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Microsoft 365 Copilot
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Microsoft 365 Copilot Applications
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https://www.youtube.com/watch?v=fzoZ_f7ji5Q
https://www.youtube.com/watch?v=N1gpkk-MwpY
https://www.microsoft.com/en-us/videoplayer/embed/RW1c3WA
https://www.youtube.com/watch?v=Zt84APuu2Ik
https://support.microsoft.com/en-us/copilot-onenote
https://www.microsoft.com/en-us/videoplayer/embed/RW1c3X1
https://www.microsoft.com/en-us/videoplayer/embed/RW1c2fL
https://support.microsoft.com/en-us/copilot-outlook
https://www.youtube.com/watch?v=-p5LKp2FkxQ
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Microsoft 365 Copilot

Built on Microsoft's comprehensive approach
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Security Compliance Privacy Responsible Al
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Customer Copyright Commitment

Microsoft announces new Copilot Copyright Commitment for

customers - Microsoft On the Issues

Use Copilot services with confidence

We stand b.ehind We are sensitive
our Copilot to the concerns
customers of authors

Copyright
guardrails are built
into the product



https://blogs.microsoft.com/on-the-issues/2023/09/07/copilot-copyright-commitment-ai-legal-concerns/
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Unleash creativity

Harness Copilot's power so you
never start from scratch

/
Microsoft 365 Copilot

?/

A

Unlock productivity

Let Copilot summarize actions for
you, and optimize your time

-
- 48

Uplevel skills

Be better at what you're good
at and master what you've yet
to learn
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Summarize
a meeting

— let Copilot keep track of key
topics and action items so you
can stay focused during the
meeting and avoid listening
to the recording after.

@

Give me some
ideas for ...

— boost your creativity with
ideas for your work such as
agendas, product names,
social media posts, etc.

Top 10 tasks for new users

9.
4
Summarize an

email thread

— there’s no need to read
through an entire email
thread when you join in
the middle.

=

Create a to do
list for me

—avoid downtime by
generating a list of tasks
at any point in the day.

o

Tell me my agenda
for the day

— start the day off on the
right track with a clear
picture of your activities
and action items.

®

Write an email
about ...

— end procrastination on those
difficult emails by getting a
first draft in seconds.

7
Summarize a

document

— get right down to business
by summarizing long
documents and focusing on
the relevant sections.

O‘O

Tell me how
to plan for ...

—get an idea of a project plan
for nearly any task and then
adapt it to your needs.

=
Tell me about a

topic/project

— provide insights and
analysis from across
multiple sources to get
up to speed quickly.

K

Revise this content

—when you've got a rough
draft of an idea turn it into
usable text and then vary
the length and tone.

-QaAMN
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A Day in the Life of Maarten

Copilot technical specialist, Microsoft

8:30 AM S

| ask Copilot via the ‘BizChat' experience to give me

an overview of emails from customers | did not
respond to yet.

f. Microsoft Copilot

List customer emails from the last 5 days that | did
not yet respond to. Format the response in a simple
table, containing sender, topic, date and the required
follow-up

8:40 AM >

| go through some of our internal group
chats, and ask Copilot what | missed

$ Copilot in Teams

Help me catch up with what's going on in this group
chat.
Has anyone requested me to do something?

- EE» ’

| need to respond to a lot of customer emails.
I'm using Copilot in Outlook to draft a reply.

Especially helpful when | need to
communicate in French

[I Copilot in Outlook

Reply to the customer saying that SharePoint agents
are currently rolling out to all tenants. Write the email
in French, be polite but not too formal.

9:00 AM

| wasn't able to join a couple of meetings
yesterday, including some trainings. I'm using
Copilot to quickly read the summaries and ask
extra questions if needed.

i

Recap this meeting for me

Give me a table containing the agreed upon next
steps, including defined deadline and who's
responsible

Copilot in Teams

m <

A customer asked me some difficult
questions. I'm first asking Copilot for
answers. Most of the time, it finds the answer
in our internal Teams chats/channels, Viva
Engage communities or in documents on
SharePoint.

,:. Microsoft Copilot

Tell me when SharePoint agents will be available for
my customer. Focus on internal information such as
on Teams, Viva Engage, or SharePoint.

~

| need to record a webinar. I'm using Copilot
in Word to finetune my presenter notes. | first
dictate in my own words what I'd like to say.
Then, | ask Copilot to improve this text, make
it more fluent and eliminate mistakes.

m Copilot in Word

Rewrite this text so | can present this in a
webinar. Make sure it's clear, easy to listen to
for non-native speakers, and engaging.

Maarten Druwé
Copilot Technical Specialist
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Copilot users are more productive

Copilot users said they:

85%
o)

64% A =

(o)

(&

Spend less time Saved time Saved time on finding Get to a good first
processing email on mundane tasks whatever they need in draft faster
their files

Source: Survey of Copilot for Microsoft 365 Early Access Program users, October 2023; The missed meeting’ study; 'Email effectiveness’ study; The strain of searching’ study.




Microsoft 365 Copilot value

.’ﬁ’l' Return on investment/

* Improve quality of content
produced

* Increase creativity P

. . Increased revenue
* Enable less experienced/skilled il
workers to achieve success

Return on experience

-

» Complete tasks faster

l'l Business process

o improvements
* Engage in higher value

activities
* Increase output

“ Cost avoidance

o

Reduce mundane tasks

Ly Wellbeing

* Improve wellbeing and
engagement

* Increase job satisfaction e Talent retention
through improved results




3 essentials for Copilot success

)
-

Leadership

Develop leadership capabilities to
leverage Al for business outcomes

© Executive sponsorship
© Align Al to business strategy
© Providing clarity and prioritization

© Best practice: Al Council

Human change

Manage the human transformation with
robust user enablement programs

© User enablement program
© Communications and community
© Skilling and training

© Best practice: Community of
Practice and Copilot Dashboard

Technical readiness

Build and iterate technical skills
to deliver on business results

© Secure your data infrastructure
© Policy review

© Extend to new high value line of
business scenarios

© Best practice: Optimization
Assessment

Responsible Al principles

@
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Get ready

You can get quick wins by ...

setting default sharing link type (‘specific people’ vs ‘anyone with
the link’)

setting sharing link expiration

asking site owners to review SharePoint site permissions
changing SharePoint sites from ‘public’ to ‘private’

using ‘Restricted SharePoint Search’ or ‘Restricted Content
Discovery' as a temporary solution if needed

running ‘Data Access Governance’ reports* to get insights into
oversharing

applying ‘restricted access control’ on SharePoint sites and
OneDrive accounts**

*Requires SharePoint Advanced Management or Microsoft 365 E5 licenses
**Requires SharePoint Advanced Management licenses

~h
J |

Microsoft Copilot for Microsoft 365
Optimization Assessment Results

Thank you for taking the time to complete the Copilot
for Microsoft 365 Optimization Assessment. You've taken
an important step to understand how far along your
organization is in adopting Al. This report highlights the
foundational elements you already have to help your
organization prepare for its digital transformation journey
and take full advantage of Copilot for Microsoft 365.

The answers you provided in the Copilot Optimization
Assessment give us your Optimization Scores, which reflects
your organization's potential ability to take advantage of
Copilot for Microsoft 365 to help increase employee
productivity and security posture.

Customer Baseline

Blockers Identified 0

This score reflects any primary
blockers to overcome to get ready
for Copilot for Microsoft 365 and
the new era of Al.

Microsoft 365
Copilot-ready users
in your organization

67%

5000 of 7500
N

Organizational o Productivity Tool 0/ Copilot for Microsoft 365
Profile Readiness 90% Readiness 80% Deployment Path
19/16 16/20 .
Best in Class

‘adn
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Copilot is NOT Autopilot...

It relies on a good prompt - A good prompt is like a recipe that tells Copilot what
(ngredients to use and how to combine them

A good prompt is one that is clear, concise, and specific Bad prompt is one that is vague, ambiguous, or overly broad

What are my action items from yesterday What did | miss yesterday?
from the weekly team meeting?

Get the most out of Microsoft 365 Copilot by witing precise prompts using this formula

Goal + Context + Tone + Source
What do you What is the context in What tone do you want What is the data
want from Coptlot? which you are trying to in the output? source?
achieve this objective?
“I'want a list of 3-5 *..for an upcoming “Respond with *...and focus on email
bullet points to meeting with Customer X, enough detail to and Teams chats over
prepare me..." focused on their current provide deep the last couple weeks.”
state and whaot they're context..”

looking to achieve.”

adn
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https://www.microsoft.com/en-us/worklab/the-art-and-science-of-working-with-ai

The art and science of prompting

1. Tell Copilot what you need ~

Prompts are how you ask .
Learn about projects and concepts:

COpI|Ot to do Somethmg "What is [Project X] and who are the key stakeholders working on it?"
for you — like creating,

summarizing, editing, or
transforming.

Edit text:

"Check this product launch rationale for inconsistencies."

Transform documents:
"Transform this FAQ doc into a 10-slide onboarding guide."

Think about prompting like

having a conversation, Summarize information:

using plain but clear Write a session abstract of this [presentation].
language and providing Create engaging content:

context like you would "Create a value proposition for [Product X]."

with an assistant. Catch-up on missed items:

"Provide a summary of the updates and action items on [Project X]."

- -adn




The art and science of prompting

To get the best
response, it's
Important to
focus on some of
the key elements
when phrasing
your Copilot
prompts.

2. Include the right prompt ingredients

( o) ( comen )

What response do you want from Why do you need it and who
Copilot? is involved?

Generate 3-5 bullet points to prepare me for a meeting with Client
X to discuss their “Phase 3+" brand campaign. Focus on Email and
Teams chats since June. Please use simple language so | can get
up to speed quickly.

Which information sources or samples
should Copilot use?

( Source )

How should Copilot respond
to best meet your expectations?

Expectations




The art and science of prompting

Keep iterating to improve your prompts

You are an HR Manager who needs to prep for an upcoming Candidate hiring interview for a new position
within the IT department for an Al Engineer. Create a prompt that will help you prepare for the interview.

(" Good ) (" Better ) (" Best )

Help me prepare I'm an HR Manager who I'm an HR Manager who needs to prepare
for an upcoming needs to prepare for a for a candidate interview for our new Al
candidate interview candidate interview for our Engineer role in IT. Please review the

for a new Al new Al Engineer role in IT. candidate’s resume here: /[resume file] and
Engineer role in our Please prepare a list of the position detail here: /[position doc] and
IT department by appropriate questions for the provide me a comprehensive list of
creating a list of candidate, so that | look questions that | can use to determine the
questions prepared during the interview candidate’s fit against the position

( Goal ) ( Context ) C Source ) Expectations‘




The art and science of prompting

Consider how to
make your
prompts more
impactful by
thinking about how
Copilot can help in
your entire
workflow.

3. Ask yourself these questions when prompting

?

Why am |
using this
prompt?

What is the context
for this task.

What will I do Can | extend
with the Copilot’s remit

output of this to save more
prompt? time

Can | ask Copilot to
do a bigger task to
automate more work?

Am | going to send it
on to someone else?
Transform it into a
different format?

-adn




The art and science of prompting

4. Keep the conversation going

Following up on
your prompts
helps you
collaborate with
Copilot, to gain
more useful,

tailored responses.

Generating content ideas

Lead with broader requests, then give
specific details about the content.

Enabling insightful

meetings

Request a meeting recap, then ask for
more information about what you should
know.

Storytelling assistance
Ask Copilot to write a story, then guide it
by giving more specific, relevant details.

Gaining insights

Ask for a summary of a specific file, then
ask relevant questions to gain deeper
insights.

Translating languages

Ask Copilot to translate a sentence to one
of the supported languages, then ask for
more context or a regional dialect.

Solving technical problems

Present a technical problem, then narrow
it down, or ask for step-by-step guidance.

_
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Don’t be afraid to try again! Adjust your
prompt and ask follow up questions to
refine and improve if you're not happy
with the first response.

adn



It can help to break down more
complicated tasks into simpler
components

adn



Hallucination
Example




Over the past year we have ...

heard feedback from 1000+ customers
« implemented 700+ product updates
 added 150+ new features

« improved performance with new Al models
such as GPT-40




The next wave
of innovation ©
In Copilot




= Microsoft

Cobilot Paaes Copilot in PowerPoint Copilotin’
p g Narrative builder Meeting c
Senerallyavailable Generally available { Generally avail

© Copyright Microsoft Corpo



& ® O O wicosonss X |+

&« C ) https)//www.microsoft365.com/

[+

Q. Searc
Copilot
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Copilat 11:27 AN

o

. .
Synthetic data plays a significant role in model training, especially when real-world data is scarce, sensitive, or > Syntheticdata v @ X
difficult to obtain, Itis antificially ;2 rated data that mimics the statistical properties of real data and can be
used to train machine leaming models. Here are some key points about the role of synthetic data in model

training:

+ Enhancing Data Variety and Reducing Bias: Synthetic data can introduce more variety into the training s th t' d t
dataset, which helps improve the accuracy and efficiency of Al models. It can also help reduce bias by yn etic data
o . . providing a more balanced representation of different scenarios
Q u I C kly p u I I a B IZC h at reS po n Se I nto a ] + Protecting Sensitive Data: In scenarios where using real data might compromise privacy, synthetic data
Home

can be a safer alternative. It allows for the development of machine learning solutions without risking the Synthetic data plays a significant role in model training, especially when real-world

discl f ti fe ti . o . . f PP
selosure of sensitve information data is scarce, sensitive, or difficult to obtain. It is artificially generated data that

M M | (7] + Improving Scalability: Synthetic data can be generated in large quantities, making it easier to scale up the
sharable canvas built for real-time e et Tl ey it o i MO e ot st o @ imics th staistcalproperties o el dta anl an be used 1o an machin
+ Mitigating Data Scarcity: When real-world data is limited or . lable, synthetic data can fill the gap. It learning models. Here are some key points about the role of synthetic data in model
provides a cost-effective and time-efficient way to obtain the necessary data for model training. training:
Enhancing Model Performance: By combining synthetic data with real data, models can be trained on a

. . . I
multiplayer collaboration with Al; use

)

. . S Waould you like to know mare about any specific aspect of synthetic data in model training? variety into the training dataset, which helps improve the accuracy and efficiency
Copi | ot to Improve an d expan d upon of Al models. It can also help reduce bias by providing a more balanced
1 @ syntheticdatacom 2 @ machineleaming com

© representation of different scenarios.

2 2 e 0c . & 9

ollect it in page 0 esponses  Al-generated content may be incorrect b}

b M t tt b M | d M | M t' d e i pag el - : - Protecting Sensitive Data: In scenarios where using real data might compromise
S u J ec I I I a e r, u I VI S u a |Za I O n S, a n m copi . privacy, synthetic data can be a safer alternative. It allows for the development of
1127 AM
Apps oplat machine learning solutions without risking the disclosure of sensitive information.

b ri n g i n a d d itio n a | CO nte nt. ". Sure, Il add this to your collection in this chat. Here's your page:  [E] Synthetic data

O copy G 8201 sponses | Abgenersiedconient maybencomest. Q) making it easier to scale up the training process. This is particularly useful for

* Enhancing Data Variety and Reducing Bias: Synthetic data can introduce more

Improving Scalability: Synthetic data can be generated in large quantities,

training models that require vast amounts of data. 1

.

Mitigating Data Scarcity: When real-world data is limited or unavailable,
Catch me up on the meeting | missed this morning | | How do | write a Contasa project brief? synthetic data can fill the gap. It provides a cost-effective and time-efficient way

. . . L to obtain the necessary data for model training
What are the OKRs this quarter? Brainstorm ideas for a virtual team bonding activity | [

Enhancing Model Performance: By combining synthetic data with real data,
models can be trained on a more extensive and diverse dataset, which can
Message Copilot

enhance their performance and reliability. 2

@
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Copilot in Excel
with Python

Leverage the power of Python to unlock
new scenarios that use machine learning,
predictive modeling, text analytics, and
other capabilities for advanced analysis —
no coding required.
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5 Chat Wty

Available now in the US on platforms that support Python in Excel
(Current Channel), coming to other countries in Q12025
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70 ‘Connors, Morgan Toast to Trop Stella TikTok 28-May Digital marketing - 18.474 $ 14.292 22.395 4.807 -2
71 \White, Michael Oktoberfest ( Leffe Google 12-Jul Customer Experien - 19.325 $ 25.465 12.513 6.746 <
72 |Kovaleva, Anna Stella fb Stella Bing 01-Jan Customer Experien ‘ 10.215 $ 14.546 35.222 7.302 L ' Understand
73 Halima, Yakubu Tropics Tanta Corona Bing 17-Apr Digital marketing I 9.006 $ 8.975 20.780 9.694 Summarize using PivotTables or charts
74 Davis, Mark Brews & BBQ Corona Bing 29-Jan Customer Experien[$ 18.066 $ 17.542  44.791 323
75 Glazkov, Ilya Fall Froth Flir Hoegaarden Instagram 12-Jul Digital marketing E 9.287 $ 6.089 45.780 10.000 -3 [ Advanced analysis
76 |Lawson, Andre Sun-Kissed S Leffe TikTok 07-Jun Customer Experien ' 10.510 $ 6.767 35.663 4.348 -3 Get deeper analysis results using
77 Halima, Yakubu Spring Fling F Hoegaarden Youtube 17-Apr Digital marketing [0 16.882 $ 10.667 6.516 4.200 -z Python
78 ‘Thompson, Lisa Fall Flavor Fr Corona Instagram 15-Jun Customer Experien - 19.637 $ 17.832 5.905 452
79 Halima, Yakubu Beerfree  Corona TikTok 28-Feb Digital marketing [$ 18.785 $ 11.781 2.901 1.804 -z £’ Apply color and formatting
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91 White, Michael Brews & Blue Budweiser Youtube 29-Jan Brand marketing ‘ 18.726 $ 9.182 35.102 6.745 -£ Show a suggestion for a formula column
92 |Kovaleva, Anna Tropical Brew Skol Youtube 09-May Digital marketing 5 7.533 '$ 3.596 14.512 2.775 -£
93 Brown, Sarah Brews & View Leffe Google 07-Jun Customer Experien [ $ 2613 $ 1.145 39.274 5.073 -5 Sones: omisienal pmstie | (S
94 ‘Johnson, David Spring Fling F Leffe Google 31-Mar Customer Experien - 18.674 $ 8.151 10.476 1.479 -£ Ask a question, or tell me what you'd like to
95 |Cartier, Christian Autumn Ale ECorona Youtube 19-Jan Customer Experien ﬁ 7.643 $ 8.456 14.233 8.077 ] do with A1:K116
96 Johnson, David Spring Sips S Hoegaarden Google 04-Apr Customer Experien | $ 19552 $ 20.154  15.450 4.372 ;
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Microsoft 365 Copilot

Ccfpilot in Outlook
Prioritize my inbox

e P
& ? .
focused Ones
i
" Today
Colin Ballinger

\ Expenses
2 [+]

\nwoces
Miguel Garcia

1i0... {‘
‘ 'r\"-d\‘jt‘t on RFP

2 Inbox a1
Danela

ka\\ar@bou\deﬁnnova

Mandet

otsu

2

oM
Sales aQre me

Elvia Atkins

> Sent \ter S

leted lems

] ';\(‘
- junk Ema
= Archive
Celeste
o Add account :
Charg!
[+)

a goulder Mect &G

gurton

ng St

P

Dasy

P
o Quarterty sa

wand

WH

Poten

Quick step
(2 AM
1A AM

st template

reel

tor Europ

ons

ps
o5 report Q2

a How ard

tial Colabor ano

Read/Unread

AM
RSVP
AM
non Digt AM



Supercharge Productivity

Presentation translation

Translation can be time-consuming and
costly, even for a quick version for internal
training or team meetings. With Copilot’s
Presentation Translation, you can translate
an entire PowerPoint into one of 40
languages, maintaining the design integrity
of each slide. It saves time and money,

and promotes inclusivity.

Available on the web starting
Dec 2024, desktop and Mac
starting in Jan 2025

@ Workspace Strategy and Des.. X = + = B 53
&« > 0 L https//www.office.com/word/power&simplicity * = @ 0
i3 @  Workspace Strategy and Design Service Launch €& Confidential - Saved v R Search (Option+Q) ] g
File Home Insert Design Transitions Animations Slide Show Review View Help @@@ +4 4 CatchUp | (S Comments D Present v 2 kditing v
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Copilot agents
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What are Copilot agents?

Copilot agents are Al assistants that can help optimize business processes and enhance
productivity

Copilot agents vary in level of complexity and capabilities depending on your need

Simple # @ %) Advanced
Retrieval Task Autonomous
Retrieve information from Take actions when asked, Operate independently,
grounding data, reason, automate workflows, and dynamically plan, orchestrate
summarize, and answer replace repetitive tasks for users  other agents, learn and escalate

user questions

Generally available Generally available Coming soon
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Spectrum of Copilot agents

IT Helpdesk agent Device Refresh agent Lead Gen agent
How do | connect to the corporate Request a new laptop and send The agent has identified and
network? approvals via IT Service tool. researched 15 new leads for you
to review.
% 0 B> % 0 B IR B>

-————e
l-— — — —o
—— — — —e

Simple P, ! xv Advanced}

 — — — — — —

Project Expense Customer
Tracker agent | Report agent Support agent 1
What is the status of phase 2 for Review outstanding open purchase The agent identified new support
project X and the remaining budget? orders and begin financial planning. issues and triaged to multi-agents
to handle.
% 0 B % 0 B % 0 B
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Copilot Studio and Agents

Agents in SharePoint e I -

) — Product Maintenance agent **+ X
® Product Maintenance Home Documents Pages Site contents  Edit Confidentia
Agents in SharePoint empower employees . e roduct aanceste
to gain insights faster and make informed B e SPedmh e . Whatars e o senics
categories?
decisions with agents grounded on specific = et e the st procic
® manuals for the DX-100?

SharePoint content. Every SharePoint site is
now equipped with its own agent, or
employees can create their own agents
tailored to specific files, folders, or sites.
SharePoint agents can be shared via email
or Teams. Agents follow existing SharePoint
user permissions and sensitivity labels to

help prevent the oversharing of sensitive Unlock excellence by exploring Boulder
. . Innovations’ field services resources
information.

Q. What are the code requirements
for EV installs in CA?

Sustainable, cutting-edge EV charg

Learn more -

Describe what you'd like to do or use / to

reference files, people, and more

2 9 P

Available now



M365 Copilot Roadmap

& Headphone device product launch - O X
Fa CI I Ita to r Meeting notes X
B O @ @, i

Starts taking real-time notes during W ‘“m?\e Agends

O Setup and introductions,
@Daniela Mandera, 20 min

Teams meetings, allowing everyone to

/A JI \
Aadi Kapoor
- ‘ '

) QO cxe updates from Tuesday meeting
co-author and collaborate seamlessly.
+ Add agenda
Meeting notes
* Explore different approaches for
implementation and strategize ways{to
Beth Davies ‘ ' Babak Shamn{as R S?:.' A:g;ner;\e:!’ oot

Beta testing results

® Danielle explains !IIat they are on track
for new product release in December.
But they will need to keep an eye on
beta testing results. She will follow up
on that.

Show more demos about the new
features in next sync meeting

Kat Larsson Bruno Zhao Al-generated content may be incomrect ¢y

Allocating resources and budget to

differant marketina initiatives hacad nn

Available in public preview



Microsoft 365 Copilot will make you more productive and can improve
quality, but it takes time to incorporate it into your daily life.

Think: how could | use Copilot to make this task easier/quicker?

Learn how to use Copilot in the different applications

If something doesn’t work from the first time, try again (different app, different prompt, ...)

It's all about building the habit of using Copilot

There are some network effects:
» Colleagues sharing tips
» Colleagues recording/transcribing meetings because they realize this means you can get Copilot summaries
» Colleagues creating agents and sharing them with you




Your feedback




See you next
time!
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