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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
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Microsoft 365
¢ Copilot

Copilot in SharePoint &b

You set the intent. Copilot in SharePoint does the work.

June 2026



Meet Mava Patel

Program Manager aZavaCorp
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My job Is to keep projects movmg but most
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z ~ E ‘worldaround the work

Content chaos Sea of files
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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

Get answers

Build repeatable skills

Create content
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ZA\/A SharePoint

e Zava Product Team AboutZava v  ProductPortfolio ZavaProduct Inventory  Top 10 Countries by GDP (2025)  Upcoming Sci-Fi Conferences -+ 77 Notfollowing & Site access

Product Catalog v Copilot Add shortcut to OneDrive orms Edit ’ ® e  access A Export to Excel -

Extract the SKU (Stock Keeping
Show more
Name ~ Available colors Available sizes v - In stock status Modified Modified By

s_v34_THIS ONE IS

]U[ In stock status

LUMINOUS
*  Autofill prompt

Determine if the

Review column m
suggestions

ZAVAbackpack.docx
Here are a few column suggestions. Keey
the columns you want and remove the ones

2|d Premium Shirt o
1't. You can also ed

set up automatior

t let me know whz

>_Endure




Move from asking questions to assigning work

Organize content

< Build solutions > 0 [?escribe v.vhat.you need. Copilot builds the sites, page
lists, and libraries.

&>

Get answers
3. 7 KA
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Build repeatable skills

Create content
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ZA\/A SharePoint

What will you build today? =

Start building

&

Document library Agent

Owned by you

Opened + 1h ago

Edited « 1h ago




Get answersyou can act on

Organize content

Build solutions

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

Build repeatable skills L T ,

Y9 A A Af3 o7 A3 AA Wy, A

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 Alhow your team works

Organize content
Build solutions

Get answers

Capture how your team works once.
Apply it every where

(. Build repeatable skills

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 ideasinto execution

Organize content

Build solutions

Get answers

Build repeatable skills

¢AAY, AT - A - YUAY

( Create content ) @

Generate decks, docs, and dashboards from your
existing content

D
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@ 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

p~ %AAAZ EBAA A3 T » A 1 YHAEC
preferences so Copilot applies them automaticallyno
repeated setup

Every response meets your standard
¥T3AT3 A - A A — °ATy2 AsA.
follows the same playbook every time, regardless of
who asks

Your whole team works the same way

One person codifies the approach at the site level, and
everyone benefits instantly no re-explaining
expectations

B

3
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Copilot in SharePoint

£ Yeach M6WAA ™ ° £1° £ 0 p¥%%. %A

your team works

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

J




Turn iIdeas 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 e
focus on intent while Copilot handles the rest S o

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 ' l

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 Alapplied metadata. Other Al
tools miss key details

/

Copilot in SharePoint

Better content in,
Better Al out

: )
Zard product Docu

SharePoint creates metadata for files using Al, giving Copilot

and agents richer signals to be more precise

/




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

| In public preview now! )

Microsoft 365 Copilot license

$30 userimonth with
an annual subscription




Product capabilities



Coplilot in SharePoint capabilities

-

1  Libraries and Documents

9 Create libraries

1 Move, rename, delete files (Al file actions)

1 Create library columns with autdilled metadata

2  Sites and Pages
9 Plan and create sites
1 Create and edit pages

9 Create sections

4 ' Chat

9 Context aware chat over
sites, libraries, lists and files

9 Summarization

1 Automate workflows in a library
1 Create views in a library

9 Generate structured documents from forms

3 Lists
1 Fix broken links 9 Create lists
1 Find content gaps 1 Edit lists

1 Retire inactive pages 1 Ask questions

5  Skills:

9 Create and invoke
skills and context

9 Audio overview
9 Generate FAQ

1 File comparison

6 Content generation:

9 Create documents
(Word, Excel, PPT)

9 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 # ZAVA  shori
From natural Ian gu age descr|pt|0ns, Wlth Columns \ e Zava Product Team Home  AboutZava Product Portfolio ava Product Inventory  Top 10 Countries by GDP (2025)  Upcoming Sci-Fi Conferences =
aligned to the type of information the library holds £ Product Catalog - Coto © ) At oo foms 5 ki 03Pt Qs oo
:f»‘ a a 6 S v Details
Extracts and app|y metadata T TR wootes - ottty

As files are added, using Adowered 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
Describe the site you need, and Copilot proposes a

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

Agentic page creation and editing
Already have a site built? Just ask Copilot in SharePoint

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

Keep your intranet fresh

Improve your site with capabilities that help site owners
maintain accuracy, relevance, and Copilot readiness with
minimal effort. (retire lowactivity pages, find content
L %A T wBA AT T A AAZAA £ Y
encounter)

~

A

/
# ZANA  sharepoint D Search in SharePoint £ & 9 \\7,/\
© What will you build today? ~-
Z
I = ;
P >
Start building
b o O h’ \
: l IS 4 SN
Owned by you
& site ® List #i\ Document lbarie: ® Agent
°
T Va2 0 Y2 - C CAWBT3IY, ° .Y A AA3S AA

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
its content

Create views based on data
nAl LA .0 A3 A3 2 M. RUEAURY 2
set them as default

Add automation and alerts

Set up emalil notifications for status changes or create
rules based on list data

Apply conditional formatting

Color-code columns and rows for quick visual scanning
of status and risk levels

/
:"’ﬁ -
l\i@ Files People
o Project Boogie planning
~ Carole Poland modified about an hour,
A M _ 0 F - A ZCF Product Vision_2025 u
B3+ A AT Y2 AL Y.° E A (WE Yoduct Vision

Serena Ribeiro modified November 17, 2025

ZavaCore properties

Serena Ribeiro modified November 17, 2025

a- RetailCo_Project_Charter

Carole Poland modified January 15

g RetailCo_Master_Project_Plan
Populate the list with this data /pro

'3 o >

Al-generated content may be incorrect

Copilot builds lists based on existing files in moments, with

you in the loop to approve any changes

J




Chat

Get context-aware answers and actions on your content

Ask naturatlanguage questionsand get (& e o T e e
context-aware answers grounded in pages, files, | _ .. oy 22 Wi e ST PUTIPE RO
lists and metadata Create views based on data i A Standimion SK( pratvs.— decde whether s pradkcs shotkd use the 2¢ preft

een/Blue 6 days ago 5. Consider adding Price and Warranty columns if these are relevant for catalog
Summarize and Compare documentsinstanﬂy rple/Gray operations — right now this information doesn't exist anywhere in the catalog.
to extract key points or understand differences ay/Black 8 (318 Compression Arm Semvesdon: | (2 | i) Comecie Yoga Matdons || 8
without opening files 089

n Green May 22

Generate insights from your content ~ Surface e i romestsionimcoroitiere sy Ay rcmoos g coniaondie o
23 A .0 A0 3 C 3,0 . Y, + 11,4+ 3 3420\»1“#0 o\ ﬂ C M 1'[ erlainwhﬂthiﬁugAstsaboy[E%veKupﬁguctmnp\
important O Copiiot

e R @ Woikiog on it
Generate a concise spoken summaryto quickly
understand the key points without reading the full | .~ L9 s ot s iR ‘' e
content . > RSP

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
1 Style, tone, and structure reviews based on
documented guidelines

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

ies by GDP (2025)  Upcoming Sci-Fi Conferences -

Hello Carole Poland!

Project Tracker + Y E F = Alltems
Project Name Workstrear m Status Overall RAG Owner Start Date End Date + Add column
Website Redesign Progress ® Green mm; m
figration Progres
Q3 Campaign Launch Marketing Not Started @ Green arole Poland
CRM Integration Eng Completed ® Green

Budget Review FY27

e
In Progress ® Green
® Red 0,
Progres:
GDPR Compliance Audit Legal Not Started ® Red Carole Poland 6/15/202 9/15/202
og ®Red
Brand Refresh Design  Completed ® Green
Data Warehouse Migration Operations In Progress "b I

q¥%¥% A A3 +A3 A3 A3 [Ef3302
to teach Copilot how your team gets work done

W"

J




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

v @ Zava Product Team - Home

> G | O hitpsy//m365x00104473.sharepoint.com/sites/ZavaProductTeam 8 Gle@ ~ Qom

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

Product Portiolio Zava Product Inventory

Hello Carole Poland!

PRODUCT HUB

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. @

Explore our site, resources or connect«

with one of us as we shape the future of s, Y
3 .“Zava. g

1 1Goahead: T :

Zara Product Documents Library +

Product weight

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

8




(Gettina started



Broad public preview timeline

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

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

GA Timeline Update
1 General Availability pushed beyond JundJpdated timeline to be shared as soon as available

Ref: Message Center post MC1311968



Copilot in Sharepoint| Ready to get started? Join our Al solution dauilds!

Co-build your priority Al scenario into a working PPN
solution  with the SharePoint product team.

o' -

u’

What you get What we need from you

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

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

A Pathto-production review 4. Production intent not justa POC

A no-cost program where Microsoft's SharePoint product team ebuilds your highvalue Copilot in SharePoint scenario with you.
Nominations reviewed within ~1 weedknd will follow with contact and scheduling of a kiesff scoping call!

Submit at
aka.ms/CopilotinSP /join




How to prompt

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

& SharePoint

01 Specific prompt

Here are a few column suggestions based on your invoices. Keep the columns you

¢T-A A TY - wA%. 23 A 0. ° ATAEQ |3MTIRATIeRyodont ol g gpesit Koymipuofigmek A ]
. . o o~ R o~ ad)Bst its settings to change how it works.
Reglon1 TransaCtlon Daté;Y_~ A A A 3 A O 1/42 p 1/2 A A E?eco%ﬁi!e&aﬁonﬁcgdi 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.

02 @ Abstract prompt

£%2 A3 Af3 237 TA°A A.3 & Ay °3| TORYTARYTENT 2 08 T AN T A
WI“ be used by dlfferent cost Centers’ help me make the VIeW easy . E:z:t;: view grouped by Cost Center so sach team can easily find their
i 1/2A A ﬂ 3 » A 1/2 + ]/21/4A A » 3 2 | * 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
03 OUtcome drlven prompt Let me know what you'd like to adjust or what to tackle next!

U3°% »3 LA Y% E3 Af-A ©°o.°ATAE w ViR% 3 A Tyz 5713 | LA
different cost centers to see key details related to their invoices. | - S AAAMA 1300 °AA ARl
need to easily see when information is missing like Transaction peres the fullsetup summany feryour fbrn:

E)ate’ Ve rldor NamNe’ and COSt Ce nter SO th‘a't I Can fO‘IIQW up V’ylth ’;23|2::I)?(|3Ir:::r::::ix‘r;a;t"lnM?s:T:gl'rIE;:;eia;an?I'lr::;:l::‘:r:”?:‘;ate, Vendor name, and Cost center
ATe A-UTA %3 %%03 7 %A £ HAAS £ A Yl ADE e snmetzo ot o e e

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 dodimmaey for launch materials.
Pages

Sites and Create a page / edit  Update the homepage of this site to include a hero section with our Q2 goals from [PowerPoint file], a news section highijghtent 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 a chart or Create a bar chart based on [Excel file]. Add a sorting capability to sert@r 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. Aagpeach file with the appropriatealues.
Libraries

Document Create alibraryview p A3 “As = A.3 /& . v AT-A 2%B+tA»3 Y%A °.°>A7AE AT A AT %EA %Y I Décymerk SyperaddSort/Ey A | 3 A
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 mappingwtuanhd once | approve,

Libraries take action on it.

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

Libraries Ply. 4 A_yn_p» _,, B _.Q N> _,, QB , "¢ 0 nul % _ ¢ . p_pWs% ™30 vpl Hvy PPc_ _
Document Moving files All [file subjectje. 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 a list Create a list to track action items from our weekly meetings. Add columns for assignee, due date, priority, and statuseGreaiv filtered to items due this week.
(Note: If I do this regularly, prompt Copilot to save this as a skill.)
Lists Update items z At Too T+ ALYy, A3 »A TAA.- uwt2z A% AT T A £%» %3 A3 2 pmotitghigh. %3 £ - A3 »f
Lists Create alist froman Build a list from this Excel file to track customer feedback. Use the existing columns for customer name, feedback typéypeind owner, and tumn 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 stisétathis counts by status and owner,
generation Excel file 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 an interactive p A3 ~ A3 ~ ¥ . A3 AT+ A. A3 2 7 Af° 1w Az ° T As 2 vy Af. A ;A AA3 AndBottdn perforAing#egidns, 2 A »
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 greaghcail 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 responsiblecftt ea
Chat Summarize content  Summarize the strategy docs, meeting notes, and roadmap details on this site into a-page executive brief. Keep it concisetlviclear sections.
Chat Compare files Compare the two most recent versions of the project proposal in this library. Highlight what changed, what was added, andaanflycting 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.

Yyt 3



Complex prompts

Create a project portfolio tracker

Create a new list for tracking Projects (Project Trackealias> 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 $ampleProjectData.xI$ras the seed data for the list and assign TOTAL PROJECTS
me as the project owner for all projects. 20 5

Project Tracker-Carole Report

Inte ark-theme report for the Pi

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.

All Statuses v All Depariments  + All Risk Levels  + Reset

Step 1: Create views for audience consumptionCreate a new view on this PROJECT NAME s OUNER DEPARTMENT KtV
o . A A + 0032 { 332 A n A A 3 ]/4A - 1/2 1/4| A ﬂ N A Aerospace Partner Enablement On Track Carole Poland Sales Medium
pA3 ~ A3 T ys3 FE A.3 fE + 0032 t AY2A 3 2

Annual Innovation Summit On Track Carole Poland Product Development

Step 2: Add automation/alerts. Send me an email anytime a project status is

iﬂ_1/4|132 A q3o_E32|2

Auracore Fiber Scale-Up At Risk Carole Poland Product Development

Auracore Government Patent Filing At Risk Carole Poland Security
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

Automotive OEM Advisory Board On Track Carole Poland Sales

Compliance Audit Automation Complete Carole Poland Security

Step 4: Create an interactive HTML reportCreate an interactive html report
in a dark theme, name it <name of this list>_Report and save it to the Reports Contoso Outdoors feneval Gy  CorokePoland - Sales
|Ibrary on thIS Slte Open the report In th@neUpVIewer Customer Data Platform Upgrade On Track Carole Poland Technology

ERP Cloud Migration Delayed Carole Poland Technology




Complex prompts

Create an expense processing portal

Complete all four steps in order as one continuous task. After each step, g
immediately start the next step do not pause for my approval. Only stop if
you need information you can't get from the files.
Step 1: Extract dataExtract a column with the Vendor Name, Vendor US s e 2o o @
Region, Transaction Date, GQuarter, and Cost Center. Keep all columns i @ zoroductioom e e '
tell me explicitly to keep them, and don't replace them later. Once every file = invoices » Carole's Teams .. > Zava-Invoices - Bom | comink | @ copiot v @ atasmorcttoompre | @ foms |
has values (or a blank where data is genuinely missing), continue to Step 2. = S LT 2 0 o
O MName - Cost Center ~ Vendor Name ~  CY-Quarter - VendorUS... v  Transaction ... ©  Invoice Total - Data Quality - + Add column
Step 2: Make the default view functional and beautiful.Update the default j e
view to be functional and beadutiful using light colored hues. This library will e
be used by different cost centers, help me make the view easy for them to e —
consume. Continue to Step 3. r—
= INV-2025-0208 Liberty-Security.pdf o0 Fecikies e casar Northeast 27m2025 [ e
Step 3: Add a dedicated Status columnsuch as Data Quality and set it to B WSt (oo S (G (i o R e
values like Complete or Missing metadata, then color that column red. 2 a0z o Enpe. fce oo o O o e
S| INV-2025-0512_Metro-Waste.pdf €C-400 Facilities cvas Q; 512/; DS v me
Step 4: AnalyzeGive me insights, not raw numbers: e.g., which cost center P P ——
led CY25 Q3 transactions (with count) and how it compares across quarters; _‘ .
total and average Invoice Total by cost center and region; masted e
vendors and any concentration; and a datguality note on missing fields. D T o

Keep it short a written summary, one or two tables, and the 2 most
notable findings.




Complex prompts

Create a sales performance report

Generate a polished, executiveeady sales performance report from this
Excel.|[nk to Excel or Document Library or Ljst

Requirements:

1.
2.

Use a modern theme.

Include KPI cards for total sales, total profit, average order value, top region,
and top product/category if available.

. Include charts for sales trend over time, sales by region, sales by

product/category, and profit or margin performance. Round all numbers to the
nearest whole number.

. Include interactive filters/search where useful.

. Include a sortable detail table with the most important rows from the workbook.

Add 3 concise business insights based on the data.

. Make the report selcontained in a single HTML file with embedded CSS and

JavaScript.

7. Name the fileZava_Sales Al _Repormy alias>.htm) using my email alias.

. Save the report to the same folder of the excel sheet.

. Open the finished report in theOneUpviewer. Work independently and do not

ask me for confirmation unless you cannot access the workbook or cannot save
the report.

Zava Sales Performance Report

Executive view of 202 )26 sales performance » Rounded to whole numbers « Interactive filters and sortable detail view

Year Region Categary Channel
Al v Al v Al v Al v
TOTAL SALES TOTAL PROFIT AVERAGE ORDER VALUE TOP REGION TOP PRODUCT / CATEGORY
. .
1,309,255 485,708 1,723 Northeast 36in Vanity
Rounded revenus Rounded profit Sales per order row Highest filtered ssles Kitchen & Bath
Business insights Performance snapshot
ancise takeaways generated from the workbook data Fast comparison across year and channel
1. Northeast leads the filtered view with 295,359 in sales. =
2. Kitchen & Bath is the largest category at 455,233 in szles, and 36in Vanity is the top product. 2025 590,239
3.2024-05 is the peak month at 83,094 in sales, while Northeast posts the lowest margin at 35%. 5024 506,023
2026 212,003
nel
In-Store 917,607
Online 391648
Sales trend over time Sales by region
Monthly ssles and profit wend Revenue concentration by geog




Complex prompts

Create a project command center

pAs " A3 Ty . YyA3S AT +xA. A3 uczy } A, 3 2 A plhy» Y2
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:p AAA3 LA /E3 3132 A3 A0 n 2Mriotity/alefts’ (e, 8ligping mMilestéries A
unresolved risk, inactive owner) with clear calls to action.

2. 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.

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

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

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

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

8. Interactivity: Expandable sections, clear tegown hierarchy (urgent to detailed).The output should
330 o0o. 13 T o. R3 41y Y2 +3 A3 A AT A TV AAE AAT
AA T x1 ]|

AATE vy

~ ~ ~ ~

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
Priya Raman

62%

Data & Migration
Tomds Herrera

L

- 55%
Store Ops &
Fulfillment -— 48%
Grace Lindqvist
Web & Customer
Experience -
Aaron Bishop

70%

\

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 )
Green ] 2

Ownership clarity
Assigned P

Unassigned | 2

Update cadence

Recent review P— ]

T» 3«



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 Copileteady with
automated content governance

9

Communications & Marketing

Publish highquality 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 complianceready 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 Apowered
content discovery and generation



Early Customer Examples: APowered Workflows

e

Content & Knowledge Management

Organize, classify, and enrich document libraries
with Algenerated 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
evidencebased 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 endto-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 SharePoint Custom agents in SharePoint

+ v
Software Engineer Resumes v '® from the resume content. . see more Create your new agent X
Q Agemeratedt o Tre— Q Al-guewreted P )X remons] & Q ) )
D Name v N Goncidate v | (8 Most receck title R) Profassional sy Overview  Sources  Behavior Agent preview Give Feedback

Rada Mihaylova has experience as a senior engineer st JO( Most recent title

Contoso, a backend developer at Fabskam, and 8 software . Product Expert agent
¢ resume RadaM_2025.docx Rada Mihaylova S¢. Software Engineer = X ) X
» " intern at ReleCloud, She h tise in distributed Work smarter with your own Al assistant
systems, AP design and cloud infrastructure * Autofill prompt
Identify the candidate’s most recent 7 Ager?ts are Aldasslslan(s that can help you stay on track by simplifying complex tasks and Hello Carole Poland!
Pradeep Gupta has experience as a backend 3 . providing guidance based on what you're working on. Create your own by naming it,
; Northwind, & teaching assistant at UofT, and a fresta JDOVe Ko Ue.IucN: Sew mork 9 4 e d Ask a question or get started with one of
i Gupta P resume.pdf Pradeep Gupta Full Stack Developer : = choosing its sources, and defining its behavior.
Geveloper. Ho has expertise in Java, Boot, and these prompts:
RESTYul APis Jict || X remove O Q
Customize your agent to fit your business needs. Share your agent with your team or keep it as your own. Learn more,
Mira .v:::vm y\. Plf%:l;" . »n; r«.q:;.; 4—4'\"\":': \| Name * Summarize recent files
@ final_resume_MiriamG.docx Miriam Graham s ond Developer ey LS engineer at: Asfepia Toys, seid & clasig i JO[ Professional summary
at Woodgrove Bank. She has expertise in React. New cob
accessibiity, and design systems. Product Expert agent
* Autofill prompt Tell me more about...
Emdy Beaun has expenence as 3 software engineer at d
At okt g h Summarize the candidate’s
©  Resume_EmilyB docx Emily Braun Soltware Engineer Corkos, 3 QA akalyst ot Fabiikdm, sud & capmerc
assistant at UBC. She has expertise in test automation professional background... see more He help me?
agile delivery, and Q/CD pipelines. S EL B Py
Pedn || X renove HQ
ohanna Lorenz has experience as a backend engineer at % Change
\ A ReleCloud, a systems analyst at Alpine Ski House, and a
wh  Jlorenz 2025 resume pdf Johanna Lorenz Backend Developer s A iaats S hac s
NET, SQU optimization. and microservices. - Purpose *
= PO R ek = = . Provide a brief description of the agent's objective

§ A1 % YAl A ° A. oA | Agents you create to be |
subject -matter experts for your business




Two products, two roles: Key attributes of both

What they do Purpose

License

Outcome

~

i T A3 Y} % ypBAl A ° A

Helps you plan, build, enrich, and maintain SharePoint
content, and ensure your content is Copilot ready

1 Plans, builds and edits sites and pages
1 Enriches files with structured metadata
1 Automates tagging, cleanup, and site health

1 Answers questions about SharePoint contenthere
you are a site, folder, file or Listin SharePoint

Microsoft 365 Copilot

Streamlined SharePoint tasks; more precise Copilot and
agent responses; better organized content.

Copilot in SharePoint Custom aaents in SharePoint

Agents you create in SharePoint

Turn SharePoint content into scoped subjeanatter
experts for your business.

1 Enables users to build n@wode agents by selecting
SharePoint grounding sources and giving rolgpecific
agent instructions

1 Answers questions about SharePoint contetite agent
Is grounded on o any combination of sites, files, and
folders in SharePoint, Copilot, or Teams.

Microsoft 365 Copilot or PayAs-You-Go (PAYG)

Faster decisions with focused, scoped intelligence.



Q&A and Resources




Expertise and tools for your journey

«’

Technical expertise via Tools, resources & training Events and realvorld
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 | Junell® 2026

ovide real-time intelligent assistance,

y, 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.

icrosoft 365 M .
MMUNITY 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!

Engage with the

best community In

t eche
Ther eos
for everyone!

TechCon Chicago 2026 | Junel®, 2026

)

o¥e
P

The community platform for Microsoft 365 o
forums, blogs, and events

Aid br hBbt &) ocal eventin your area
or to match your interests
WWW.communitydays.org

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

#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:

SHIFT ENTER SUMMIT 2025

(4 Novarmber 26, 2005
Q Budapast

WWW.communitydays.org



http://www.communitydays.org/

g» SharePoint at 25 film:More than Code

|l n honor of Shar e Rore ThandCedel2 ebshant filr that eéxplodea 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 coden 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 |l ate April and celfedbatadrei rEd airreiogmtt & s st or
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!

E ,:'!_.; E

Join MGCI today! @'!*’

E
J;



https://aka.ms/MGCI

Thank you to our
Microsoft

Most Valuable
Professionals (MVP)
and Regional Directors!




g How was
' « thesession?

.......
'''''''''''

Search for in the
L App Store or Google Play

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

and be eligible to WIN PRIZES!



