real-time co-creation that stays in sync across Microsoft 365

Build Pages Fast
• Insert components, @mention teammates, 

add emojis and dates — everything you 
need in the flow of your page

Copilot Built In
• Co-create with AI, stay informed, and pick 

up where others left off with Copilot in 
Loop

Work Together Anywhere
• Communicate ideas and collaborate in real 

time regardless of time zone, commute, or 
work style — everyone stays in the loop

Loop Components
• Create portable content blocks that sync 

live across chats, emails, and documents 
— edit in one place, updated everywhere



Microsoft Loop



Microsoft Planner
Stay on track and achieve more with intelligent planning

One Place for All Your Work
• Manage tasks, to-do lists, plans, and 

projects in a single intelligent planning 
solution to stay on track and achieve more

Accomplish More Today
• Stay on top of your daily tasks with a view 

that helps you focus on what needs to get 
done today

Access Work Faster
• Simple navigation with three main views — 

My Day, My Tasks, and My Plans — so 
you get to your work instantly

Built Into Microsoft 365
• No extra licenses needed — Planner 

connects with Teams, Outlook, and your 
existing workflows out of the box



Microsoft Planner



WHAT COULD YOU REPLACE?
• You may already be paying for tools that are 

included in your subscription.
• Calendly  →  Bookings
• SurveyMonkey  →  Forms
• Trello  →  Planner
• Camtasia  →  Clipchamp
• Evernote  →  OneNote



KEY TAKEAWAYS
• You may already own these tools
• They integrate natively — less context-switching, more seamless workflows
• Small changes, big impact — adopting even one new tool can measurably 

improve how your team works
• Several of these already have Copilot features built in
• Challenge: Pick one Hidden Gem from today’s session and try it this week



Work It: AI "Supermodels" in Copilot
Thursday, May 21, 10 AM PT

REGISTER HERE

WEBINAR SERIES



THANK YOU
Aaron Kelly, Microsoft Solutions Specialist, Kelley Create
Aaron.Kelly@kelleycreate.com
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