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Pricing: M365 Copilot
Vendor: Microsoft Tier: Microsoft 365 / Enterprise $30/user/mo (requires M365
Business/Enterprise)

Context Window: Varies by app;
up to 128K in chat

KEY CAPABILITIES

0 M365 Integration: Word, Excel, PowerPoint, Outlook, Teams O Business Chat: cross-app intelligence — email + calendar + docs
O Meeting intelligence: real-time transcription, auto-summaries O Excel Insight Mode: formula suggestions, pivot tables, what-if
0 Governance: RBAC, DLP policies, audit logs, admin controls 0 Data stays in your Microsoft 365 tenant — no external training

SHORTCUTS & COMMANDS

Shortcut / Command How To Use

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 — Copiloticon - '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'

[TOP USE CASES

Pre-meeting briefing: email + calendar + doc context in 30 secondsPost-meeting: action items, decisions, and follow-ups
auto-generatedExecutive email drafting with tone and length controlBoard presentation creation from bullet pointsExcel: financial modeling,
trend analysis, what-if scenariosTeams: meeting recaps shared to channel automatically

STANDARD CHECKLIST

m Copilot enabled in Word, Excel, PowerPoint, Outlook, Teams m Business Chat used for cross-app research this week
m Meeting summary generated and shared post-meeting m Email drafted with Copilot assistance

m Excel analysis run with Copilot (trends, charts) m Teams action items extracted automatically

m Presentation created from outline with Copilot m Admin: usage analytics reviewed

PROMPT PATTERNS

Pattern Template / Example Best For
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 | 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

Governance Notes: 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
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