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Copilot Introduction

• Same models as ChatGPT, Claude, and their own

• Viewed not as a “chatbot” but as a resource across Microsoft

• This can make it harder to use, but also much easier day to 
day as you learn
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Copilot is everywhere

The same Copilot name appears in several places. 
Context and available commands differ. 
A meeting-specific Copilot pane has different scope from 
general Copilot Chat. 
Use the app launcher or Apps and more to reach Microsoft 
365 apps.
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Why (some) Companies Insist on 
Copilot
• Already has permissions, security, access to many 

documents

• For most users, this is enough. Many companies have seen 
ChatGPT or Claude licenses go unused

• Microsoft also has enterprise-grade admin and controls
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Why Copilot Can Be Frustrating

• So many options
• Not one coherent experience
• Not optimized ChatBot Experience
• Not the same level of harness support (harnesses are the 

systems AI models are used in)
• Nowhere near as easy to integrate with non-Microsoft tools
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Copilot in the Wild

7



Level of Copilot License

• Chat license is free with Microsoft 365
• Limited Chatbot, including uploads
• Cannot connect or use agents

• Business Premium
• Closer to a ChatGPT/Claude experience
• Create limited agents
• Connect to your email, other files

• Copilot studio
• Build more advanced agents & automations

• Power Automate & other tools
• More advanced automations and tools
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Copilot Cheat Code

• Use ChatGPT alongside corporate Copilot to help you use 
the thing

• Just faster and easier
• Make sure you tell ChatGPT to look at the most recent 

documentation – it changes constantly
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The Copilot home screen

New chat, Search, Library, Agents, account label, and settings 3
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The right place for the task

Where A useful starting task

Copilot app Chat, find work content, open agents

Outlook Email questions and calendar help

Teams Meeting recap and follow-up

SharePoint Questions about selected company files
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Personalization settings

• Open Settings and more.

• Choose Chat settings, 
then Personalization.

• Review custom 
instructions and saved 
memories.
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Your custom instructions

• Select Edit instructions.

• Describe your role and 
preferred answers.

• Save, then test in a new 
chat.
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A useful personalization example

• I work in HVAC construction.

• Use plain language and concise, professional responses.

• Start with the requested answer. Use short bullets when helpful.

• Identify missing information and unsupported assumptions.

• Preserve dates, quantities, and commitments when rewriting.
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Copilot Agents

• They use the word to mean multiple things

• Start with a simple agent that is really just a tool for repetitive work

• You can build/use these agents in multiple places:
• Sharepoint site
• Onedrive folder
• Teams
• Excel/Powerpoint/Word
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Simple Agents

• Think of a reusable assistant with a defined purpose.

• It combines instructions with selected knowledge.

• This is comparable to the custom-GPT idea familiar to ChatGPT users.

• A basic agent responds when asked. Automation needs a trigger.
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New agent in Copilot

Select New agent, describe the task, or use Skip to configure it yourself
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The agent configuration

• Name the job clearly.

• Review the Instructions 
text.

• Add only the knowledge 
the job needs.

• Use Preview to test it.
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Instructions for the email helper

• Rewrite the email the user provides.

• Keep it concise, polite, and direct.

• Preserve facts, deadlines, requested actions, and commitments.

• Do not add apologies, promises, or blame.

• Return the revised email. Ask one question if a key fact is missing.
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Testing in Preview

• Try a normal request.

• Try an ambiguous request.

• Try a message with a firm 
deadline.

• Compare the result with 
your criteria.

After testing, choose Create. New agents start private.
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Editing an existing agent

• Find the agent in your agents list and open its More menu.

• Choose Edit, then revise its instructions in Configure.

• Test the revised behavior in Preview or Try it.

• Choose Update to make the changes available to users.
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An agent based on a SharePoint file

• Example: answer questions about the current closeout procedure.

• Select the approved file and verify its version.

• Ask for the answer plus the supporting section.

• Have the agent identify questions the procedure does not answer.
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Creating the SharePoint agent

• Select the file in its 
document library.

• Open its menu and choose 
Create an agent.

• Review the selected 
source and behavior.

Microsoft documentation screenshot
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The source and sharing checks

• Confirm which file or site 
the agent will use.

• Give it a narrow purpose 
and response format.

• Check each user’s access 
before sharing.

Microsoft documentation screenshot
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When the file agent gives a weak answer

• Check that the source is current, readable, and ready.

• Test one question with an answer you can find in the file.

• Test one question the file does not answer.

• Require a source reference and verify it yourself.

In Agent Builder, source-priority settings do not fully block general AI knowledge
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A daily briefing has a defined job

• Today’s meetings and the preparation each needs.

• Recent emails requiring a response or decision.

• Outstanding items for one named project or customer.

• A short list of gaps to check yourself.
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A reusable briefing agent

• Create an agent with the briefing format in its instructions.

• Add My emails for mailbox context.

• Add My Teams chats and meetings for meetings and calendar context.

• Test the agent manually before adding any recurring workflow.

Teams and email knowledge require the paid Microsoft 365 Copilot add-on
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Calendar scope: dates that stay correct

• Name the calendar and timezone.

• For a recurring briefing, define today relative to 
each run.

• Separate meetings today from preparation for 
upcoming meetings.

• Ask it to state the exact window it used at the 
top.

Example: Each run, use 
America/Chicago. List meetings on my 
calendar from 00:00 today through 
00:00 tomorrow, excluding the 
endpoint. Show start time, title, 
preparation, and source.

29



Email scope: people and date range

• Specify sender, To recipient, and whether CC 
should count.

• Choose received date or sent date explicitly.

• Identify the project as well as the person.

• Check near-matches and messages just outside 
the window.

Example: Summarize received emails 
from [exact address] about Project 
Cedar in the last 7 days. Show the 
window, message date, requested 
action, due date, and source.
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A briefing format you can inspect

Section Required information

Coverage Run time, timezone, date window, included sources

Meetings Time, meeting, preparation needed, source

Email follow-up Person, issue, requested action, due date, source

Gaps Missing owner, unclear due date, unavailable material
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Scheduling a tested briefing prompt

• Run the complete briefing prompt in Copilot Chat.

• Hover over the prompt and choose Schedule this prompt.

• Set timing, frequency, and notification preference.

• Review results in Chats and manage them under Scheduled prompts.

Paid Copilot license required. Up to 10 scheduled prompts.

32



Simple Outlook actions

• Ask Copilot to help schedule a meeting or focus time.

• Ask it to flag matching messages or help create an Outlook rule.

• Review the people, dates, and action before confirming.

• Check the actual calendar or message state afterward.
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Professional emails without extra words

Terse original

Need the revised duct layout by 2 pm today. 
We cannot release fabrication without it. 
Send it.

Polite and direct

Please send the revised duct layout by 2 
pm today. We cannot release fabrication 
without it. Thank you.

The deadline, requested document, and fabrication constraint stay the same

34



A focused email-rewriting prompt

• Make this concise, professional, and polite.

• Preserve the deadline, required action, and project facts.

• Keep the message firm where the original is firm.

• Add no new apology, commitment, or explanation.

The Professional Email Helper agent can reuse these instructions
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The email helper in practice

Actual Preview response to a fictional construction email
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Teams transcripts and follow-up

After-meeting questions require an accessible transcript
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The latest three OAC meetings

• Name the project, exact meeting title, and 
search window.

• Ask for the three most recent completed 
meetings.

• Check the dates and transcript links before 
analysis.

• If one is missing, supply the specific transcripts.

Find the latest 3 completed “Project 
Cedar OAC” meetings before today. 
List date, title, and transcript source. 
Identify missing transcripts. Stop 
before summarizing.
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Progress, outstanding issues, and owners

• Compare the same issue across the confirmed meetings.

• Show progress and explicitly recorded decisions.

• List open issues with owner and due date when recorded.

• Label gaps: “No owner recorded” or “Status unclear.”

Silence in a later meeting does not prove that an issue is resolved
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An OAC follow-up summary

Issue Progress / status Owner recorded Next check

Duct layout
Revision issued Sept 8; approval 
unclear

Design team Confirm approval

Delivery access Still open in Sept 8 discussion None recorded Assign an owner

Riser clash Sept 8 meeting records resolution Coordination lead
Confirm model 
update

Illustrative format and fictional data. A real summary should link each row to its source.
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An agent for Teams meeting review

• Give a meeting-review agent a consistent format and selected Teams meetings or transcript 
files as knowledge.

• Use it to produce a repeatable progress-and-follow-up summary, then choose the appropriate 
sharing or Teams deployment route.

A Teams chat source alone is not proof that all meeting transcripts are available
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My Favorite: Copilot 
on Your Phone

• Use Copilot + camera, and even use 
agents

• Transcribe and file a receipt

• Look up MSDS for a new material

• Reference specs you have stored in 
the onedrive agent you made
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Copilot is Starting to Get Useful

• Important to think of it as a resource inside Microsoft 365, not 
a competitor to ChatGPT

• They’re introducing WorkIQ and some other tools that will 
continue
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Thank you
Hugh.seaton@thelink.ai
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What Copilot Studio adds

• A fuller environment for agents and workflows.

• Connections to systems beyond the immediate chat.

• Tools that can take actions and apply workflow logic.

• Testing and publishing to supported channels.
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A Studio workflow example

• Trigger: a scheduled review of a controlled delivery list.

• Read the records and identify items needing attention.

• Prepare a proposed follow-up message with supporting details.

• Route it for review before sending or updating the record.

Illustrative workflow design. Connectors, access, and testing determine feasibility.
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Three labels you may see

On-screen label What it tells you

Copilot Chat (Basic)
No Copilot add-on. No Copilot in Word, Excel, PowerPoint, or 
OneNote.

M365 Copilot (Basic) No Copilot add-on. Standard Copilot access in the apps.

M365 Copilot (Premium)
Copilot add-on assigned. Full app experience with priority 
access.
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What included Copilot Chat can do

• Answer questions using the web and files you provide.

• Rewrite, summarize, compare, and organize supplied content.

• In Outlook, answer inbox and calendar questions and support actions.

• Use simple agents, subject to their sources and your organization’s settings.
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Microsoft 365 Copilot Business

• Connects questions to accessible emails, meetings, chats, and files.

• Adds the full Copilot experience across supported Microsoft 365 apps.

• Includes advanced agents such as Researcher and Analyst.

• Requires an eligible base plan. Business is available for up to 300 users.

U.S. page checked September 10: $21 list / $18 promotional per user monthly, paid yearly
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