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Mark your presence



Today’s Agenda

Copilot in Action

What Copilot is 
and how it uses 

your data.

Security, privacy, 
and good habits.

Calendar

Finding times, agendas, 
and invites automatically.

Facilitator, recording, and 
transcripts.

Outlook

Summarising long 
threads and inbox 

priorities.

Drafting, tone, and 
your writing style.

Teams & OneNote

Live summaries, 
decisions, and action 

items.

Notes turned into 
plans in seconds.

Your Turn

Resources, hands-on 
practice, and 

feedback.

Wrap-up, next steps, 
and Q&A.



All Resources
https://arif.works/sime/

https://arif.works/sime/


Copilot in Action

Using Copilot for meeting prep, professional email and much more



Copilot in Apps

Calendar

When attendees are unavailable, 
Copilot can help find and schedule a 
more suitable meeting time 
automatically.



Copilot in Apps

Turn on Facilitator to let Copilot 
actively assist during the meeting by 
managing notes, tracking discussion 
points, and helping keep the meeting 
organized.

Calendar



Copilot in Apps

Enable recording / transcription so 
Copilot can capture the meeting 
conversation and provide summaries, 
notes, action items, and insights.

Calendar



Copilot in Apps

Think of Copilot as an AI meeting 
assistant that listens, takes notes, 
captures decisions, and helps 
everyone stay aligned.

Calendar



Copilot in Apps

Ask Copilot to create a professional 
meeting agenda, helping participants 
stay focused and prepared.

Calendar



Copilot in Apps

Ask Copilot to create a professional 
meeting agenda, helping participants 
stay focused and prepared.

Calendar



Copilot in Apps

Create meetings faster by asking 
Copilot to find availability, generate an 
agenda, and send the invitation 
automatically.

Calendar



Copilot in Apps

Outlook

Quickly understand the key points, 
action items, deadlines, and 
outstanding issues without reading all 
the content.



Copilot in Apps

Outlook

Let Copilot read the entire 
conversation and provide a concise 
summary of what happened, what was 
decided, and what needs attention.



Copilot in Apps

Outlook

Copilot can draft the email, create a 
suitable subject line, organize the 
message clearly, adjust the tone, and 
help rewrite or improve the email with a 
simple prompt. 



Copilot in Apps

Outlook

Let Copilot automatically identify and 
highlight your most important emails 
based on people, topics, projects, and 
email content.



Copilot in Apps

Outlook

Set your preferred writing style, tone, 
greetings, and email structure so 
Copilot drafts emails the way you like.



Copilot in Apps

Teams

Capture the meeting conversation as 
text so participants and Copilot can 
review, summarize, and search the 
discussion later



Copilot in Apps

Teams

Copilot acts as your AI meeting 
assistant, helping you catch up, track 
decisions, identify action items, and 
generate meeting summaries in real 
time.

Summarize the meeting so far

"Summarize the discussion."

List action items

"What actions were assigned and to whom?"

Identify decisions made

"What decisions have been made?"

Highlight risks or open issues

"Are there any unresolved concerns?"

Prepare a meeting recap

"Create a meeting summary with next steps."

Answer questions about the discussion

"What did the team decide about Project A?"

Find mentions of specific topics

"What was said about the budget?"

Generate follow-up tasks

"Create a list of follow-up actions from this 

meeting."



Copilot in Apps

Teams

After the meeting, Copilot 
automatically creates a recap with 
summaries, notes, transcripts, 
shared files, attendance, and key 
discussion points, so you can quickly 
catch up or review what happened. 



Copilot in Apps

Teams

Meeting Notes: A shared workspace 
where everyone can collaborate on 
agendas, notes, decisions, and action 
items throughout the meeting 
lifecycle.



Copilot in Apps

OneNote

Use Copilot in OneNote to turn your 
notes into summaries, action items, 
plans, and organized content in 
seconds.



All Resources
https://arif.works/sime/

https://arif.works/sime/


Achievement Code



Feedback



Thank you
Now it’s your turn — pick one task this week and let Copilot help.

Questions are welcome — and keep practising your prompts.
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