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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.
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All Resources

https://arif.works/sime/
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Copilot in Action

Using Copilot for meeting prep, professional email and much more



Copilotin Apps
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Calendar

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

pp) ‘oo Feng Phang erson

Q mps

Choose your best days and times

Tum on automatic rescheduling for personal events and 1:1
meetings, and if a conflict arses. Copslot will find a new teme

automatically




Copilotin Apps

O calendar

to let Copilot -
actively assist during the meeting by L
managing notes, tracking discussion
points, and helping keep the meeting

. Facilitator 1s off for this meeting.] Turn on ! Options
organized. .




Copilotin Apps

0H

Calendar

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

Meeting options

% Recording & transcription

Record and transcribe automatically
O Recording & transcription O
cribe
Enable multilingual speech recognition
Who has access to the recording o

r transcript




Copilotin Apps

O calendar

Meeting options *

4 Copilot and other Al

ow Copilot
Think of Copilot as an Al meeting w
assistant that listens, takes notes, ® :
captures decisions, and helps ¥ A Facilitatar aQ
everyone stay aligned. T
Spoken language in this meeting

Accessibility

Provide CART Captions L




Copilotin Apps

O calendar

Q Teams meeting

Ask Copilot to create a professional
meeting agenda, helping participants
stay focused and prepared. % Draft an agenda for me (36 +\)




Copilotin Apps

O calendar

Settings Preterence Calendar instructions
1 the
be
[ Calendar instructons ]
Ask Copilot to create a professional . Bt Saalon ok miw b or reitt yourtom 4 Creste instructions
meeting agenda, helping participants :
stay focused and prepared.
Copilot




Copilotin Apps

O calendar

Create 1to 1 meeting with Hooi Feng Phang (lverson) for next week on

Tuesday/Wednesday/Friday between 10am to 10.30 am with Agenda

Create meetings faster by asking

Copilottofind availability, generate an ﬁ
agenda, and send the invitation ’
automatically.

111 with Hoal Feng Phang (Iverwan y (1]

BT Tridey BT Ty B4 Friday
] PR B0 P 100G PR B0 PR K A4 A0 P

A PR - D




Copilotin Apps

2" Outlook

\ll\\
¥y  Summary by Copilot “"
Quickly understand the key points,
action items, deadlines, and Microsoft 365 provided information about leaming to write eff ) ’
outstanding issues without reading all No unresolved issus n \entioned .

the content.
,1]' Ask Copilot




Copilotin Apps

2" Outlook

Copilot Ci
= W Work Web X ‘\
Let Copilotreadthe entire
conversation and provide a concise
summary of what happened, what was
decided, and what needs attention. Get a quick summary
] Re: Leamn how to wnte effective prompts for Microsoft 365 C..

List the main takeaways from this email in a bulleted list)
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2" Outlook

A\

n From: ext.trainer2 @iverson.com.my

Copilot can draft the email, create a

suitable subject line, organize the fo Add werk conent
message clearly, adjust the tone, and
help rewrite or improve the email with a
simple prompt.

Ce T Upload images and files
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Outlook

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

settings

Copilot

Terences

Prioritize

rallt instry

aler

Tresms

Prioritize

Prioritize

Copilot can use Al to analyze your inbox and mark emai as high pricrity

job titles, email content and more

t} Let Copalot prioritize my email on arriva

u Show Al-generated summaries in the message list (for pricritized email) |

Customize

Tell Copilot what makes certaer

or mail types. This will only be applied to email you receive in the future,

ﬂ- nghnfpnonb_,.' E,' Lowwer prianty

High priority nstructions

types of email high and low prionty for you This could include

based on a list of factors - like people on the thread, their

things like specific people, Topics




Copilotin Apps

2" Outlook

Set your preferred writing style, tone,
greetings, and email structure so

Copilot drafts emails the way you like.

Settings

Draft instructions

S Copilot

Draft instructions

Custom Instructions

Always dealt in professional tone, con

rt with Good Mornng/Afternoon an

hank youw i anticipatior




Copilotin Apps

O & € 0408

Capture the meeting conversation as B Turn on Facilitator Al In this meeting
text so participants and Copilotcan N Timer

review, summarize, and search the i at s

discussion later




Copilotin Apps

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

F# Copilot

What have | missed?

Summarize the meeting so far

"Summarize the discussion. "

List action items

"What actions were assigned and to whom?"

~ Identify decisions made

Work Wel

'\ “What decisions have been made ?"
\

Highlight risks or open issues
"Are there any unresolved con*. :

—

Prepare a meeting recap
"Create a meeting summary with next steps."
Answer questions about the discussion

Hi, how can | assist? ‘
"What did the team decide abo

Find mentions of specific topics
"What was said about the budget?"
Generate follow-up tasks

"Create a list of follow-up actions from

e meeting."




Copilotin Apps

Training Demo Meeting Chat Shared Recap Amtendance Breakout Rooms OQ&A  Meeting Whiteboard (2
Wednesday, August 5, 2026 8:30 AM - 9:00 AM Part1 Part2 Part3
Afterthe‘meetmg’ Copilot . & This part of the meeting was transcribed only
automatically creates a recap with
summaries, notes, transcripts, Shared files
shared files, attendance, and key &) Cinue Terre. Pressniation Lopts P
discussion points, so you can quickly
catch up or review what happened. _
Notes Al summary Mentions Transcript

Meeting notes
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) Loop

Create new Meeting notes
Sorted by week = "\
Search Wed, Aug 5 Today \ \

Meeting Notes: A shared workspace \

where everyone can collaborate on (O Recent ainiha Dermo Mesting .
.. . o p !

agendas, notes, decisions, and action ‘ y )

items throughout the meeting

llfeCyCle' [ Workspaces

| B Meeting notes

¥ My workspace




Copilotin Apps

,’ OneNote

All Hands on Meeting ) (%]

ANl Hands on Meeting

) & Homm e

Use Copilot in OneNote to turn your
notes into summaries, action items, = e e What can | help you capture?
plans, and organized content in

Establiah a cloar overview of current priorses, share updates, and addross any
Immediale concerms relevant 10 the 1eam in an &l hands Mmesting
» Roview current toam obyectives and progress

« Share updates on oNQoINg projects
dertty and discuss any immeduate chalenges of conoams
Outine next slops and acton toms
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Feedback

sSime



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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