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Data Insights: Gain insights from data using
natural language queries in Microsoft Excel.

The 50 Point Checklist

Email Management: Efficiently manage and organise your
inbox with automated sorting and response suggestions.

Document Drafting: Quickly draft documents with AI-powered
content generation in Microsoft Word.

Spreadsheet Analysis: Use AI to perform complex data
analysis and visualise trends in Microsoft Excel.

Meeting Summaries: Automatically generate summaries of
your Microsoft Teams meetings.

Presentation Prep: Create compelling PowerPoint
presentations using AI-driven design suggestions.

Document Proofreading: Employ AI to provide advanced
proofreading and grammar suggestions, enhancing your
written communications in Word.

Task Automation: Automate routine tasks
across Microsoft 365 with AI scripting.



Contract Reviews: Automatically review and suggest
revisions for contracts to ensure compliance and
alignment with business standards in Word.

The 50 Point Checklist

Calendar Optimisation: Optimise your schedule by allowing
AI to suggest meeting times and durations.

Customer Insights: Analyse customer data to improve
engagement and service.

Real-Time Translation: Translate documents and emails in
real-time within Microsoft 365.

Voice Commands: Control Microsoft 365 apps through voice
commands for easier accessibility.

Email Prioritisation: Prioritise important emails automatically
to enhance productivity.

Content Customisation: Personalise content based
on the reader's profile in Word documents.

Research Assistance: Automate research tasks
using AI to find relevant information quickly.



The 50 Point Checklist

Accessibility Features: Improve document accessibility
with AI-driven formatting adjustments.

Template Generation: Automatically generate templates
based on your frequent document types.

Note Taking: Use AI to take comprehensive notes during
virtual meetings or lectures in OneNote.

Workflow Integration: Integrate workflows across
Microsoft 365 apps using AI connectors.

Expense Reporting: Simplify the process of creating and
submitting expense reports in Microsoft Excel.

Project Planning: Assist in project management by generating
timelines and assigning tasks in Microsoft Planner.

Sentiment Analysis: Analyse the sentiment of
communications within your organisation to gauge morale.

Onboarding Processes: Automate the creation and
management of onboarding materials for new
employees in Teams.



Marketing Analytics: Provide insights into marketing
campaign performance through AI-powered analytics.

Social Media Analysis: Analyse social media trends and
generate reports using AI in Microsoft Excel.

Interview Coordination: Automate the scheduling and
follow-up of job interviews within Microsoft Outlook.

SEO Optimisation: Optimise content for SEO using AI
insights in Microsoft Word.

The 50 Point Checklist

Budget Forecasting: Forecast budgets more accurately
with AI-enhanced tools in Excel.

AI Tutoring: Use AI to provide personalised learning
experiences in Microsoft Viva Learning.

Event Management: Automate the scheduling and
management of corporate events in Outlook.



Sales Forecasting: Use AI to predict sales trends
and adjust strategies accordingly.

Document Conversion: Convert documents
into different formats seamlessly.

Meeting Facilitation: Enhance meeting efficiency
by suggesting agenda items and participants.

Network Analysis: Perform network analysis using AI to
understand organisational dynamics.

Error Detection: Automatically detect and correct errors in
spreadsheets in Microsoft Excel.

Staff Allocation: Optimise staff allocation based on skill
sets and calendar availability.

Customer Support Scripts: Generate customer support
scripts tailored to individual queries in Teams.

The 50 Point Checklist

Inventory Management: Manage inventory levels effectively
using predictive analytics in Microsoft Excel.



Idea Generation: Facilitate brainstorming sessions by
generating creative ideas and concepts during team
meetings in OneNote.

Content Archiving: Use AI to archive old or irrelevant
documents systematically, maintaining an organised workspace.

Travel Planning: Assist in planning business travel by suggesting
itineraries and bookings in Outlook.

Feedback Analysis: Analyse customer feedback to derive
actionable insights in Microsoft Excel.

Time Tracking: Track time spent on various tasks
automatically to improve project management.

The 50 Point Checklist

Learning & Development: Tailor learning and development
programs based on employee feedback and performance.

Real-Time Co-Authoring: Enhance collaboration by allowing
multiple users to edit documents simultaneously in real-
time with AI suggestions for content improvement.

Financial Modeling: Build sophisticated
financial models in Microsoft Excel with
AI-driven suggestions.



From automating mundane
tasks to getting better data,
Copilot is like having a personal
assistant that knows exactly what
you need, when you need it.

Risk Management: Assess and manage project risks by using AI
to predict potential issues and suggest mitigation strategies in
Microsoft Planner.

Supply Chain Optimisation: Leverage AI to optimise supply
chain operations by predicting demand and identifying any
bottlenecks.

Brand Management: Monitor
and manage brand reputation
using AI-driven analytics.

The 50 Point Checklist


