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• Welcome & Introduction

• Akkodis Academy presents:

• Boosting productivity with Microsoft Copilot

• Learn the art of prompting

• Practical use cases for SMBs

• Finance

• Marketing

• Sales

• Human Resources

• Operations

• Transforming your business with Copilot + Agents

• Making Copilot work for you

• Questions & Answers

Agenda



Copilot is the UI for AI

AgentsCopilot

Copilot Control System



Microsoft 365 Copilot

Enterprise-grade security, privacy, and compliance

Your AI assistant for work

Microsoft
Graph

Copilot
Studio

Single chat destination 
for web and work

Microsoft 365
Apps

Copilot

Which products were the 

most profitable this 

quarter|



How can Copilot help 
you with your work?

Recap a meeting

Draft an email with notes and action 
items from meeting

Summarize an email thread

Click on the Summarize icon

Draft an email

Draft an email to [name] that informs 
them that Project X is delayed two 
weeks. Make it short and casual in tone. 

Summarize a document 

Give me a bulleted list of key points 
from file

Tell me about a topic/project 

Tell me what's new about topic 
organized by emails, chats, and files?

Give me some ideas for …

Suggest 10 compelling taglines 
based on file 

Help me write… 

Generate three ways to say [x] 

What did they say …

What did person say about topic



•Knowledge is Power
• The value of grounding AI in your data



• Great Scott!

• What is the plot of Back to the Future?
• Who is Marty McFly?
• How do I make a chocolate cake?

https://bit.ly/greatscottagent
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Your control your data

Your data is not used to train or enrich 

foundation models

We secure your data at rest and in 

transit

You're protected against AI security 

and copyright risks

Microsoft 365 

Copilot is built 

on trust



•Learn the Art of Prompting
• The most important business skill for working with AI



The art and science of prompting
Prompts are how you ask 
Copilot to do something for 
you — like creating, 
summarizing, editing, or 
transforming. 

Think about prompting like 
having a conversation, using 
plain but clear language and 
providing context like you 
would with an assistant. 

Learn about projects and concepts: 
"What is [Project X] and who are the key stakeholders working on it?" 

Edit text: 
"Check this product launch rationale for inconsistencies." 

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

Summarize information: 
"Write a session abstract of this [presentation]." 

Create engaging content: 
"Create a value proposition for [Product X]." 

Catch-up on missed items: 
"Provide a summary of the updates and action items on [Project X]." 

1. Tell Copilot what you need



The art and science of prompting

Goal

What 
response do 

you want 
from 

Copilot? 

Context

Why do 
you need it 
and who is 
involved?

Which 
information 
sources or 

samples 
should Copilot 

use?

Source

How should 
Copilot 
respond

to best meet 
your 

expectations?

Expectations

2. Include the right prompt ingredients

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

Goal Context Source Expectations



The art and science of prompting

Goal

What response do you want from 

Copilot? 

Context

Why do you need it and who 

is involved?

Generate 3-5 bullet points

Which information sources or samples 

should Copilot use?

Source

How should Copilot respond

to best meet your expectations?

Expectations

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

Generate 3-5 bullet points to prepare me for a 

meeting with Client X to discuss their “Phase 3+” 

brand campaign. 

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.

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 I can get 

up to speed quickly.

2. Include the right prompt ingredients



GCSE in practice



Example of GCSE framework
Let’s try the following two prompts using Copilot in Word and 
compare the responses. 
• Prompt 1: Write a blog post about sustainable practices 
in agriculture.

• Prompt 2: Craft a 1500-word blog post for a general 
audience interested in sustainability, focusing on the 
significance and benefits of sustainable agricultural 
practices like organic farming and agroforestry. 
Include real-world examples, innovative technologies, 
and insights from reputable sources. Conclude with a 
reflection on the importance of these practices and a 
call for collective efforts to embrace them

Goal Context Source Expectations



Create a blog post with Word



Demo blog post creation in Word with GSECs



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 AI Engineer.  Create a prompt that will help you prepare for the interview.

Good

Help me prepare 

for an upcoming 

candidate interview 

for a new AI 

Engineer role in our 

IT department by 

creating a list of 

questions

Better

I’m an HR Manager who 

needs to prepare for a 

candidate interview for our 

new AI Engineer role in IT.  

Please prepare a list of 

appropriate questions for the 

candidate, so that I looked 

prepared during the interview

Best

I’m an HR Manager who needs to prepare 

for a candidate interview for our new AI 

Engineer role in IT. Please review the 

candidate’s resume here: /[resume file] and 

the position detail here: /[position doc] and 

provide me a comprehensive list of 

questions that I can use to determine the 

candidate’s fit against the position

Goal Context Source Expectations



Expand the purpose of the prompt



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 I 
using this 
prompt?

What is the context 
for this task.

What will I do 
with the 

output of this 
prompt?

Am I going to send it 
on to someone else? 

Transform it into a 
different format?

Can I extend 
Copilot’s remit 
to save more 

time
Can I ask Copilot to 
do a bigger task to 

automate more work?



Example – extending the prompt’s purpose
We’re all familiar with creating a list of actions in Teams meetings but why are you 
doing this?  If it is to send to someone else then why not get Copilot to write the 
email for you.  It saves you time and improves the quality of your meeting follow 
up.

• Prompt 1: Recap the /Contoso and Fabrikam Sustainability meeting 
creating a table for action items, owners and due dates.

• Prompt 2: Write a follow up e-mail to the attendees of the /Contoso 
and Fabrikam Sustainability meeting with a table showing 
decisions made, another showing actions and owners and lastly a 
list of considerations for the next meeting

Goal Context Source Expectations



Demo in Microsoft 365 Copilot 



T𝗲𝗮𝗰𝗵𝗶𝗻𝗴 𝗔𝗜 𝗣𝗿𝗼𝗺𝗽𝘁𝘀 𝘁𝗼 𝗮 𝗟𝗲𝗴𝗼-𝗟𝗼𝘃𝗶𝗻𝗴 
𝗙𝗶𝘃𝗲-𝗬𝗲𝗮𝗿-𝗢𝗹𝗱 

𝗣𝗿𝗼𝗺𝗽𝘁 𝗢𝗻𝗲: "Please design a Lego car"



𝗣𝗿𝗼𝗺𝗽𝘁 Two: "Please create a highly 
realistic and detailed image of a Lego Audi 
e-tron car racing through the vast and arid 
Gobi Desert. The scene should capture the 
dynamic motion of the car as it speeds 
across the sandy terrain, with dust and 
sand particles flying in the air. The 
background should feature the iconic 
dunes and rugged landscape of the Gobi 
Desert, with a clear blue sky overhead. The 
Lego Audi e-tron should be meticulously 
detailed, showcasing its sleek design and 
electric features. Ensure the overall image 
quality is top-notch, with realistic lighting 
and shadows to enhance the sense of 
depth and realism"



Keep it conversational



The art and science of prompting

Following up on 

your prompts 

helps you 

collaborate with 

Copilot, to gain 

more useful, 

tailored responses.

4. Keep the conversation going

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.



•Practical use cases for 
SMBs

• Finance
• Marketing
• Sales
• Human Resources
• Operations



Where do I start?

Sales

Customer service

HR

Legal

Marketing

Finance

Increase revenue

Optimize costs

Help employees thrive

IT



Key processes by function

Lead generation

Customer engagement

Negotiations & 
closing

Post-sale follow-up 
& upsell

Sales analysis 
& forecasting

Demand generation

Content creation

Campaign execution

Predictive analysis

Personalization

Sales enablement & 
recommendation

Record to report

Tax & treasury

Planning & analysis

Risk management & 
compliance

Procure to pay

Customer 
service

Support assignment

Issue diagnosis

Problem 
resolution

Continuous 
improvement

Contracting

Risk management

Litigation

Consultation

Intellectual property

Advisory services

Recruiting

HR admin & 
payroll 

Compensation 
& benefits

Learning & 
development

Talent 
management

HR strategy & 
planning

Sales

Customer self-
service

Marketing

Customer insights 
& strategy

Finance

Quote to cash Self-help

Legal

Regulatory & 
compliance management

HR

Employee 
engagement

IT 

Data management

Software management & 
acquisition

Device refresh

IT operations 

Information security

Change management & 
user adoption

Network operations 



Don’t (just) summarise - 
interrogate
Executive use case
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• Summarise this doc • Create a reading guide for this report before I get started. Give 
me a two-sentence summary, and then a few bullet points 
about the most important arguments and supporting 
evidence. Then give me a list of key assumptions the author 
makes but doesn't address.

• Don’t Summarise - Interrogate

• Compare these prompts
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Finance

• Draft an email to your insurance company using Microsoft 365 Copilot in Outlook

• Analyse a financial spreadsheet using Microsoft 365 Copilot in Excel

• Create a financial analysis report using Microsoft 365 Copilot in Word

• Summarize financial results using Microsoft 365 Copilot in Word

Microsoft 365 Copilot use cases and ideas for finance professionals



Analyse a financial spreadsheet using 
Microsoft 365 Copilot in Excel
Finance use case
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Create a financial analysis report using 
Microsoft 365 Copilot in Word
Finance use case
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Use Copilot to help with a 
contract review
Finance use case
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Marketing

• Conduct market analysis using Microsoft 365 Copilot Chat

• Brainstorm marketing campaign ideas using Microsoft 365 Copilot in Loop

• Consolidate multiple marketing reports using Microsoft 365 Copilot in Word

• Analyse a market trend spreadsheet using Microsoft 365 Copilot in Excel

Microsoft 365 Copilot use cases and ideas for marketing professionals



Consolidate multiple marketing reports 
using Microsoft 365 Copilot in Word
Marketing use case
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Sales

• Create a market research report using Microsoft 365 Copilot in Loop

• Create a sales presentation using Microsoft 365 Copilot in PowerPoint

• Prepare your meeting notes from emails using Microsoft 365 Copilot Chat

• Compare supplier agreements using Microsoft 365 Copilot in Word

Microsoft 365 Copilot use cases and ideas for sales professionals



Create a sales presentation using 
Microsoft 365 Copilot in PowerPoint
Sales use case
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Human Resources

• Create a job description using Microsoft 365 Copilot in Word

• Analyze resumes and make a recommendation using Microsoft 365 Copilot in Word

• Create interview questions using Microsoft 365 Copilot in Loop

• Compose an email offer letter using Microsoft 365 Copilot in Outlook

Microsoft 365 Copilot use cases and ideas for human resources professionals



Analyze resumes and make a recommendation 
using Microsoft 365 Copilot in Word

Human Resources use case
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Operations

• Brainstorm project plan ideas using Microsoft 365 Copilot in Whiteboard

• Draft a meeting reply using Microsoft 365 Copilot in Outlook

• Compare reporting results using Microsoft 365 Copilot in Word

• Create a presentation using Microsoft 365 Copilot in PowerPoint

Microsoft 365 Copilot use cases and ideas for operations professionals



Use Microsoft 365 Copilot in Outlook 
to manage communications
Operations use case
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•Transforming your business 
with Copilot + Agents



What are Copilot agents?

Agents expand Copilot’s knowledge and skills or can operate autonomously to complete 

tasks or automate processes

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

Simple Advanced

Retrieval
Retrieve information from 

grounding data, reason, 
summarize, and answer

user questions

Task
Take actions when asked, 

automate workflows, and 
replace repetitive tasks for users

Autonomous
Operate independently, 

dynamically plan, orchestrate 
other agents, learn and escalate



Spectrum of Copilot agents 

Simple

IT Helpdesk agent

How do I connect to the corporate 

network?

Project 
Tracker agent

What is the status of phase 2 for 

project X and the remaining budget?

Device Refresh agent

Request a new laptop and send 

approvals via IT Service tool.

Expense 
Report agent

Review outstanding open purchase 

orders and begin financial planning.

Lead Gen agent

The agent has identified and 

researched 15 new leads for you 

to review.

Customer 
Support agent

The agent identified new support 

issues and triaged to multi-agents 

to handle.

Advanced







• Institute of Applied Technology Digital 
The Institute of Applied Technology - Digital is the new way to get the digital 
skills Australia needs, with short courses designed by trusted Industry and 
Education experts to complement your experience and fit with your life.



“Hundreds of years ago. I think hardly anyone understood the impact that widespread 

literacy will have. Today, I think hardly anyone understands the impact that democratising 

access to AI will have. Building AI systems has been out of reach for most people, but that 

does not have to be the case. In the coming era for AI, we’ll empower everyone to build AI 

systems for themselves, and I think that will be incredibly exciting future.” 

Andrew Ng



•Making Copilot Work for 
You

Microsoft 365 Copilot



Q&A (15 minutes)



• Let’s make Copilot work for you

Implementation | Guidance | Training | Agent Building

https://www.tech-academy.com.au/akkodis-m365cp 

Monday 28th of April 2025 

https://www.tech-academy.com.au/akkodis-m365cp
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