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Why you are here!

To learn about Al in SharePoint and
what it makes possible

How to cage & tame the conte
chaos — make your content work for

you! \<
Understand why metadata is awesome :
& how it can improve the retrieval and

management of your AN
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See how the power of ski!
can oBtlmlze your Al'in
SharePoint experience with
organization-specific rules
and repeatable processes
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Al in SharePoint

Build and organize SharePoint content effortlessly — describe your intent and Al does the rest

Turn ideas into solutions

Use natural language to plan and Bl b 2o coresmarmenn
. . . . . ®
build solutions in SharePoint — sites, : Su——

libraries, pages and lists — with Al.

Drive business processes

Makes work in SharePoint quick -
whether you're organizing content,
cleaning up sites or getting answers.

Improve Al responses

Enriches content with metadata and
keeps content updated so Copilot and
agents deliver more relevant answers.

8 Name
o 2025 Nov_Roadmap FINAL docx

e Core Pitch docx

Core_Sales Pitch_2026.docx

Fall campaign docx

Fiber acceptance criteria.docx

Fiber Compete FINAL docx

GTM tasks for launchodsx

Lens Biob_Core upgrade.docx

Lens Pitch_v3.12 docx

Market Analysis xlsx

Market comp specs v2 12 docx

Ol R R R R O

Process control manual_Pro ine

Partnerships FY26 pptx

%

Fiber high level user stories_v1.xisx

& SharePoint

Create columns to organize my fles
based an these documents
@ SharePoint - corasie covmt sy e i

Tve analyzed your document and generated column
suggestions based on the content You can see them
in the prevew panel

Product name
B i s

& Autofill prompt
Extract the main product name or brand
foatured in the documents.

Vo 7@
Hltv'-dm

* Autofill prompt
Extract the review or expiration date
mentioned in the documents.

Vs DG

1| fpemerd
* Autofill prompt

Extract the name of the vendor associated
with this.. show more




Transform documents repositories into active, intelligent workspaces

File Tools
Manipulate file and list objects using

chat interface

Skills & Context
Define business processes and
multi-step instructions the agent can

reference to execute complex tasks
repeatedly

Analyze & Visualize
Make sense of large amounts of data



Content Management, Reimagined with Al

SETUP AUTOMATE INSIGHT

Create Library Organize Find information

Natural Language = Schema Use skills to easily apply a Better search, Q&A
configuration to every library

Configure library Clean Up Analyze & visualize

: : . o Make sense of your content
Metadata, views, enrichment Use skills to easily library to a i

good state

Generate document
Share insights with your team
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Keep your team updated with
news on your team site

SharePoint less than a wte ag

What is a team site?

SharePoint less than & minute ag

Add a page to a site

SharePoint less than a minute age

Quick links

@ Learn about a team site

@ Learn how to add a page

Documents San &

All Documents v

Name

Your files will show up here
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Name

“acme-manufacturing-global-raw-materials-pe.docx

7([![7"5”0”](’ nexus-enterpnses-service level agreemen

consulting-services-agreement-project-52577.docx

“globaltech-solutions-supply-agreement.docx

medinnovate '.';yit\’!m'- credit-memo.docx

medinnovate-systems-product-invoice.docx

“nexgen-solutions-greenstream-nda.docx

“omnicorp-commercial-office-lease.docx

“precision-dynamics-event-services-invoice.docx

quantum cloud services po 2024 -1178.docx

“velocity-motors-fleet-vehicles-po.docx

“velocity-motors legal-services-invoice.docx
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Modified By ~

Search this library < & M @& ) o

General Yy Notfollowing &8 Site access
* Al actions v [Z] Add shortcut to OneDrive Forms il Classify and extract & Editin grid view 5% Translate v B Pin to Quick access lﬁ Export to Excel reate or upload

Sean Squires

Sean

Sean

Sean

Sean

Sean

Sean

Sean

Sean

Sean

Squires

squires

Squires

Squires

Squires

Squires

Squires

Squires

Squires

Squires

Squires

Details

Add column




Site context

Site specific “memory” —
instructions, procedures, and
guidelines for your site.

Skills

Codify and store repeatable
processes for how to manage
—and even classify — your
content

Context & Skills

SharePoint Context File

Overview

This file provides brand guidelines and formatting preferences for a SharePoint site. Update this
Overview section with site-specific context. All guidelines apply whenever Al assists with organizing
document libraries, formatting views or columns, creating lists, or building site pages.

Skills

organize-library

Organizes a SharePoint document library end-to-end: classifies files by content type, creates and
populates metadata columns, applies brand-consistent column and view formatting, creates
filtered/grouped views, sets folder colors, and creates notification rules for overdue items. References
the file-classifier skill for classification and this file for brand guidelines. Use when the user asks to
organize, set up, or configure a document library.

file-classifier

Classifies one or more files in a SharePoint document library by matching them to predefined content
types, creates a "File classification” autofill column if it doesn't exist, and populates metadata columns
extracted from file content. Use when the user asks to classify, categorize, or tag files by content type.

Brand Guidelines

Color Palette

Role Color Name Hex
Primary Contoso Blue #0078D4
Secondary Soft Green #7BC67E

Secondary Soft Yellow #F20C94C

File Classifier

Purpose

Classify one or more files in a SharePoint document library by reading their content and matching
them to a known set of content types. Then:

® Save the classification to a "File classification™ column.
* Create the metadata columns defined for that content type (if they don't already exist).
® Extract metadata values from the file content and populate those columns.

If the "File classification” column or any metadata columns do not exist, create them as autofill
columns with metadata extraction prompts so future uploads are handled automatically.

Classification Decision Guide

Classify by document PURPOSE and STRUCTURE — not by keywords alone.

Many contracts include payment terms that reference invoices (e.g., “payment due within 30 days of
invoice date”). The word “invoice” appearing in a document does NOT make it an Invoice. Use the

Content Type Reference

Each content type has exactly 5 metadata columns following the pattern: Identifier, Key Party, Critical
Date, Financial Amount, Status.

Contracts

. Contract ID/Number (Text, InternalName: ContractiD) — "Extract the contract ID or reference
number from this document.”

. Parties Involved (Text, InternalName: Partiesinvolved) — “Extract the names of all parties involved
in this contract (e.g., 'Solara Energy Group, Inc.; Horizon Growth Partners, LLC')."

. Expiration/End Date (DateTime DateOnly, InternalName: ExpirationEndDate) — "Extract the
expiration, end, or termination date of this contract. For leases, use the lease end date. For
employment agreements, use the end date if fixed-term.”

. Contract Value (Number, InternalName: ContractValue) — "Extract the total contract value or
committed spend as a number (no currency symbols). For monthly-fee agreements, multiply the
monthly rate by the contract term in months. For NDAs or agreements with no financial value,
return 0."

. Contract Status (Text, InternalName: ContractStatus) — "Extract the contract status from the
Payment Status field or document body (Paid, Active, Overdue, Void, Expired, or Terminated). If not
stated, return ‘Active’.”

Invoices

1. Invoice Number (Text, InternalName: InvoiceNumber) — "Extract the invoice number or reference
number from this document (e.g., 'INV-2026-0042', 'CM-2024-0048")."
2. Vendor/Supplier Name (Text, InternalName: VendorSupplierName) — "Extract the vendor or




Automate the automation

Organize Iibra ry Ski" Name Step 5 — Create views

organize-library

All Documents (enhanced default) — all columns visible, grouped by File Classification
Chaining context and Description Per-content-type views — one filtered view per detected content type showing only its 10

metadata columns + file name

progedu = tOg ether fO . Organizes a SharePoint document library end-to-end: classifies files by content type, creates and Gallery view — card layout with gradient card style, showing file name, classification, and key
mu |tI-Step, re peata ble process. populates metadata columns, applies brand-consistent column and view formatting, creates metadata

filtered/grouped views, and sets folder colors. References the file-classifier skill for classification and

SHAREPOINT.md for brand guidelines. Step 6 — Apply view formatting

Workflow * Row-level formatting using brand colors (alternating Soft Blue Tint backgrounds)

* Gallery/board cards use gradient card style with Contoso Blue accent
Al i e * Group headers styled with Deep Navy text on Soft Blue background
* Get library schema (columns, views, item count)
* List current folder structure
* |dentify what's already configured vs. what needs work

Step 7 — Set folder colors

* Apply DARK_BLUE to all top-level folders
Step 2 — Classify files * |If content-type-specific folders exist or are created, use brand palette colors

¢ Load the file-classifier skill Step 8 — Report summary

* Classify all files (or user-selected files)

* Create the "File classification" column + metadata columns * Table showing: what was classified, columns created, views created, formatting applied
* Extract and populate metadata values e Offer next steps (refine views, add more files, adjust formatting)

Step 3 — Format the "File classification" column

¢ Color-code each classification using brand status colors: Key Principles
o Use Contoso Blue (#0@78D4) as primary
o Rotate through the palette (#7B68EE, #7BC67E, #F2C94C, #5B21B6, #94A3B8, #BDD7EE)
for each content type
o “"Unclassified” gets muted blue-gray

Always read SHAREPOINT.md for current brand guidelines before applying any formatting
Always load file-classifier for the classification step

Idempotent — safe to re-run; checks for existing columns/views before creating
Consistent — every library on the site gets the same treatment

Step 4 — Format metadata columns
Confirm with user before bulk operations (classifying many files, creating multiple views)

* Date columns: highlight overdue/past dates in Deep Purple
* Number/currency columns: data bars in Contoso Blue
* Status-like text columns (Approval Status, Contract Status, etc.): blue/purple palette
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“acme-manufacturing-global-raw-materials-po.docx
“capitalforge- nexus-enterprises-service-level-agreement.d...
“consulting-services-agreement-project-52577.docx
“globaltech-solutions-supply-agreement.docx
“meadinnovate-systems-credit-memo.doc
“medinnavate-systems-product-invoice.docx
“nexgen-solutions-greenstream-nda.docx

+ : : )
“omnicorp-commercial-office-lease.docx
“precision-dynamics-event-services-invoice.docx
“quantum-cloud-services-po-2024-1178.docx
“velocity-motors-fleet-vehicles-po.docx

“velocity-matars-legal-services-invoice.dock

Modified ~

4 minutes ago

4 minutes ago

4 minutes ago

4 minutes ago

4 minutes ago

4 minutes ago

4 minutes

4 minutes ago

4 minutes ago

4 minutes ago

4 minutes ago

4 minutes ago

Edit

2 search this library =] &F O o] b ? o

General 1 Motfollowing 98 Site access

H Al actions v [ Add shortcut to OneDrive = Forms i Classify and extract B Editin grid view 5% Translate ~ B Pin to Quick access ﬁ Export to Excel + Create or upload

Maodified By ~

Sean Squires

Sean Squires

Sean Squires

Sean Squires

Sean Squires

Sean Squires

Sean Squires

Sean Squires

Sean Squires

Sean Squires

Sean Squires

Sean Squires
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Add column
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* Al actions ¥ @) Add shortcut to OneDrive E Forms
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OneDrive

+ Add view L & =

Total am... = ~ Documen... % ~

o acme-manufacturing-global-raw-materials-po.docx $1,367,500.00 Purchase order
g capitalforge-nexus-enterprises-service-level-agreement.... $180,000.00 Service
agreement
o consulting-services-agreement-project-52577.docx $75,00000 Consulting
agreement
d globaltech-solutions-supply-agreement.docx £2,400,000.00 Supply
agreement
o medinnovate-systems-credit-memo.doox $8450.00 Other
g  medinnovate-systems-product-invoice.doox $89,400.00 Invoice
ad nexgen-solutions-greenstream-nda.docx Othes
@ omnicorp-commercial-office-lease docx $92.40000 Service
agreement
g  precision-dynamics-event-services-invoice.docx $262,535.04  Invoice
o quantum-cloud-services-po-2024-1178.docx £325000.00 Purchase order
“’Q - velnritv-montnrs-fleet -vehicrles-nn dnes CAR7 S NN Puirchase orcler
- ]
SharePoimt

Vendor n... «

Global Raw

Matenials Ltd.

Capitallorge
Financial

Greenstream
Energy

Advanced Supply

+

Chain Solutions

Medinnovale
Systems

Medinnovate
Systemns

Greenstream
Enurgy

Omnicorp

Precision

Dynamics Mig

Quantum Cloud

Semvices

Velnwity Mintnirs

Q9 & O kB &
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General ¢y Notfollowing &g Site access

Create or upload

Hello Sean Squires!

Welcome! Enhance your productivity with this agent. Start a conversation by
asking a question or selecting one of the suggested prompts.

v E Details

Payment ... «
How can you help me?

Which files are relevant to mer

Pand

Find files about a lopic

Overdue

D

Al-generated content may be ncorrect
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3 file demo - 5 Al act

SharePoint

G (1 All Documents v ) [+
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Name

Archive (OLD

Bob's files

Stuff

temp

construction_bids 77 _F1.pdf

doc1.docx

final_FINAL_v3 (2) docx

inspection_reports_T10_F1.docx

Home

Demo Videos

Add column

manuals_for_engineering_plants_T1_F1.pdf

Sample Content it

rive ‘ + Create or upload

o Site access

il 1.7 Not following

Hello Joe Komban!

)

How can you help me?
Which files are relevant to me?

Find files about a topic

g 4 run the o »




Microsoft  SharePoint

M “Lj f1 AI in Shal’ePOint - enera Not following = 27 members

U’;" Zava anOice v * Al actior Add shortcut to OneDrive =) Fe + Create or upload
) = Hello Joe Komban!
L;‘:‘I C_— All Documents /) = (w1 (] & /) 1) Details i ‘ ‘ - : - .
) == Name Total amo.. Invoice number Vendor name "
Vendor name: Alpha Tech Solutions (1) How can you help me?
<]  Screenshot 2025-NOTE 11-05 141308.png ' : it fas ave valavant S0 me?

Find files about a topic

INVOICE DETAILS Invoice # INV-2025-002
Vendor name: Delta Systems Ltd (1)
INVOICE DETAILS Invoice # INV-2025-003

o elta workstation invoice.docx

Vendor name: Epsilon Ltd (1)

1 run the site storage heatmap ski ' & \?

o

() a Invoice for Epsilon charges.dc

New
. _
cPoimt
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n Metadata 'S Data rvate fidentia ema 1 NDA Externa * Mot following = 78 members
Home

olte contents

items)
= -
oo — All Documents * (= [* | &
Bulld > Test Libranes
~ - Summary
2Drive Content Catalog ]  Name Flutes Bit Type Bit Material Inte
This library contains 50 CNC bit documents (mostly
Reference Documents 15-60-90_Degree-V-Groove-Engraving-Sp V-Bit Carbide N PDFs and PNGs) cataloging vanous router bit types

their matenals, stock status, and intended use cases
Site Settings

— Key highlights:
- 30 60 90 Degree V-bits png oit Carbide
ISF Contracts 0227 M e Spiral bits dominate the collection (14)
followed by V-Bits (10) and End Mills (8). The
Test_Accounts Payable remaining 18 bits span 10 other types, showing
a wide variety of specialized bits
Test2_Account Payable ) e Carbide is the primary material at 56% (28
) ' 45982-Carbide-Tipped-Bowl-Tray-Speed- Bowl Tray Carbide N bits), with Spektra and HSS as secondary
Zav: luct Docs (Jje options
* 74% of inventory is Available (37 bits), with 9
; Abrasive-Type-Plunge-Diamond-Pattern-S Plunge Carbide On Order and only 4 Discontinued — a healthy
RN S stock position
* Wood and Plastic are the most common target
Agreement records matenials (25 and 24 bits respectively), followed
Aluminum-Cutting-55-Deg-Helix-Speed-C End Mil Larbide M by Composite (19) and Metal (18). Several bits
FHL26] RealEstate Data are multi-purpose, designed for 3+ materials
= Average product iteration is ~2.7, meaning
KK_Test2_Quality of Su Aluminum-O-Flute-Speed-Chart-v9. pdf 1 ira Carbide most bits have gone through a few revisions
though some (like the Aluminum O-Flute) are
EVAL TEST] Viiay Baker on iteration 9
Burr-Speed-Recommendations.pdf Utner Larowae g. ! . 1 1 r D-
e EVAL TEST] File

Vew_ ) 4*




Want to learn more?

Be sure to check out
these other sessions!

And try out the
preview today!

Get started with Al in SharePoint
(preview) - SharePoint in Microsoft

365 | Microsoft Learn

Meet Al in SharePoint

Tues, 2:45-3:30 PM, Oceana Grand 6

2 Using SharePoint Automation & Al to Solve

Business Processes
Wed, 1:30-2:15, Pacifica 9

Microsoft Lists - Organize, Automate, and Act
with Al

Thurs, 9:00 - 9:45, Grand Caribbean 4

SharePoint: Al-Forward Content Creation &
Curation for the Modern Intranet
Thurs, 10:00 - 10:45, Pacifica 9



https://learn.microsoft.com/en-us/sharepoint/ai-in-sharepoint-get-started
https://learn.microsoft.com/en-us/sharepoint/ai-in-sharepoint-get-started
https://learn.microsoft.com/en-us/sharepoint/ai-in-sharepoint-get-started
https://learn.microsoft.com/en-us/sharepoint/ai-in-sharepoint-get-started
https://learn.microsoft.com/en-us/sharepoint/ai-in-sharepoint-get-started

Thank you!




| in SharePoint —
Early Adopter Program

Join today!

PROGRAM BENEFITS

* Exclusive access to Microsoft Engineering
through bi-monthly sessions

 Accelerate adoption with a 2-week sprint

* Influence product direction with your
feedback or scan the



../aka.ms/JoinSharePointAI
../aka.ms/JoinSharePointAI
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= e Session feedback surveys

NextGen 365 Events presents
) Microsoft 365 |
©) Microsoft 365 ‘ We want to hear from YOU!
e Share your feedback to make next years conference even better!

Microsoft 365 Community Conference
May 4 - 9, 2025

Here's how —

Additional Resources

« Simply go to the Whova App on your smartphone.

Leaderboard Photos Documents

 Scroll down on the M365 Community Conference Homepage to
Floormap | | SessionQ&A | | Speakers ‘Additional Resources’ to click “Surveys'.

_— e * Click Session Feedback.

e Scroll down to find this session title.

WhovaGuide

« Complete the session feedback survey.

Event Description

Welcome to the biggest and most exciting ° Fina”y, CliCk ISmeit’.

Microsoft 365 community event of the year,
with over 150 sessions covering Copilot for
©

s = % & = It's just that easy!



The official event app for the
Microsoft 365 Community Conference

Eventinvitation code: Orlando2026

Join the event app to access:

< Event announcements
< Personalized agenda, session details

< Speaker & attendee profiles

< Networking, meet-ups, messages

< Eventdocuments



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 adoption.microsof aka.ms/TechComm




News & community content

Home / Microsoft 365 Copilot

*
l LX) ' 7 Microsoft 365 Copilot

Deliver value and employee satisfaction with our tools for Microsoft 365 Copilot deployment
a o owerful technology combines the power of r| large language models (LLMs)
ith your orgas 's data — all in mmlwomrrmyerwd into one of the most

Microsoft Community Learning
aka.ms/Community/LearningChannel

Community led expert content on all your S
favorite Microsoft services. ”

Mlcrosoft 365 Copl lot
Wc-w. to the Your hub for the latest news,
o D meMmmmasswm o

For help & learming (ho

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

The ultimate Microsoft 365 community event

Learn directly from the experts and redefine what's possible at work —join us at the Microsoft
Your fro nt-row seat 365 Community Conference.
to the future of work



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