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Microsoft Copilot — ADVANCED POWER USER
From Office Apps to AI Colleague · For CIOs, IT Leaders, and Enterprise Power Users
2026 Edition · StevenSinger.org/ai · The Gold Standard CIO Resource

Vendor: Microsoft
Best For: Office productivity,

meetings, email, Excel analysis

Pricing: M365 Copilot $30/user/mo

(requires M365

Business/Enterprise)

Context Window: Varies by app; up

to 128K in chat

■ ADVANCED POWER TIPS — CIO LEVEL

01. Business Chat searches across ALL your M365 data simultaneously — email, calendar, OneDrive, Teams — use it as your organizational

memory

02. In Teams meetings, prompt Copilot mid-meeting: 'What decisions have we made so far?' for real-time synthesis

03. Excel + Copilot: upload your P&L; → 'Identify top 3 cost reduction opportunities' → instant analysis

04. PowerPoint: start with bullet points, prompt 'Create presentation about these points with relevant images from Designer'

05. Copilot in Loop: collaborative real-time AI assistance for team documents

06. Admin: deploy Copilot usage analytics dashboard to measure adoption ROI across your organization

07. Semantic Index: ensure SharePoint permissions are clean — Copilot respects existing access controls for data governance

08. Prompt library: build a shared team library of proven prompts for consistent output quality

■ ALL SHORTCUTS & COMMANDS

Shortcut / Feature Exact Action or Command

Open Copilot in Word Home tab → Copilot button, or Alt+I

Open Copilot in Excel Home tab → Copilot, or Ctrl+Shift+Alt+C

Meeting summary Teams meeting → Copilot icon → 'Summarize meeting so far'

Draft email Outlook → New Email → Copilot → 'Draft with Copilot'

Create presentation PowerPoint → Copilot → 'Create presentation about [topic]'

Business Chat Microsoft365.com → Chat (M365 scope searches all your data)

Data analysis Excel → Copilot → 'Show me trends in column C'

Action items Teams post-meeting → Copilot → 'List all action items'

■ PROMPT ENGINEERING PATTERNS

Pattern Name Template / Exact Prompt Structure Optimal Use Case

Summarize emails 'Summarize emails from [person] about [topic] this week' Email triage

Draft proposal 'Draft a proposal for [topic] in executive tone, 2 pages' Document creation

Meeting prep 'What do I need to know for my 2pm meeting with [name]?' Meeting intelligence

Data insight 'What are the top 3 trends in this dataset? Show as chart' Excel analysis

Presentation 'Create 10-slide deck on [topic] with speaker notes' PowerPoint

■ ADVANCED POWER USER CHECKLIST — COMPLETE ALL 10 = TOP 1%

■ 1. Business Chat is primary organizational memory tool (replaces manual

search)

■ 2. All recurring meetings have Copilot summaries auto-shared to channel

■ 3. Executive email workflow: Copilot draft → human review → send ■ 4. Excel financial models leverage Copilot for scenario analysis

■ 5. PowerPoint templates optimized for Copilot output consistency ■ 6. Prompt library shared across team with governance tags

■ 7. Copilot Studio: custom agents built for repetitive business processes ■ 8. Semantic Index health checked — SharePoint permissions audited
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■ 9. DLP policies extended to cover Copilot output scenarios ■ 10. Monthly adoption report presented to leadership

■ GOVERNANCE & COMPLIANCE FRAMEWORK

■ Data never leaves your M365 tenant — no training on your organizational

data

■ RBAC: Copilot access controlled by admin, can be restricted by role

■ DLP policies apply to Copilot outputs — same rules as manual documents ■ Audit logs: all Copilot interactions logged in compliance center

■ Sensitive labels: documents with sensitivity labels restrict Copilot access
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