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Jo PHOTOGRAPHY DURING THE SESSION

Feel free to capture the moment! Taking pictures of the presentation, during the
session is perfectly fine.

"o % * We encourage interaction! If you'd like to take a selfie with the speaker, don't
hesitate to ask. Most speakers will be happy to oblige during appropriate breaks.

o RECORDING AND LIVE STREAMING

ol Recording or live streaming the session, in part or in full, is strictly prohibited.
Thank you for respecting our content and Speakers.




About me

Bryan Wofford

Principal Customer Experience PM e SCALE (ODSP) ¢ Microsoft

e Lead content strategy and execution for flagship M365 community moments —
MVP Summit, M365 Conference, ESPC, and the Microsoft Al Tour

e 10 years at Microsoft, 25+ years in IT, focused on community engagement,
customer experience, and operationalizing Copilot end-to-end

e Find me online: LinkedIn /in/bryanwofford e Charlotte, NC
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Meet Mava Patel

Program Manager at Zava Corp

1

My job is to keep projects moving, but most
of my time goes into chasing content.”



Maya's work around the work

Content chaos

“Our content is unorganized,
and when Al pulls from it,
answers aren't reliable”

Manual upkeep

"Keeping content up to date
takes constant effort,
and it's all manual”

Sea of files

"The information is there,
but | still have to connect
the dots myself”

Doesn’t scale

“The team doesn't have
the time or expertise,

so the work ends up sitting
with me.”



Go from content chaos to Copilot-ready

if

g L Get answers j

. Build repeatable skills
( Create content )




Better content in, better Al out

: @ Turn messy files into structured content
( Organize content ) :
Copilot can use

Build solutions
“Help me organize this library”

Get answers

Build repeatable skills

Create content
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Move from asking questions to assigning work

Organize content

< Build solutions > 0 I_Describe \{vhat.you need. Copilot builds the sites, pages,
lists, and libraries.

Get answers

“Build a site for my project”

Build repeatable skills

Create content



ZA\/A SharePoint

What will you build today? =

Start building

&

Document library Agent

Owned by you

Opened + 1h ago

Edited « 1h ago




Get answers you can act on

Organize content

Build solutions

( Get answers ) @ Get grounded answers across your content >

Build repeatable skills

“What's the latest on this project?”

Create content



v @ ZavaProduct Team - Product Catz X +

&« O () https://m365x00104473.sharepoint.com/s

ZA\/A SharePoint

Home About Zava v Product Portfolio Zava Product Inventory Top 10 Countries by GDP (2025) Upcoming Sci-Fi Conferences - % Following & Site access

PrOduCt Catalog v 7) Copilot (7) Add shortcut to OneDrive 3 Forms 65 Editin grid view + Create or upload
- All D ts v/ etails
OneDrive & * 13 products are .docx, 1is .pdf (Extreme Temp Luminous Wearable)

D Name In stock s... v v Available... > Available...
4. Impact Assessment
Al-Enhanced Training Gloves.docx 3 3
Gap Impact on Reporting Impact on Dis¢
Title empty (all 14) Can't build name-based reports or dashboards from metadata Search relies s
Description empty (all 14) No summary available for catalog reports Products are in
Athletic Backpack.docx & 2 K- ne Size Blac a May 22 No Category column Can't group or filter products by category in view Category-base
No Price column Can't produce pricing reports or comparisons —
Inconsistent size ranges  Size coverage reports will show uneven data Customers/tea
Athletic Shorts.docx Inconsistent SKU prefixes Prefix-based grouping won't work reliably —
t .doo
Mixed file formats Minor — but PDF extraction may differ from DOCX —

Compression Arm Slee
ompression Arm Slei 5. Top Recommendations (by priority)

. Populate Title and Description for all 14 products — these can be derived directly
from the document contents and would immediately improve search, views, and
reporting.

. Add a Category column to the library and populate it using the categories already in
the spec sheets (with standardized values like “Apparel,” "Footwear," "Accessories,”
"‘Tech Gear").

3. Fix Smart Fitness Tracker's size data — it's the only product with missing sizes.
. Standardize SKU prefixes — decide whether all products should use the ZC prefix

Connected Yoga Mat.docx

Enduro Training Shoes.docx

Extreme Temp Luminous Wearable.pdf

convention.

5. Consider adding Price and Warranty columns if these are relevant for catalog

Field Premium Shirt.docx operations — right now this information doesn't exist anywhere in the catalog.

Hydration Bottle.docx

Nano Sensor Smart Socks.docx




Teach Al how your team works

Organize content

Build solutions

“Do it this way every time."

Get answers

° Capture how your team works once.
( Build repeatable skills ) Apply it every where

Create content



m365x00104473.sharepoint.com/s

(\“ ZAVA  sharepoint

Home About Zava Product Portfolio Zava Product Inventory Top 10 Countries by GDP (2025) - Added to favorites Site access

dit in grid v & Share =2 y Exp 2 Forms

Hello Carole Poland!
Project Tracker + = = Allltems

Project Name Workstream Status Overall RAG Owner Start Date + Add column
Website Redesign sign In Progress “arole Poland 1/15/2026 30/202 Summarize list items
API Migration =ngineenng In Progress Summarize recent updates on this site
Q3 Campaign Launch Aarke Not Started .
What information from this site is relevant to me?
CRM Integration E eering Completed

Budget Review FY27 F 2 Not Started Amber
Sales Enablement Kit S In Progress @ Green
Office Relocation Plan 8 ons On Hold ® Red
Employee Onboarding Revamp In Progress

GDPR Compliance Audit L€ Not Started

Mobile App v2.0 Engineering In Progress

Brand Refresh Desig Completed

Partner Portal S Not Started

Data Warehouse Migration Operations In Progress




Turn ideas into execution

Organize content
Build solutions
Get answers

“Turn this into a dashboard”

Build repeatable skills

Generate decks, docs, and dashboards from your >

( Create content ) @ existing content




@ Zava Product Team - Project Booo X

m365x00104473.sharepoint.com/sites/Z

ZA\/A SharePoint

About Zava v Product Portfolio Zava Product Inventory  Top 10 Countries by GDP (2025)  Upcoming Sci-Fi Conferences ~ Team Files # Added to favorites

Hello Carole Poland!
Project Boogie +r ) = = Allitems

Project Name Workstream Status Overall RAG Start Date End Date Add column Find recent items

In-Store Pickup Lockers L.
Add items from file

Zava Mobile App Refresh
Set due date reminders

Spring DIY Cam t Started »
pring ampaign Started Format the list for readability

Loyalty Program Relaunch

Warehouse WMS Upgrade

Suppli rtal R ¥
Supplier Portal Rollout Completed

FY27 Budget Planning

Not Started

Pro Contractor Desk Pilot In Progress

Store Layout Optimization

Turn this list into a clean, interactive live HTML dashboard.
Self-Checkout Expansion
ckout Exp r Include:
- KPI summary (total projects, % completed, in progress, and RAG counts)
Curbside Delivery Network Operatio o x ydia Baue 2/8 211872 - Interactive table with search, sorting, and expandable rows
- - Filters for workstream, status, RAG, owner, and date range
- Charts: projects rkstream, status breakdown, and RAG distribution

- Timeline view showing project durations
Completed

Product Data Cleanup




Product value



Teach Al how your team works

Set your standards once and let Copilot in SharePoint follow them every time

-
Define it once, done forever \
Capture your team's knowledge, processes, and
preferences so Copilot applies them automatically — no
repeated setup

Every response meets your standard Copilot in SharePoint

Whether it's a brand review or a proposal check, Copilot Teach Al how
follows the same playbook every time, regardless of

who asks your team works

Your whole team works the same way
One person codifies the approach at the site level, and '

everyone benefits instantly — no re-explaining
expectations

Define your standards once — Copilot them consistently
across every request, for every person on your team




Turn ideas into execution

Use natural language to create and edit sites, libraries, lists, and pages

/
Anyone can be a creator \

Removes the friction of building and editing, so you  ZAVA S B
focus on intent while Copilot handles the rest S ok

Multi-step content work
A single prompt triggers planning, execution, and Copilot in SharePoint
refinement without manual intervention at each step Turn ideas into

Edit directly on the canvas execution

Draft, reorganize, and update pages using natural
language without navigating menus or knowing layout

conventions |

Say what you want to build — Copilot plans it, iterates with
you, and does the heavy lifting in SharePoint




Better content in, better Al out

Enriching content with metadata to make it Copilot-ready

Stay organized without the effort

Copilot handles everything — from enriching libraries
with metadata, moving files into folders, to finding
broken links, content gaps, and stale pages

Gives Al the context it needs

Copilot in SharePoint suggests columns and metadata
for files which Copilot and agents use to improve
response quality across M365

Only Copilot speaks SharePoint fluently
Copilot and agents understand SharePoint
end-to-end, including Al-applied metadata. Other Al
tools miss key details

/

Copilot in SharePoint

Better content in,
Better Al out

*t \
)
Zara P cun .
v [}
oduct DOCVY
a

SharePoint creates metadata for files using Al, giving Copilot
and agents richer signals to be more precise

/




Get started with Copilot in SharePoint
with a Microsoft 365 Copilot subscription

| In public preview now! )

Microsoft 365 Copilot license

$30 user/month with
an annual subscription




Product capabilities



Copilot in SharePoint capabilities

-

1 Libraries and Documents
- Create libraries
- Move, rename, delete files (Al file actions)

- Create library columns with auto-filled metadata

2 Sites and Pages

- Plan and create sites - Fix broken links

- Create and edit pages - Find content gaps

- Create sections * Retire inactive pages
4 Chat

- Context aware chat over - Audio overview

sites, libraries, lists and files
- Generate FAQ

- Summarization ) .
- File comparison

- Automate workflows ina library
- Create views in a library

- Generate structured documents from forms

3 Lists
- Create lists
- Edit lists

- Ask questions

5  Skills:

- Create and invoke
skills and context

6 Content generation:

- Create documents
(Word, Excel, PPT)

- Create HTML pages

Describe your intent — wherever you are in SharePoint —and Copilot does the rest




Libraries and documents

Create libraries enriched with metadata from a single prompt

Create intelligent libraries

From natural |angu age descriptionsl With Columns \\9 Home  About Zava Product Portfolio ava Product Inventory  Top 10 Countries by GDP (2025)  Upcoming Sci-Fi Conferences -
aligned to the type of information the library holds 2

Available sizes . SKu“ - In stock status % - Modified Modified By

Extracts and apply metadata

As files are added, using Al-powered autofill columns —
No manual tagging required

Highlight what matters and drive action

Create views tailored to tasks and built for clarity and
consumption. Create rules to notify teammate or drive
business automations

Organize, analyze, and manage your library
Prompt to organize Flatten nested folders, rename files,
sort loose files into folders, and copy or move content

Content with metadata is more efficiently and accurately
reasoned over by Al




Sites and pages

Create libraries enriched with metadata from a single prompt

-
Al-powered site builder # ZAVA s =R SRR
Describe the site you need, and Copilot proposes a

structured plan with pages, libraries, lists, and starter
content ' =

What will you build today? -

ip iy fo i

IS
(
N/

Start building

Agentic page creation and editing

Already have a site built? Just ask Copilot in SharePoint ’;:j “ = ‘h ) .

to add pages or edit content. Link to reference material
to include that.

Owned by you

Keep your intranet fresh

Improve your site with capabilities that help site owners
maintain accuracy, relevance, and Copilot readiness with
minimal effort. (retire low-activity pages, find content
gaps for what users can't find, and fix broken links users
encounter)

No site building expertise needed — just describe what you
need and Copilot builds it




Lists

Create, edit, and manage lists using natural language

/

Create a list from a file (ex. Excel)
Upload a file and Copilot creates a structured list from All) Files People
its content

[ o Project Boogie planning l'l
Create VleWS based On data Carole Poland modified about an hour,
Ask for filtered views like “show only at-risk projects” and o) ";gdud\:(iﬁsi:‘:‘-?of _—
set them as default

o ZavaCore properties
Add automation and alerts Serena Ribeiro medified November 17, 2025
Set up email notifications for status changes or create a- Re?"fj—"?ﬁe“;iha”fr
rules based on list data a
' g RetailCo_Master_Project_Plan

Apply Cond itional formatti ng Populate the list with this data /pro
Color-code columns and rows for quick visual scanning T ¢ >
of status and risk levels

Al-generated content may be incorrect

Copilot builds lists based on existing files in moments, with
you in the loop to approve any changes




Chat

Get context-aware answers and actions on your content

Ask natural-language questions and get e s rwT e i o
_ 1 1 “Tech Gear”).

CO nteXt aware answers g ro U nd ed IN pag eS, fl | eS/ ixik»_R&d May 22 3. Fix Smart Fitness Tracker's size data — it's the only product with missing sizes.
| |Sts an d metad ata C reate Views ba Sed on data ay/Blue 4, Standa:fiize SKU prefixes — decide whether all products should use the ZC prefix

. . een/Blue 6 days ago 5. Consider at:'lding Price and Warranty columns if these are relevant for catalog
Su mmarize and Compa re documents Insta ntly rple/Gray operations — right now this information doesn't exist anywhere in the catalog.
tO eXtraCt key pOI ntS Or U nde rSta nd d Iffe rences ay/Black May 22 © 1 gl Compression Arm Sleeves.docx 2 g Connected Yoga Matdocx — +8

. . . hite/Red
without opening files t 049
:on Green May 22
Gen erate insig hts from your Content — Su rface ctric Blue Assess the strength ofthe prodgct as;ortmetjt. Summarize Fhe dovminant size
. . . . , i ranggs and colgr combinations, identify any |mbalance§ or inconsistencies, and
deta || S/ ex p| aln conce ptsl or h |g h | |g h‘t Wh a‘t S a;kvber‘a\“ May 22 explain what this suggests about the overall product mix.
Importaﬂt i ',) Copilot
. . h:( g:‘;n e @® Working on it...

Generate a concise spoken summary to quickly
understand the key points without reading the full oy et k’,ﬁ e ‘8
CO ntent e - Al-generated content may be incorrect

No more information bottlenecks — Copilot in SharePoint
serves as an expert grounded on your content




Skills

Codify your organization's guidelines and teach Al how your team works

What are Al Skills?

Skills are sets of instructions that teach SharePoint Al to
perform your unique tasks reliably and consistently.

Tailored to your team, shared across it

Skills reflect how your team works and are shared at the
site level — One person defines the approach and
everyone benefits.

Example use cases
- Style, tone, and structure reviews based on
documented guidelines

Brand compliance reviews across presentations
Proposal quality checks and RFP generation
Financial disclosure validation

/

v @ ZsveProductTesm - Agenthsset: X+

& G | O hips//m365x00104473.sharepoint.com/sites/ZavaProductTeam/Lists/Project320Tracker/Allitems.asp 8o Gl ﬁ o
i R ZAVA  sharepoint O Search this it o a £ e 2 @
®
ﬂ
] Hello Carole Poland!
eut Project Tracker # Y E F = Alhems Wekeoriel Enbiica vt v
Workstreas m Over RAG  Owner D
Website Redesign Design In Progress ® Green
o
Q3 Campaign Launch Marketing Not Started ® Green
gration ® Gree:
Budget Review FY2 tarted b
blement ogress ® Green
id ® Red
o -
t Start @ Red
ogr ® Red
((((((((((( ® Green
(/) T 0
Data se Migr: 7 o

Don't recreate the wheel. Just save your processes as skills
to teach Copilot how your team gets work done




Content generation

Visuals and reports

Generate graphs, charts, and interactive reports to
present data and insights

File creation

Generate Word, Excel, and PowerPoint files as part of
content process flows

365%00104473 sharepoint.com/sites/ZavaProductTeam B cle @ -

@ @Y ZAVA  sharepoint earch this sit O QA & @

8 Zava Product Team Home  About Zava Product Portiolio Zava Product Inventory -+

Hello Carole Poland!

PRODUCT HUB How can you help me?

Welcome to the Zava product
team'’s hub. We're a passionate group
driving innovation, strategy and
production across Zava's products. Our
mission is to deliver exceptional
product experience through creativity,
partnerships and customer focus. @ I @
Explore our site, resources or connect«
with one of us as we shape the future of Y
. .‘xZava, X

. 2 f Y U7 Gaahead T .
\ §7
st Panning

Zara Product Documents Library +

Copilot builds robust dashboards based on your existing
content — no developer expertise needed




(Gettina started



Broad public preview timeline

Broad Public Preview: Mid-June 2026
- Moving from opt-in early access to opt-out broad public preview
- Will appear automatically for all users with an M365 Copilot license unless the tenant or site is opted out

Impact on Early Access Customers
+ No changes to current deployed tenants — Existing PowerShell controls remain in place
- Other tenants not currently in preview will receive the preview automatically — Proactively opt out if needed

GA Timeline Update
- General Availability pushed beyond June — Updated timeline to be shared as soon as available

Ref: Message Center post MC1311968



Copilot in Sharepoint | Ready to get started? Join our Al solution Co-builds!

Co-build your priority Al scenario into a working S| o
solution — with the SharePoint product team.

o v

[ | ]

What you get What we need from you

- Co-built POC with our team 1. A high-value Al use case on SharePoint
- Roadmap insights under NDA 2. Business owners + IT in the room

- Direct feedback and issue triage 3. M365 Copilot licenses in place

- Path-to-production review 4. Production intent — not just a POC

A no-cost program where Microsoft's SharePoint product team co-builds your high-value Copilot in SharePoint scenario with you.
Nominations reviewed within ~1week and will follow with contact and scheduling of a kick-off scoping call!

Submit at

aka.ms/CopilotinSP/join




How to prompt

Al reasoning models are powerful - experiment with a spectrum of outcome driven prompts

01

02

03

Specific prompt
“This is an invoices library, extract a column with the Vendor Name,
Region, Transaction Date, CY-Quarter, and Cost Center.”

Abstract prompt

"Update the default view to be functional and beautiful. This library
will be used by different cost centers, help me make the view easy
for them to consume.”

Outcome driven prompt

"Help me organize this library of invoices and make it easy for the
different cost centers to see key details related to their invoices. |
need to easily see when information is missing like Transaction
Date, Vendor Name, and Cost Center so that | can follow up with
the right people for corrections.”

& SharePoint

Here are a few column suggestions based on your invoices. Keep the columns you
want and remove the ones you don't. You can also edit a column’s autofill prompt or
adjust its settings to change how it works.

The recommendations include the three you specifically called out — Transaction
date, Vendor name, and Cost center — plus a few extras that should help with
tracking and follow-ups. There's also a Missing key details column that will
automatically flag which invoices are missing critical information, making it easy to
spot gaps at a glance.

Once you've finalized the columns, | can help you:
* Create a view grouped by Cost Center so each team can easily find their
invoices
* Add column formatting to visually highlight missing values (e.g., red/yellow
indicators)

* Set up notification rules to alert people when new invoices are missing key
details

Let me know what you'd like to adjust or what to tackle next!

...a few turns collaborating with Al

Here's the full setup summary for your library:

1. & autofill columns extracting key invoice data automatically

2. Visual formatting — red "Missing" badges on Transaction date, Vendor name, and Cost center

3. "By Cost Center" view — grouped so each team sees their invoices
4. Email alert — notifies you when invoices are missing critical info

w/




Prompts to

try

Surface Scenario Prompt

Sites and Create a site Create a SharePoint site for our product launch. Include pages for timeline, key stakeholders, marketing assets, and a document library for launch materials.
Pages

Sites and Create apage /edit  Update the homepage of this site to include a hero section with our Q2 goals from [PowerPoint file], a news section highlighting recent wins, and quick
Pages a page links to team resources

Sites and Create a section Create a new section that outlines the project overview, goals, scope and key milestones.

Pages

Sites and Create achart or Create a bar chart based on [Excel file]. Add a sorting capability to sort a-z or highest to lower, and vice versa.

Pages infographic

Document Organize, analyze Set up autofill columns in this document library for document type, project name, and review status.

Libraries and manage a library

Document Classify documents Analyze the files in this library and suggest metadata columns based on their content. Auto-tag each file with the appropriate values.

Libraries

Document Create alibrary view  Create a view in this document library that shows only documents with Review Status set to “Needs Review.” Group the results by Document Type and sort by
Libraries Last Modified, newest first. Apply conditional formatting.

Document Organize files Based on the contents of this folder, please suggest a folder structure to better organize my files. Show me a mapping structure, and once | approve,
Libraries take actionon it.

Document Renaming files File names in this site should use the following naming convention [insert naming convention]. Remember this as context.

Libraries Note: Later, add when you add new files to the library, just prompt "Clean up the file names".

Document Moving files All [file subject, ie. contracts] in this library should be stored in the [folder name]. Remember this as context.

Libraries

Note: Later, when you add new files on that subject, ask Copilot to move the files to the right folder.



Prompts to try

Surface Scenario Prompt
Lists Create alist Create a list to track action items from our weekly meetings. Add columns for assignee, due date, priority, and status. Create a view filtered to items due this week.
(Note: If I do this reqularly, prompt Copilot to save this as a skill)
Lists Update items Mark all action items assigned to Sarah as complete. Add a new item: ‘Finalize Q3 budget’ assigned to James, due next Friday, priority high.
Lists Create alist froman  Build a list from this Excel file to track customer feedback. Use the existing columns for customer name, feedback type, priority, and owner, and turn each row into
Excel file a list item. Assign contributors from my team. [/excel file]
Lists Automate workflows  Create a rule that triggers when a new item is added, then send me an email and post a message in a Teams conversation.
Lists Enhance readability Format this list to make it easier to scan both rows and columns based on the importance and type of the information.
Content Create an Create an Excel file from the [List Name] list. Include all columns, format as a structured table, and add a summary sheet that shows counts by status and owner,
generation  Excelfile plus a simple bar chart of items by category
(Note: If I do this regularly, prompt Copilot to save this as a skill.)
Content Create aninteractive  Create an interactive dashboard based on this quarter’s sales performance data. Include total revenue, quota attainment, top and bottom performing regions,
generation report and trend over time. Add filters for region and product, and make it suitable for a leadership review
(Note: If I do this regularly, prompt Copilot to save this as a skill.)
Content Create a Word doc Create a Word document press release based on the sales performance dashboard. Summarize key results, highlight top growth areas, call out trends, and frame
generation it for an internal leadership audience. Keep it clear and factual.
(Note: If I do this regularly, prompt Copilot to save this as a skill.)
Chat Ask a question Based on the documents in this library, what are the key deliverables for the Q3 product launch and who is responsible for each?
Chat Summarize content Summarize the strategy docs, meeting notes, and roadmap details on this site into a one-page executive brief. Keep it concise with clear sections.
Chat Comparefiles Compare the two most recent versions of the project proposal in this library. Highlight what changed, what was added, and any conflicting information.
Chat Generate FAQ Based on the HR policy documents in this library, create an FAQ covering the top 10 questions new employees typically ask.



Complex prompts
Create a project portfolio tracker

Create a new list for tracking Projects (Project Tracker-<alias> where you use
my email alias). It needs columns to track Project Name, Status (On Track, At
Risk, Delayed, Complete), Owner, Department, and Risk Level (Low, Medium,
High). Use [SampleProjectData xIsx] as the seed data for the list and assign
me as the project owner for all projects.

Proceed with the following steps one at a time, after each step summarize
the steps that remain, then proceed to the next step. Only stop if you need to
ask me for information.

Step 1: Create views for audience consumption. Create a new view on this
list called “Needs Attention” that shows only projects where status is At Risk.
Create a new view called “"Grouped by Dept”.

Step 2: Add automation/alerts. Send me an email anytime a project status is
changed to "Delayed”.

Step 3: Add specialized formatting. Remove any previous row colors and
highlight the whole row in light red hue if the risk level is high across all

Step 4: Create an interactive HTML report. Create an interactive html report
in a dark theme, name it <name of this list>_Report and save it to the Reports
library on this site. Open the report in the OneUp viewer.

Projec

Inter da

PROJECT NAME
Aerospace Partner Enablement

Annual Innovation Summit

Auracore Fiber Scale-Up

Auracore Government Patent Filing

Automotive OEM Advisory Board

Compliance Audit Automation

Contoso Outdoors Renewal

Customer Data Platform Upgrade

ERP Cloud Migration

All Statuses

STATUS

On Track

On Track

At Risk

At Risk

On Track

Complete

Complete

On Track

Delayed

v All Depariments  + All Risk Levels

OWNER

Carole Poland

Carole Poland

Carole Poland

Carole Poland

Carole Poland

Carole Poland

Carole Poland

Carole Poland

Carole Poland

DEPARTMENT

Sales

Product Development

Product Development

Security

Sales

Security

Sales

Technology

Technology

v Reset

RISK LEVEL

Medium




Complex prompts

Create an expense processing portal

: . -

Complete all four steps in order as one continuous task. After each step,

immediately start the next step — do not pause for my approval. Only stop if

you need information you can't get from the files.

. 2 RIZAVA  SharePoint O Search tisliorary ® & @ 2
Step 1: Extract data: Extract a column with the Vendor Name, Vendor US Nt . g —
. . ®

Region, Transaction Date, CY-Quarter, and Cost Center. Keep all columns — — @ zoveproductTeom

tell me explicitly to keep them, and don't replace them later. Once every file " lnvoices » Carole's Team's .. » Zava-nvoices - = PO VRN PSP . ..... .

has values (or a blank where data is genuinely missing), continue to Step 2. o -aa e ST
[ Name - Cost Center ~ Vendor Name ~ CY-Quarter - VendorUS ... - Transa action ... v Invoice Total Data Quality - + Add column

Step 2: Make the default view functional and beautiful. Update the default it e S —

view to be functional and beautiful using light colored hues. This library will e e ee——

be used by different cost centers, help me make the view easy for them to e H

consume. Continue to Step 3.
= INV-2025-0208 Liberty-Security.pdf CC400 Fadilies crsar Nertheast 2m202s [ e

Step 3: Add a dedicated Status column such as Data Quality and set it to ma s oo . <o

values like Complete or Missing metadata, then color that column red. 5 oot e o o ISR .-

' ' ' ' = INV-2025-0512_Metro-Waste.pdf €25 SA2/; DS s
Step 4: Analyze. Give me insights, not raw numbers: e.g., which cost center e
led CY25 Q3 transactions (with count) and how it compares across quarters;
K ! = INV-2025-0610_Pacific-Coast-Cleaning.pdf cvas Q2 West 6/10/2025 _ Comph

total and average Invoice Total by cost center and region; most-used

= INV-2025-0712_Heartland-Freight pdf a Midwe: o I oo | %

vendors and any concentration; and a data-quality note on missing fields.
Keep it short — a written summary, one or two tables, and the 2-3 most
notable findings.




Complex prompts

Create a sales performance report

/
Generate a polished, executive-ready sales performance report from this
Excel. [link to Excel or Document Library or List] Zava Sales Performance Report
: W performance » Rounded to whole numbers - Interactive filters and sortable detail view
ReqUirementS: Search product, category, state, rep Year Region Categary Channel
1. Use a modern theme. —
2. Include KPI cards for total s.ales, ftotal profit, average order value, top region, 1,309,255 485,708 1,723 Northeast 36in Vanity
and top product/category if available.
3. Include charts for sales trend over time, sales by region, sales by Business insights Performance snapshot
product/category, and profit or margin performance. Round all numbers to the h|dhﬂdh o
1. Northeast leads the filtered view with 295,359 in sales. Sales by year
nearest Who |e n u mbe r. 2. Kitchen & Bath is the largest category at 455,233 in szles, and 36in Vanity is the top product. 2025 590,239
X X . 3.2024-05 is the peak month at 83,094 in sales, while Northeast posts the lowest margin at 35%. 5024 506,023
4. Include interactive filters/search where useful. - 112008
5. Include a sortable detail table with the most important rows from the workbook.
Add 3 concise business insights based on the data. o -
Online 391,648
6. Make the report self-contained in a single HTML file with embedded CSS and
J aVaS Cr|pt S.ales trend uver time Sales by region

® sal

7. Name the file Zava_Sales_Al_Report_<my alias>.html, using my email alias.
8. Save the report to the same folder of the excel sheet.

9. Open the finished report in the OneUp viewer. Work independently and do not
ask me for confirmation unless you cannot access the workbook or cannot save
the report.




Complex prompts

Create a project command center

Create an interactive HTML "Project Command Center” titled “[Project Name] Command Center.”

Use this SharePoint site [site] as the source of truth (libraries, lists, pages, activity) to highlight
what requires attention this week. Design this as a single scrollable dashboard. Structure the
output as follows:

1.

Header: Current week/dates, “Action Needed” banner, and 1-2 priority alerts (e.g., slipping milestone,
unresolved risk, inactive owner) with clear calls to action.

Situational overview: Three tiles — On Track (progressing as expected), At Risk (delays, blockers, stale
updates), Needs Decision (requires leadership input).

3. Mode selector: Tabs for Status (default), Risks and Issues, and Activity and Ownership.

Project pulse: Summarize recent activity (file updates, list changes, comments); identify active vs
inactive workstreams; flag missing updates or ownership gaps.

Prescriptive insight (priority): Provide 2—3 recommendations — Resolve Now (critical risks), Follow Up
(ownership gaps), Re-align (misaligned priorities). For each include the signal observed (e.g., stale
document, unresolved issue) and a clear action with owner.

Supporting insights: Risk trends (increasing/stable/resolved), ownership clarity (assigned vs
unassigned), and update cadence (recent vs stale).

Design: Clean executive style (Segoe Ul) with traffic-light indicators, simple visuals (e.g., bars for
risk/activity), and highlighted recommendation callouts.

Interactivity: Expandable sections, clear top-down hierarchy (urgent to detailed).The output should
feel like a live command center that answers: "What does the team need to do differently this week to
stay on track?”

PROJECT COMMAND CENTER

Project Aurora Command Center

Built from the current SharePoint site artifacts in Documents. This dashboard surfaces what needs to change this week to

keep Project Aurora on track.

Current week
2026-06-01 to 2026-06-07
As of 2026-06-05

Action Needed

Two red risks, one slipping milestone, and multiple overdue/near-due decisions are compressing schedule confidence.

Gritical
Slipping milestone: Core platform build

Milestone M3 moved from 2026-06-19 to 2026-06-26
and remains at risk because the PayBridge dependency
is still red.

Decide on fallback and re-baseline by 2026-06-06

Owmner: Priya Raman / Daniel Okafor

ACTIVE VS INACTIVE WORKSTREAMS

Platform

Engineering L 62%
Priya Raman

Data_& Migration 559
Tomds Herrera

Store Ops &

Fulfillment -— 48%
Grace Lindqvist

Web & Customer

Experience - 70%

Aaron Bishop

\

At Risk

At Risk

At Risk

On Track

Watch

Readiness gate exposed: PCI-DSS review not
scheduled

Security clearance is still at risk and the QSA assessment
action was due this week.

Book the assessment now and confirm date in the next
steering review

Owmner: Victor Nwosu

SUPPORTING INSIGHTS

Risk trend

Red ] 2
Amber B ]
Green ] 2

Ownership clarity
Assigned P

Unassigned | 2
Update cadence

Recent review P— ]




Some ideas on how teams can use Copilot in SharePoint

B

IT & Project Teams

Fix broken links, flag outdated pages, and
surface missing content to keep sites
accurate and up to date

Keep sites healthy and Copilot-ready with
automated content governance

9

Communications & Marketing

Publish high-quality pages in minutes,
freeing up time to focus on messaging
rather than formatting

Produce polished content faster with
governed templates and brand standards

HR

Tag policies, highlight outdated content,
and create views to streamline audits and
reduce compliance risk

Maintain compliance-ready content
with less manual oversight

o

Operations & Facilities

Organize lease applications and contracts
with smart metadata and views for clarity
and control

Bring structure to complex document
libraries with intelligent organization

3L

Legal

Classify documents, extract key clauses,
and automate routing for faster reviews
and reduced risk

Accelerate reviews with structured
evaluation and intelligent routing

Sales

Surface grounded responses from
product docs and specs, minimizing
dependencies and increasing efficiency

Accelerate deal cycles with Al-powered
content discovery and generation



Early Customer Examples: Al-Powered Workflows

e

Content & Knowledge Management

Organize, classify, and enrich document libraries
with Al-generated metadata and smart views

Outcome: Transform unstructured content into
Copilot-ready knowledge at scale

%

Change Management

Guide teams through complex change projects,
from initial assessment to structured planning
and execution

Outcome: Structured work orchestration with
coordinated plans and execution

@
) (.

Contractor Compliance

Review contractor documents against QA
requirements and authority specifications with
evidence-based compliance checks

Outcome: Produce traceable compliance
assessments that reduce risk and manual effort

9

Risk Management

Review project risk data and recommend
mitigation actions to proactively manage risk
across large portfolios

Outcome: Surface trends, risks, and actionable
recommendations at portfolio scale

Clinical Trial Screening

Cross-reference candidate data with protocol
requirements to support eligibility determinations

Outcome: Criteria-based decision support that
accelerates screening and reduces manual review

g

&3

Proposal Automation

Orchestrate end-to-end RFP intake, map existing
content, set response strategy, and generate
aligned drafts

Outcome: Governed document generation with
enforced templates and review gates



Appendix: Note on custom agents



Copilot in SharePoint vs. custom agents

Copilot in Share

Software Engineer Resumes

Name

resume_RadaM_2025.docx

Gupta P resume.pdf

final_resume_MiriamG.docx

Resume_EmilyB.docx

JLorenz 2025 resume.pdf

[ p—

% Candidate v

Rada Mihaylova

Pradeep Gupta

3m Graham

Emily Braun

Johanna Lorenz

Q A geowrated

% Most recent title

are Engineer

Full Stack Developer

Jt. Frontend Developer

Software Engineer

Backend Developer

Point

Custom agentsin S

o Tm—

% Professional summary v/

Rada Mihaylova has experience a5 a senior enginer at
Contoso, a backend developer at Fabeikam, and a software
tern at ReleCloud. She has expertise in distributed
systems, AP design and cloud infrastructure

Pradeep Gupta has experience as 8 backend intern at
Northwind, & teaching assistant at UofT, and a frestance
Geveloper. He has expertise in Java, Spring Boot, and
RESTYul APis

Mo
Litware, a UX engineer at Tadlspin Toys, and a design intern
at Woodgrove Bank. She has expertise in React
accessibiity, and design systems

Graham has experience as a frontend developer at

Emiy Braun has expenence as a software engineer at
Contoso, a QA analyst at Fabrikam, and a research
assistant at UBC. She has expertise in test autom
agile delivery, and O/CD pipelines

ohanna Lorenz has experience a5 a backend engineer at

ah ANpine Ski House, and a
rey Research She has expertise in
NET, SQU optimization. and microservices.

ReleCloud, a 5
Junion developer at

SharePoint’s built-in Al

from the resume content .. see more

Pt || X remove HQ

0 Most recent title

New coks
* Autofill prompt

Identify the candidate’s most recent
job title from the resume... see more

Jict || X remove O Q

J)( Professional summary
Ne

ok
* Autofill prompt
Summarize the candidate’s

professional background... see more

Zedt || X remove N Q

Create your new agent

Overview  Sources  Behavior

Customize your agent to fit your business needs. Share your agent with your team or keep it as your own. Learn more,

Name *

Product Expert agent

Work smarter with your own Al assistant
' Agents are Al assistants that can help you stay on track by simplifying complex tasks and
= providing guidance based on what you're working on. Create your own by naming it,

choosing its sources, and defining its behavior.

harePoint

Purpose *
Provide a brief description of the agent's objective.

X

Agent preview Give Feedback

. Product Expert agent

Hello Carole Poland!

Ask a question or get started with one of
these prompts:

Summarize recent files
Tell me more about...

How can you help me?

Agents you create to be
subject-matter experts for your business




Two products, two roles: Key attributes of both

Copilot in SharePoint Custom aaents in SharePoint

SharePoint’s built-in Al Agents you create in SharePoint

g Helps you plan, build, enrich, and maintain SharePoint Turn SharePoint content into scoped subject-matter
5 content, and ensure your content is Copilot ready experts for your business.
o

- Plans, builds and edits sites and pages - Enables users to build no-code agents by selecting
© - Erehes files with sruciures| risEd e ShareF?omt grgundmg sources and giving role-specific
> A . I it hoalth agentinstructions

- Automates tagging, cleanup, and site hea . ,
g 99 : i . - Answers questions about SharePoint content the agent
£ [ AIRESETEICE about SharePoint content where is grounded on —any combination of sites, files, and

you are— a site, folder, file or List —in SharePoint folders — in SharePoint, Copilot, or Teams.

8
g Microsoft 365 Copilot Microsoft 365 Copilot or Pay-As-You-Go (PAYG)

Streamlined SharePoint tasks; more precise Copilot and

: Faster decisions with focused, scoped intelligence.
agent responses; better organized content.

Outcome



Q&A and Resources

TechCon Chicago 2026 | June 15-19, 2026 #TechCon365




Expertise and tools for your journey

«’

Technical expertise via Tools, resources & training Events and real-world
our FastTrack partners on our Adoption Hub knowledge in our
community

aka.ms/Microsoft/Fa aka.ms/TechComm



News & community content

Microsoft Community Learning
aka.ms/Community/LearningChannel
Community led expert content on all your
favorite Microsoft services.

ol
-

Start your week with live news and event
updates aka.ms/MondaysatMicrosoft
Watch live or on-demand & share our blog.

TechCon Chicago 2026 | June 15-19, 2026

/ Microsoft 365 Copilot

 Microsoft 365 Copilot

Deliver value and employee satisfaction with our tools for Microsoft 365 Copilot deployment

and adoption. This powerful technology combines the power of large language models (LLMs)

with your organization's data - all in the flow of work - to turn your words into one of the most

powerful productivity tools on the planet

Microsoft 365 Copilot Chat and in-app experiences provide real-time intelligent assistance,

enabling users to enhance their creativity, productivity, and skills

Looking for Copilot resources for Small and Medium Businesses? >

Copilot Success Kit

Our Success Kit empowers you to achieve rapid value with
Copilot while enabling your progressive skilling journey with
Al tools.

Download here >

Microsoft 365 Copilot

Copilot Chat and agent starter kit Join the Copilot community

This new kit includes guidance on IT controls, setup, and The Microsoft 365 Copilot community is your hub for the
resources to help prepare your tenant and enable your users official blog, latest news, and discussions.

to create and use agents.
Explore the kit >

Welcome to the Microsoft 365 Copilot community. Your hub for the latest news,

live events, and discussions on Microsoft 365 Copilot.

For help & learning (how-to articles and training resources), please visit

Microsoft 365 Copilot Adoption hub.

Microsoft 365 ™o

™
OMMUNITY CONFERENCE  Las Ve & Microsoft

Your front-row seat
to the future of work

The ultimate Microsoft 365 community event

Learn directly from the experts and redefine what's possible at work —join us at the Microsoft

365 Community Conference.

#M365Con

#TechCon365



https://aka.ms/M365CopilotCommunity
https://aka.ms/M365CopilotCommunity

Stay Connected!

OX@)

Se2 The community platform for Microsoft 365 —
forums, blogs, and events

Engage with the
best community in
tech...

There's something OB i o1 host a local event in your area

for eve ryonel or to match your interests

www.communitydays.org

News, announcements and training delivered to
your news feed
https://aka.ms/microsoftcommunitylinkedin

TechCon Chicago 2026 | June 15-19, 2026 #TechCon365


https://aka.ms/microsoftcommunitylinkedin
https://www.communitydays.org/
https://aka.ms/joinMTC

The one stop shop for Microsoft ecosystem community events

) Commumty Days

/ Supporting the Microsoh .

Discover Community Events
happenmg across the world

3 WHEN ing Evant:

DYNUG AUTUMN CONFERENCE 2025 SHIFT ENTER SUMMIT 2025

[ Novembar 25 - 26, 2005 () November 26, 2005
Q Ozl Gardarmasn Q Budapest

Q Dutiin, Dubiin1
Ireland

www.communitydays.org



http://www.communitydays.org/

g» SharePoint at 25 film: More than Code

In honor of SharePoint’s 25th birthday, More Than Code is a short film that explores the people, passion, and

innovation behind one of the most transformative platforms in modern work. This film captures the stories of

builders, leaders, and community champions who helped shape SharePoint into the knowledge backbone for
collaboration, Copilot, and the next generation of agents.

SharePoint is more than code—it's 25 years of connection, innovation and impact.

a

| =
ox3

Watch the digital premiere Watch the SharePoint at 25 digital event

Stream the documentary online Prepare for the film with a special digital event
globally in late April and celebrate SharePoint's featuring insights, stories, and what's next for
25-year journey from anywhere. SharePoint in the era of Al




The Microsoft Global Community Initiative (MGCI) -
Empowering global Microsoft communities with the
tools, training, and resources to create impactful
events and amplify diverse voices.

Learn, Share, Grow.

Event producers unite!

.3..

.i.

GCl today! Eﬁ”ﬁﬁ
Join MGCI today! @)
https://aka.ms/MGCI .g.":g (‘



https://aka.ms/MGCI

Thank you to our
Microsoft

Most Valuable
Professionals (MVP)

and Regional Directors!




How was
the session?

Home

: TechCon
‘365
CHICA(
Microsoft 365, Al & Power Platform Conference
~ s - o0 &
o~
S LT Ltk 2 XL T

mrossonesss | ,, Ulkowa

Jun 15 - 19, 2026

Additional Resources

@
Leaderboard Photos Speakers

Logistics Twitter /

Documents Polls WhovaGuide

Fill out the Session Surveys in the
TechCon 365 Chicago Event App

and be eligible to
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