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Agenda
✓There’s a Copilot for everyone – and we’re here to guide you to the right one. 

✓Discover how Copilot, Copilot Pro, and Copilot for Microsoft 365 can elevate your 
workflow and take your productivity to the next level! 

✓We’ll compare each version of Copilot, outlining the shared features from each, and 
highlighting the unique aspects that cater to your specific needs or the needs of your 
business. 

✓Experience Copilot in action as we provide step-by-step walkthroughs and live demos. 

✓From drafting documents, to crafting emails, to crunching numbers like a pro, witness 
how these tools seamlessly integrate into your workflow. 

✓Whether for individual use or enterprise-wide deployment, we’ll show you how there’s a 
Copilot for everyone.



Learning objectives

• The Fundamentals of AI in Productivity: Gain a solid understanding of how artificial 
intelligence is transforming the way we work and the benefits it brings to everyday 
tasks.

• Features and Functions: Discover the shared and unique features of Copilot, Copilot 
Pro, and Copilot for Microsoft 365, and how they can be applied to various work 
scenarios.

• In-Depth Integration Techniques: Understand how to seamlessly incorporate Copilot 
into your daily Microsoft usage, enhancing tools like Teams, Outlook, Word, Excel, 
PowerPoint and more for greater efficiency and creativity.

• Licensing and Accessibility: Learn about the different licensing options available, 
ensuring that there’s a Copilot version accessible for every type of user.

• Maximizing Efficiency: Pick up tips and tricks on how to leverage Copilot to its fullest 
potential to streamline your tasks and boost your productivity.



*Commercial Data Protection applies when users are signed into their work account using their organization’s Entra ID. 

For OrganizationsFor Individuals

$20 Free $30Free

Copilot feature comparison Copilot
Copilot

Pro
Copilot

Copilot for

 Microsoft 365

Foundational Capabilities ● ● ● ●

Web Grounding ● ● ● ●

Commercial Data Protection* ● ● ● ●

Priority Model Access ● ●

Copilot in Outlook, Word, Excel, PowerPoint, and 

OneNote
● ●

Copilot in Teams ●

Microsoft Graph Grounding ●

Enterprise-Grade Data Protection ●

Customization
Copilot GPT 

Builder

Copilot

Studio



For Individuals

Copilot

Help safely equip your 

organization with 

generative AI using 

Copilot.

Available at no 

additional cost for most 

Microsoft 365 and 

Office 365 work and 

school licenses.



For Organizations

Copilot with 

commercial data 
protection (formerly 

Bing Chat Enterprise)

Help safely equip your 

organization with 

generative AI using 

Copilot.

Available at no 

additional cost for most 

Microsoft 365 and 

Office 365 work and 

school licenses.



For Organizations

Copilot for 

Microsoft 365

Your AI assistant at 

work. Cross-application 

intelligence working 

seamlessly across all 

your data. Partner with 

Copilot to write, edit, 

and summarize content. 

Security, compliance, 

and privacy policies 

you’ve set up in 

Microsoft 365.



Copilot in Edge

Microsoft Copilot in 

Edge, your Al 

companion for the web, 

helps you create, find, 

and do beyond what 

you thought was 

possible.



Copilot for Microsoft 365

Natural Language

Large Language 

Models

Microsoft Graph

- Your Data -

Microsoft 365 

Apps

Security Compliance Privacy Responsible AI

Built on Microsoft's comprehensive approach



Copilot for Microsoft 365 basic architecture
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Microsoft 365 Service Boundary

Customer Microsoft 365 Tenant

Semantic 
Index

Azure 
OpenAI

RAI

Azure OpenAI 
instance is 

maintained by 
Microsoft. OpenAI 

has no access to the 
data or the model.

RAI is performed on 
input prompt and 

output results

Prompts, responses, and data 
accessed through Microsoft Graph 

aren't used to train foundation 
models

1

Data flow (lock) = all requests are encrypted via HTTPS and wss://)

1 User prompts from Microsoft 365 Apps are sent to Copilot

2 Copilot accesses Graph and Semantic Index for pre-processing

3 Copilot sends modified prompt to Large Language Model

4 Copilot receives LLM response

5 Copilot accesses Graph and Semantic Index for post-processing

6 Copilot sends the response, and app command back to Microsoft 365 Apps



Embedded across Microsoft 365 apps Cross-app experience

Copilot for Microsoft 365



Teams

M365 Chat

1:1 or Group Chat

PowerPoint

Summarize & Question

Draft & Refine

Word

Summarize & Question

Draft & Refine

Outlook

Summarize

Draft & Coach

What Copilot for Microsoft 365 can do

v
Excel

Analyze

Visualize

Meetings

Microsoft 365 Copilot - Service Descriptions | Microsoft Learn

https://learn.microsoft.com/en-us/office365/servicedescriptions/office-365-platform-service-description/microsoft-365-copilot


What Copilot for Microsoft 365 can do

OneNote

Ideate & Refine

Summarize & Question

Whiteboard

Draft & Ideate

Organize & Categorize

Summarize

Loop

Create & Refine

Brainstorm

Copilot Chat

Synthesize & Summarize

Brainstorm & Ideate

Your Work Assistant

Microsoft 365 Copilot - Service Descriptions | Microsoft Learn

https://learn.microsoft.com/en-us/office365/servicedescriptions/office-365-platform-service-description/microsoft-365-copilot


Copilot Chat

Goes far beyond simple questions and 
answers to tame the complexity, eliminate 
the drudgery, and reclaim time at work.

With Copilot now you can

• Comb across all your work data to solve the 
most complex problems at work.

• Find whatever you need in your files (even if 
you forgot they existed), connect the dots 
across your content.

• Integrate with the apps you use to run your 
business.



Ex - Recap an internal meeting on new requirements impact on inventory

Copilot in Teams

Copilot helps you run more effective 

meetings. 

Business needs:

• Summarize the meeting—including decisions 
made and suggested next steps

• Create a table illustrating contingency steps



Ex - Review email inbox to find customer inquiries and supplier updates

Copilot in Outlook

Copilot works alongside to manage 

the daily inbox.

Business needs:

• Facilitate review of recent emails

• Flag important items; specifically, customer 

feedback and supplier
concerns

• Draft customized responses to each inquiry. 
Further trim text and apply a professional tone.



Ex - Create a proposal to update the company website

Copilot in Word

Copilot helps write, edit, 

summarize, & create.

Business needs:

• Draft a two-page project proposal based 

on the data from customer feedback
and sales

• Make the third paragraph more concise. 

Change the tone of the document to be 
more casual

• Create a one-page draft based on this 
rough outline



Ex - Provide comparison on online vs in-person sales

Copilot in Excel

Copilot works alongside to analyze 

trends and create professional-

looking data.

Business needs:
• Break down sales by type and channel

• Project the impact of increasing online 
inventory

• Reformat data into a visual chart to model 
how inventory shifts could impact the gross 
margin

• Create visual charts to share with the team



Ex - Create a presentation on upcoming fiscal goals

Copilot in PowerPoint

Copilot helps to create visually 

stunning presentations.

Business needs:

• Create a five-slide presentation based 
on a Word document, include relevant 

stock photos

• Consolidate that presentation into a 

three-slide summary

• Reformat three bullets into three 
columns, each with a photo



Top 10 to try first with Copilot for Microsoft 365
Foundational skills for new users

Recap 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.

Draft an email with notes and 

action items from meeting

Summarize an 

email thread 
– get quickly caught up to a 

long, complex email thread.

Click on the Summarize icon

Summarize a 

document 
– get right down to business 

by summarizing long 

documents and focusing 

on the relevant sections.

Give me a bulleted list of 

key points from file

Tell me about a 

topic/project 
– provide insights and 

analysis from across 

multiple sources to get 

up to speed quickly.

Tell me what's new about topic 

organized by emails, chats, and files?

Give me some 

ideas for …
– boost your creativity with 

ideas for your work such as 

agendas, product names, 

social media posts, etc.

Suggest 10 compelling 

taglines based on file 

What did they say … 

– when you vaguely remember 

someone mentioning a topic, 

have Copilot do the research.

What did person 

say about topic

Translate a message 

– with business becoming 

increasingly international, it’s 

important to be able to read 

or write messages in other 

languages.

Translate the following 

text into French: 

Draft email 

–  personalize the tone and 

length.

Draft an email to [name] that 

informs them that Project X is 

delayed two weeks. Make it 

short and casual in tone. 

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.

Rewrite with Copilot

For more prompts, visit Copilot Lab at: aka.ms/CopilotLab

Help me write … 

– jumpstart creativity and write 

and edit like a pro by getting a 

first draft in seconds.

Generate three ways 

to say [x] 

https://aka.ms/CopilotLab


Copilot Resources on 
Microsoft Adoption
One site for all your Copilot needs

https://adoption.microsoft.com/copilot

• Resources by role

• Product announcements and news

• Links to all other Microsoft sites

• Extended links for Small/Medium 

business, Copilot in Sales, Microsoft Viva, 

and more

https://adoption.microsoft.com/copilot
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